
Quick Start Guide: HCAI Go-Live 

This guide is a visual support to the Re-Enrolment Steps document  Adding / Updating Branch Details 
 

found at www.hcaiinfo.ca website in the Insurer, Re-enrolment section. 

 Every Insurer is required to have a branch created even if the only location is the 
one stated in the address for the Insurer. 

 When an insurer has migrated data from the previous HCAI profile, Branches will 
already exist 

 The first HCAI User will review the Branch name, reviews information 
contained in each section and determines whether or not information 
displayed is accurate/correct/relevant  

 To add a new branch hit the “add new branch” blue icon at the bottom of the 
page. 

 Once the Branch information has been entered, the Organization/User 
Administrator will click the <Save> button 

 Add multiple branches if necessary.  

Verifying Your Insurer Organization Set-Up  
 

 Upon first log-in, the User & Organization Administrator reviews the Organization 
details 

 Above the Insurer details there is a button with the word “ACTIVATE”. 
 At first login, the insurer is in a deactivated state 

 It is the Insurer’s responsibility to click the activate button at 8:00am on the day 
their HCAI effective date 

 Do NOT activate your company prior to your HCAI “go-live” date.   

http://www.hcaiinfo.ca/


 Only users with the claim and claimant administrator role can add new claims in 
HCAI.  

 In order for OCFs submitted by Facilities to be matched with the claims and 
claimants, active claim-claimant data must be added to an Insurer’s HCAI profile.  

Adding Active Claim-Claimant Data 
 

 The first user to the system is set-up by the HCAI developer, and has both the User 
and Organization Administrator roles. 
 Immediately set-up another user with User and Organization Administrator roles.  

 If migrating, the first group of users whose password should be reset is the support 
staff who will be assisting in entering new claims data.  

 Each User must be set-up with a level of access, roles and responsibilities and 
access rights.  

User Administration Set-up 


