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OVERVIEW

Chapter 6: Claim & Claimant Management

HCAI delivers a standard solution for collecting and processing Claims data for the automotive
insurance industry. HCAI manages the basic Claim data and the associated Claimant information to
ensure plans, invoices and Adjusters are associated with the correct Claimant. Both the Facility and
Insurer can manage this information in a way that enables them to accomplish their daily business
goals without undue delay.

HCAI can accept both manual and data-feed driven updates to Claim and Claimant information, with
the information from the Insurer feed considered authoritative. The option to manually handle Claim

and Claimant information is available and is designed to support Insurers who decide not to provide

Claim and Claimant data feeds.

Only Users who have the Claim and Claimant Administrator role have access to the Claim and
Claimant Management component of HCAI.
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Claim Management

The Claim Management component includes the following topics: searching for Claims, updating Claim
details, adding new Claims, deactivating/reactivating Claims. The User’s ability to perform these tasks
depends on his/her roles.

To open the Claim Management component, select the Claims tab at the top of the Insurer home page.
The first screen that appears is Claim Search.

KOH Global Re HCHA .

INVOIZES CLAIMS MANAGE |7 - User Manual |

earch for Claim Humber in All Farms E Exact Match @Advanced
CLAIMS ‘ifelcome, Rafa, to HCAL
2013/01.30
e
Claims = Claim Search

General Hotification

The following tems need your sttention

1. Claim # 1663254_12K does not have any claimants, please Add Claimants .

Add a Hew Claim

To add a claim inta HCAIL click "Add Claim".

ADD CLAIM

Search for Claims

Enter yvour search criteria and click " Search”
Claim #:

Policy #:
Date of Accident: 3
Policy Holder Last Mame: D Exact Match
Palicy Holder First Mame:
Insurer:
Branch: | [

X D Auctive

Claim Status

D Deactivated

2 Insurer Manual — Chapter 6



HICIR)

Health Claims for Auto Insurance

Working with Claim and Claimant Notifications

The General Notification Area is located in the upper part of either the Claim Search or Claimant
Search screen, and is available only to Users who have been granted the Claim and Claimant
Administrator or Plan/invoice Manager roles.

If you are responsible for Claim and Claimant administration, the General Notification Area displays
Claims that do not have any associated Claimants. The <Add Claimants> text-link that appears here
leads to the Add Claimant screen. From the Add Claimant screen, you can add a Claimant.

KOH Global Re

INVOICES

SEARCH MANAGE

CLAIMS

ean r Claim Humber in All Forms D Exact Match mﬂ\dvanced
CLAIMS Welcome, Rafa, to HCAL

2013/01/30

Claims = Claim Search

General Hotification

The following tems need your attertion

1. Claim # 156254_12K does not hawe any claimants, please Add Claimants .

Add a Hew Claim

To add a claim inte HCAL click "Add Claim".

ADD CLAIM

If you are responsible for assigning Adjusters, the General Notification Area displays the name of any
Claimant who has not yet been associated with an Adjuster. The <Assign Adjuster> text-link that
appears here leads to the Claimant Details screen, where you can assign a new Adjuster to the Claim.

KOH Global Re HCHA .

CLAIMS MANAGE |? - User Manual |

INWOICES SEARCH

Search far Claim Nuiier ‘ in All Farms D Exact Match mAduanced

CLAIMANTS ifelcome, Rafa, to HCAL

2013/01/30

Claims = Claimant Search

General Hotification ?

The following tems need your stterntion

1. Diaz, Carmen has not been associated with an adjuster. Please aszsign an adjuster. Assign Adjuster
2. Miller, Janice has not been associated with an adjuster. Please assign an adjuster. Assign Adjuster

3. Hood, Salmon has not been associated with an adjuster. Please assign an adjuster. Asszign Adjuster

3 Insurer Manual — Chapter 6
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Searching for a Claim

Claim Search screen

Click the Claims tab at the top of the Insurer home page. The Claim Search screen appears by default.

You can enter search criteria in the fields provided.

To search for a Claim, enter data in any of the following fields:

Claim #. If known, the Claim number returns the exact Claim for which you searched.
Policy #. If known, the policy number returns the exact Claim for which you searched.

Date of Accident. Enter the date of accident in YYYY/MM/DD format, or use the icon to engage
the calendar feature.

Policy Holder. Last Name and First Name. The “Policy Holder First Name” field cannot be used
to search unless you also use the “Policy Holder Last Name” field.

Insurer. Select the Insurer with which the Claim is associated from the Insurer drop-down list.

Branch. Select the branch with which the Claim is associated from the branch drop-down list.

Specify the status of the Claim by selecting “Active,” or “Deactivated” using the checkbox. Active
Claims are those still being worked on in HCAI; deactivated Claims are those that have been
concluded in HCAL.

cick [EEEED,

KOH Global Re

HCA®

[? - User Manual |

INWOICES SEARCH MANAGE

CLAIMS

Search for Claim Mumber in Al Forms D Exac‘t Match mﬂd\ranced LoGouT

CLAIMS CLAIMANTS heleome, Rafa, to HCAL

2013/01/30

Claitnz = Claim Search

General Hotification

The followwing tems need your sttention

Mo records were found.

Add a Hew Claim

To add a claim inte HCAL click "Add Claim".

ADD CLAIM

Search for Claims ?

Enter wour search criteria and click " Search”
Claim #:

Palicy #:
Date of Accicent: i
Policy Holder Last Mame: D Exact Match
Palicy Holder First Name:
Inzurer:
Branch: | [

Aot
Claim Status: e

" Ooeactivated #

@ 2012 Health Claims for Auto Insurance Processing | Privaey Poliey | Change Pasaaard
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Claim Search — Search Results Screen

The search results list is numbered and can be sorted by clicking on the column headings. If your
search is based on the Claim number, the search displays all the Claims that begin with that particular
Claim number.

KOH Qlobal Re HCHA .

INVOICES | SEARCH | MANAGE (7 - User Manual |
Search for Claim Number in| &1 Farms [L] [v] Exact Match @Mmm LOGOUT
CLAIMS CLAIMANTS Welcome, Rafa to HCAI

2011/03/02
Claims > Claim 3earch > Search Resulis

Claims - Claims Search

(1 of 1 ) Refine Search

Claim Rezultz for "Policy Holder Last Name: Diaz

View: | 10 items B

> Claim # » Date of Accident = Policy Number » Policy Holder > Status P Insurer

203 2008/06M18 ch_m Diaz, Carmen i KOH Global Re

View: | 10 items D

@ 2011 Health Claims for Auto Insurance Processing | Privacy Policy | Change Password

A search based on criteria other than a specific Claim number may return multiple results.

KOH Global Re HCHA .

INVOICES | MANAGE |7 - User Manual |
Search for Claim Number in| A1l Forms (][] Exact Mateh 1) Advanc=d LOGOUT
CLAIMS CLAIMANTS Welcome, Rafa to HCAL

2011/03/02

Claimz = Claim Search = Search Results

Claims - Claims Search

(1 of 2) Refine Search

Claim Resultz for "No search criteria

View: | 10 items [ 12 Next>
» Claim # » Date of Accident * Policy Humber » Policy Holder > Status & Insurer
0203 2008/0818 Co_M Diaz, Carmen Active KOH Global Re
112112 2008/05/04 223233 bail, Shannon Active KOH Global Re
1234 2008/08/27 ASE Mash, Rob Active KOH Global Re
12341234 2008/06/01 34563456 Miller, Janice Active KOH Global Re
2008/07/01 . Cruz, Penelope Active KOH Glokal Re
2009/06/M15 Ferguson, Alex Active KOH Global Re
2010/05/01 5 Lampard, Frank Active KOH Glokal Re
2008/06/23 Ronaldo Active KOH Global Re
2008/07/02 Z7 38 Zidane, Zinedine Active KOH Global Re
2008M0/M4 232323 Dudko, Jack Active KOH Global Re

View: | 10 items [ 12 Next >

8 2011 Health Claims for Aute Insurance Processing | Privacy Policy | Change Password
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Sorting the Search Results

When working with a large number of search results, you can sort the results using different criteria.
The default sort order is alphanumeric, ascending by Claim number. The items can be sorted in
ascending or descending order, based on field type, by clicking on the highlighted header of the column
on which you wish to sort.

Several Pages of Results

If your search results comprise several pages, you can use the numbered links located on the right,
above the search results list, to page through the entire set of results.

To Return to the Claim Search Form

To return to the Claim search form, click the <Refine Search> text-button above the search results list.

Adding a New Claim

Only Users with the Claim and Claimant Administrator role can add new Claims in HCAI. Claims can be
created manually in the Claims, Claims Search screen.

Note that, in the event that an OCF is received for a Claim that has been archived, HCAI allows for the
creation of a duplicate Claim.

KOH Global Re HCHA .
| mvoices ' | manace [7 - User Manual|

Search for Claim Numbsr in| Al Forms [ [7] Exact Match  [E2) Advenced

CLAIMS Welcorne, Rafa to HCAI

2011/03/02

Claimz = Claim Search

General Notification

The following items need your attention

No records were found.

Add a New Claim
.

To add a claim into HCALL dlide “Add Claim™.

ADD CLAIM (

Search for Claims

Enter your search oriteria and dlidk “Search
Claim #:
Policy #:
Date of Accident: 3
Pelicy Helder Lazt Mame: [ Exact Msten
Pelicy Holder First Name:

Inzurer:

Branch: | (5
. DAcxi\;E

Claim Status.

D Deactivatad

© 2011 Health Claims for Auto Insurance Processing | Privacy Policy | Change Password
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KOH Global Re HCHA .

MANAGE |? - User Manual |

Search for Claim Number in| All Forms D Exac{ Match vaan{:Bd LOGOUT

CLAIMS Welcome, Rafa to HCAL

2011/03/02

Claims » Claim Search > Add Claim

Claim Details

Fill in the fields to sdd/edit 8 claim into HCAI

NOTE: All fields with an asterisk (%) are required

* Insurer: | KCH Global Re D

= Branch: | TR (52

* Claim #:

* Policy #:

* Policy Holder Lazt Mame:
Policy Helder First Name:

* Date of Accident: -
—h £33

82011 Health Claims for Auto Insurance Processing | Privacy Policy | Change Password

1. Click the button located in the “Add a New Claim” section of the Claims, Claim
Search screen. The Claimant Details screen appears.

2. Select arequired Insurer from the “Insurer” drop-down list. The set of Insurers available for
selection is determined by your domain.

3. Specify the Claim number, policy number, and policy holder’s first and last name in the respective
fields.

4. Enter the date of accident in YYYY/MM/DD format, or click on the E icon to engage the
calendar feature.

5. Click m If any information is missing or invalid, an error message appears at the top
referring you to the field in error. Successfully saving the information brings forward the three
sections described below:

= State. This section shows the status of the Claim and its latest version. When you create a
new Claim, the status is “Active” and the latest version is “1.”

= Activity Log. This section contains a list of activities associated with the current Claim. It
shows: “Date & Time” (when the activity occurred), “Description” (the type of activity),
“Version,” “In Dispute” and “Actor” (the author of the activity).

= Associated Claimants. This section shows a list of Claimants associated with your Claim.
When you create a new Claim, the list contains no records (see next page).

7 Insurer Manual — Chapter 6
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KOH Global Re HC A .

[7 = User Manual |

‘Search for Clalm Number W aiorme gl [#] Excact Match @m LOGOUT

CLAIMS CLAIMANT: Welcome, Rata o BCAL

(1]

2011103102
GClsims = Clsim Search = Claim Detsils for claim $TE2

The claim has been successfully added

Claim Details

Insurer: KOH Ghosl Re
Branch:
= Claim &: |7
* Paolicy &
® Policy Holder Last Mame: |WafysE
Paolicy Holder First Mame:

* Diate of Accident: | 156170513 -

) (e
o
State

Status: Acte
Latest Version: 1

Activity Log %f
Activity Log (1 of 1)

View: |10 Rams D

In Dispute

Asspeiated Clzimants

Associated Claimants

Mo records ware found.

Add Claimant

ADD CLAIMANT

22011 Healn Claims for Aulo Insurance Processing | Priacy Pollcy | e Password

To clear the Claim details you have entered without saving, click . In the confirmation dialog box
that appears, click <Yes> or <OK>.

To add Claimants to a newly created Claim, click the button that appears in the bottom of
the screen. The Claimant Details screen opens. Enter the Claimant’s data.

8 Insurer Manual — Chapter 6
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KOH Global Re HCRH .

[7 - User Manual |

‘SEENG for CIzim Numbsr 0 anForms [l [#] Exsct Match mm LoGouT
CLAIMS CLAIMANTS ‘Welcome, Rata o HCAL
2011103102
Claims > Claimant Search > Add Claimant > {Claim # T85)

Claimant Details

= Claimant D+ * Date of Birth:
= Last Mams:
* First Mams:
Middle Mams:

“Gender: Oipae O remae
Phone Number:

Qaress.:

= City:

* Provinca/State:
* PostslZIF Code:
Adjuster:

02011 Heafnh Claims for Aulo insurance Processing | Pracy Pallcy | | 2 Pasewond

Updating Claim Details

This section describes how to update and view Claim details that have been manually entered or Claim
data that was provided through an Insurer data feed.

To update and view Claim details:

1. Navigate to the Claim in the search results list and click on the link in the Claim # column. The
Claim Details screen opens. The fields in this section are pre-populated with the Claim
information.

KOH Global Re

INVOICES | | sEARCH | MANAGE
Search for Claim Humbar in &l Farms [0 [7] Exact Match Eﬁduanned LoGouT
CLAIMS CLAIMANTS Welcome, Refa to HCAI

2011/03/02

Claimz > Claim Search > Claim Details for claim #55

Claim Details

Fill in the fields to add/edit a claim into HCAI

NOTE: All fields with an asterisk [~ are required
Inzurer: KCOH Global Re
Branch: Rodowood

o

*Claim# |&
* Policy # |ZZ_88
* Policy Holder Last Name: |Zidans
Policy Holder First Name: |Zinedine
* Date of Accident: |2002/07/02 3

[snie R cancee I oescrare

9 Insurer Manual — Chapter 6
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2. Edit the:

a. “Claim Number,” “Policy Number,” “Policy Holder Last Name,” “Policy Holder First Name’
and “Date of Accident fields.”

Click m to save the changes you have made.
4. In the confirmation dialog that appears, click <Yes> or <OK>,

OR,

Click B85 to cancel the changes you have made.

4. In the confirmation dialog that appears, click <Yes> or <OK>.The screen is reloaded to display
the original Claim information.

KOH Global Re HCA .
INVOICES [7 - User Manual |
Szarch for Clzim Numbsr in| 241 Forms [ [#] Exact Match o) Advanced  LogouT |
CLAIMS Welcome, Rsfs to HCAL

2011/03102

Claims = Claim Search = Claim Detsils for claim #5585

Claim Details

Fill in

Insurer: HOH Globsl Re
Branch: Reockwood
* Claim #: |5
= Policy =
= Policy Holder Last Name:
Policy Holder First Name:

= Date of Accident:

State
Status: Active
Latest Version: 1
Activity Log
Activity Log (1 of 3)
View: | 5 items [:| 123 Next>
Date & Time Description Version Actor In Dispute
20110202 18:20 Claim informaticn retrieved 1 Benitez, Rafz
2009/10/08 15:24 Claim information retrieved 1 Banszer, Jill
2008/10/08 1519 Claim informaticn retrieved 1 Beneer, Jill
2005/08/27 08:58 Claim information retrieved 1 Cizze, Djibril
200%2/08/27 08:E82 Claim information retriegved 1 Cisse, Djibril
View: | 5 items [:| 123 Next>

If this is not the first time the Claim is being updated, the Activity Log displays a list of previous updates
to the Claim. To view any of the previous updates, click on the link of the desired version in the Version
column. A pop-up window appears, containing the selected version of the Claim details.

10 Insurer Manual — Chapter 6
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Associated Claimants List

In the bottom part of the Claim Details screen, there is a list of the Claimants associated with each
specific Claim. The items in the list can be sorted in ascending or descending order, based on field type,
by clicking on the highlighted header of the column that you wish to sort.

KOH Global Re

INVOICES

HCA®

[? - User Manual |

MANAGE

S=zarch for Claim Numbar in Al Forms [0 [] Exact Match m.ﬁduanned LOGOUT
i GLAIMANTS Welcome, Rafs, to HCAL
D13/01/30

Claims = Claim Search = Claim Details for claim #188_abv_099

Claim Details
Fill in the fields to add/edit s clsim into HCAI
MOTE: All fields with an asterisk [*) are required
Ingurer: KOH Global Re
Branch: Acton
* Claim#: |189_sbv_092
* Policy #: |&78E
* Policy Holder Lazt Name: |Zidans
Policy Holder Firzt Name: |Zinsdine
*Date of Accident: (50400614 3
[save |
State
Status: Active
Latest Version: 1
Activity Log
Activity Log (1 of 2)
View: | 5items [ 12 Next >
Date & Time Dezcription Verzion Actor In Dizputs
2013/01/30 08:05 Claim information retrieved 1 Benitez, Rafa
2013/01/30 05:02 Claim information retrieved 1 Benitez, Rafa
201301428 15:33 Claim infermation retrieved 1 Benitez, Rafa
2013/01/29 15:32 Claim infermation retrieved 1 Benitez, Rafa
201200812 10:51 Claimant added 1 Benitez, Rafa
View: | 5items [ 12 Next =
Associated Claimants ‘
Associated Claimants (1 of 1)
v | Eiteme
r - . " .
AClaimant Hame kClaimant # »D.0.B rAdjuster kBranch kIn Dispute FStatus
Zidane, zizou12 194610218 O'tliggins, Acton Active
Zineding Francesca
View: | B items D
Add Claimant

ADD CLAIMANT

11 Insurer Manual — Chapter 6
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Deactivating/Reactivating

a Claim

You can deactivate/reactivate a Claim from the Claim Details screen.

To deactivate or reactivate a Claim:

= Search for the desired Claim;

= Click on the Claim in the Claim # column of the search results list to proceed to the Claim Details
screen;

= Click either the or button at the top of the screen.

KOH Global Re

mvoIcES |

Sesarch for Claim Number

cLams

MANAGE

in| 11 Forms [ [#] Exact Mateh ﬁ}\dvamxad

Welcome, Rafa, to HCAL

2013/01/29

Claims > Claim Search = Claim Detaile for claim #55

Claim Details

Fill in the fields to sdd/edit a cisim into HCAI
NOTE: All fields with an asterisk {*) are required
Insurer:
Branch:
* Claim #:
* Policy #:
* Policy Holder Last Name:
Policy Holder Firzt Name:

* Date of Accident:

KOH Glotsl R
Rodowood

==

7z 38

Zidane

Zineding

2008/07/02 v
[ save |l canceL |l DEACTIVATE

Status:
Latest Version:

Activity Log

Activity Log (1 of 5)

Date & Time Description

2013/01/28 15:08 Claim information retrieved 1 Benitez, Rafa
201301128 15:02 Claim information retrieved 1 Benitez, Rafa
2011407/06 15:02 Claim information retrieved 1 Benitez, Rafa

View:

Version Actor

View: | 2 items [

Associated Claimants

Zidane,

Zinedine Zizeu

Associated Claimants (1 of 1)

AClaimant Name ®Claimant # »0.0.B »Adjuster »Branch »In Dispute »Status

197100623 Cisse, Djbri Rockwood Deactivated

View: | 5 items [

View: | 5 items [

Add Claimant

ADD CLAIMANT

® 2013 Health Claims for Aute Insurance Processing | Privacy Policy | Change Password

The button is enabled only when all the Claimants associated with a Claim have been

deactivated.

The ACTIVATE

button is enabled when a Claim is deactivated.

12
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Claimant Management

The Claimant management functionality is accessed from the Claimants sub tab, which is accessible
from the Insurer home page if you have the Claim/Claimant Administrator or Plan/Invoice Manager role.
Claimant Management enables search, update, add, deactivate/reactivate Claimant(s) functionality.

The ability of Users to perform these tasks depends on the roles they have been assigned in HCAI. For
more information on task authority and User roles, see Chapter 10: Insurer User Management.

When you successfully add a new Claimant, HCAI performs a check against all unmatched documents
and attempts to match them with the new Claimant. The following matching criteria are used: Policy
number or Claim number, Date of Accident, Gender, and Date of Birth. Documents that match are
displayed in the Associated Documents section at the bottom of the Claimant Details screen.

Click on the Claimant in the Claimant Name column of the Claimant search results list to proceed to the
Claimant Details screen. The fields are pre-populated with the current Claimant data.

KOH Global Re HCHA .

INVOICES | : : : MANAGE |? - User Manual |

Search for Claim Numi in| All Forms D Exact Match @Mv&nn&d LoGouT

Welcomse, Rafa, to HCAL

CLAIMANTS

2013/01/30

Claimz = Claimant Search = Search Results

Claimants - Claimants Search

{1 Of 4) Refine Search
Claimant Results for "Claimant Status: Active, Claimant Insurer Name: KOH Global Re

View: | 5 items D
AClaimant Name @ »0.0.B »Phone # *Adjuster »Branch »Status
Cech, Peter 1848/02M18 O'Higgine, Francesca Acton
Cruz, Penelop 1874104128 Mazcherano, Javier Moffat
Diaz, Carmen 2 1972/08/30 (505} Acton
Ferguson, Alex 184112531 Keane, Robin Rockwood

Hood, Salmon 1877/06/01 Barrie

view: | Sitems [ 1234 Next>

Reazzign to Adjuster: REASSIGN ADJUSTER

To reassign claimants from this page, you must refine your search. Either you have not selected a branch, or there are no
claimants that match the current search criteria.

8 2013 Health Claims for Auto Insurance Prooessing | Privacy Policy | Change Password

Documents associated with a Claimant

For your convenience, you can sort the documents associated with your Claimant, which are listed in
the bottom of the Claimant Details screen, by clicking on the column header of the fields displayed.

Associated Documents ’

Documents associated with Diaz, Carmen (1 of 3) |

Showing associated documents which are active. To show archived documents, click Show Archived Docu =

View: | Sitems [ 123 Next=
> Type » Document # » Facility 4 Date Submitted » Status » In Dispute
OCF21B 0S0€2000002 Kian Clinic 2008/08/20 Review Required
OCF21C 09062000011 Kian Clinic 2005/08/20 Review Required
oCF23 11020800024 Kian Clinic 2011/02/08 In Discussion,

Response Sent
OCF21B 11030200018 Kian Clinic 2011/02/02 Review Required
OCF22 11030300080 Kian Clinic 2011/02/03 Declined

View: |Sitems [ 123 Next=

@ 2013 Health Claims for Auto Insurance Processing | Privacy Policy | Change Password

13 Insurer Manual — Chapter 6



HICIR)

Health Claims for Auto Insurance

Searching for a Claimant
To search for a Claimant,

In the Claimant Search screen, specify the Claimant status (“Active” or “Deactivated”), and any of the
following criteria:

= Date of accident. Enter the date of the accident in YYYY/MM/DD format, or use the icon to
use the calendar feature.

= Claimant last name and first name. The “Claimant Last Name” field must contain at least
two characters. The “Claimant First Name” field cannot be used to search unless you also
use the “Claimant Last Name” field.

= Claimant date of birth. Enter the date.

= Claimant phone number. Enter at least the area code and the prefix (i.e., the first three
digits) of the number.

= Claimant postal code. Enter at least the first three characters of the postal code.

= Adjuster. Select the Adjuster associated with the Claimant from the respective drop-down
list. The set of Adjusters visible is restricted by the User’s domain.

= Insurer. Select the Insurer from the drop-down list.. Select the desired Branch from the drop-
down list.

click EEXXN .

KOH Global Re HCHA .

[7 - User Manual |

‘Seare for CIEIm Numer 0| anForms (L) [w] Exact Match mm LOGOUT

CLAIMANTS
2011103102

Clzims * Claimant Search

General Metification

The follewing items nesd your attention

=ad YoU

Mo records were fownd.

Search for Claimants

Erer your search criterta and click “Saarch
Date of Accident:

Last Mama:

First Mame:

Date of Birth:

Fhons =

Postal Code:

Adjuster:

Clzimant Ststus:

22011 Healn Claims for Auo Insurance Processing | Prvacy Paollcy | §
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If there are no Claimants that match your search criteria, or if any of your search criteria is invalid,
HCAI provides a notification message and you are returned to the Claimant Search form. If your search
criteria are validated, you proceed to the Claimant Search Results screen.

KOH Global Re HCHA .

[7 - User Manual |
Search for Claim Numder 0| 2 Forms (o) [w]Exact Match mm LOGOUT

CLAIMANTS
2011103102

Clzims = Clzsimant Search = Search Results

Claimants - Claimants Search

(1 of 1) Refine Searen

Clzimant Results for "Claimant Last Mame: zidans”

View:

A Claimant Name i 0. » Phone # Pk Adjuster P Eranch

Claimant Search Results

The search results list is numbered and can be sorted. Depending on the search criteria used, the
search may return a single result or multiple results. The items can be sorted in ascending or
descending order, based on field type, by clicking on the highlighted header of the column by which
you wish to sort.

To return to the Claimant search form, click on the <Refine Search> text-link above the search results
list.

Adding a New Claimant

Only Users who have the Claim and Claimant Administrator and/or Plan/Invoice Manager roles can add
Claimants.

To create a Claimant manually, you must use the Claimant Details screen.
To open the Claimant Details screen:
1. Select the Claims tab on the Insurer home page. This defaults into the Claim Search screen.

2. Search for the desired Claim and click on the Claim number link in the Claim # column of the
search results table. This takes you to the Claim Details screen.

3. Click EElEslBU in the bottom of the Claim Details screen. The Add Claimant screen

appears.
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KOH

ims surance

Global Re | HCA .

INVOICES | SEARCH | MAHAGE (7 - User Manual |

S=arch for Claim Number in| An Forms (][] Exact Maten  [fle) Advanced LOGOUT

CLAIMANTS ‘Welcome, Rafs to HCAL

2011/03/02

Claimz = Claimant Search = Add Claimant » (Claim # 558}

Claimant Details

Fill in the fields to add/edit a claimant for Claim # 558

NOTE: All fields with an asterisk {*) are required

* Province/State: | CN - Ontarig [+]
* PostalZIP Code:

* Claimant ID: * Date of Birth:
* Last Name: *Gender: O male O Female

* First Name: Phone Number:
Widdle Name:
* Addrezs:

* City:

Adjuster; D

Foove [ cncer

@ 2011 Health Claims for Auto Insurance Processing | Privacy Policy | Change Password

To add a new Claimant:

S S

~

10.

11.

Enter the Claimant ID. This identifier is provided by the Insurer and is unique within the Claim.
Enter the Claimant’s last, first, and middle name in the respective fields.

Specify the Claimant’s address and city of residence in the respective fields.

Select the province of residence from the respective drop-down list. This list defaults to “Ontario.”
Specify the Claimant’s postal code.

Select an Adjuster to manage the Claimant from the “Adjuster” drop-down list. This list contains
only active Adjusters and is restricted by your access domain.

Enter the Claimant’s date of birth in YYYY/MM/DD format, or use the calendar function.
Select the gender of the Claimant.

Enter the Claimant’s phone number.

Click m to save the new Claimant details. If any information is missing or invalid, you are
returned to the Add Claimant screen. An error message appears in the error list at the top of the
screen, referring you to the field(s) in error.

Click to clear the Claimant details you have entered. In the confirmation dialog box,
click <Yes> or <OK>.

' Note: All fields with an asterisk (*) are required.
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When you successfully add a new Claimant, HCAI performs a check against all unmatched documents
and attempts to match them with the new Claimant. The matching criteria used are the policy number
or Claim number, date of accident, gender, and the date of birth. If any documents are found that
match, they display in the Associated Claimants section at the bottom of the Claimant Details screen.

Updating Claimant Details

This section describes the process of updating and viewing Claimant details that have been provided
either through an Insurer’s data feed or created manually. You can update a Claimant associated with
a specific Claim in the Claimant Details screen.

To update Claimant details:
= Open the Plan that belongs to the Claimant whose information you wish to update.

= Navigate to Part 1 of Tab 1 in the selected Plan and click on the
button.

= Edit the content as required in any of the available fields.

Review OCF18

SUMMARY

HCA®

|7 - User Manual |

o BACK MEXT p

Claim ldentifier Return this form to: Plan Identifier
Applicant Mame: Ferguson, Alex KOH Glokal Re Document Number: 11020800028
Claim Number: 1585 1989 Eramo=a Rd OCF Type: 18
Policy Mumber: AF_85 Rockwood, Ontario Date Submitted: 2011/02/08
Date of Accident: 2008/08M5 R2G 2R1 Sgpurce: Web
QOCF Effective Date: 2010409401
Part 1: Applicant Information
Note: Thiz Decument iz owned by V
Claimant Details
Date of Birth: 194112/31 Date of Birth: 19411M2/31
Gender: Gender:
La=zt Name: Ferguzon Last Name: Ferguzon
First Mame: Alex Firzt Nams: Alex
Widdle Namne: Widdle Name:
Address 1: 1886 Govan Park Address 1: 1885 Govan Park
Address 2: Address 2:
City: Teronte City: Teronte
ProvinceiState: OM - Ontario Province/State: OM - Ontario
PostalZIP Code: WM4G 2G1 PostallZIP Cods: M4G 2G1
Phone: Phone:
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KOH Global Re

INWOICES

HCA®

|? - User Manual |

MANAGE

‘Search for Claim Number in| All Farms D Exact Match @Muanned

CLAIMANTS Weloome, Rafa to HCAL
2011/03/02

Claimg = Claimant Search = Claimant Detailz for Ferguson, Alex = (Claim # 1999}

Claimant Details

Fill in the figlds to sadd/edit & clasimant f

MOTE: All fislds with an asterisk [*) are n

* Claimant ID: |Ferg * Date of Birth: | 1941/12/21

* | ast Name: Tgus *Gender:  (3) Male O ramalz

* First Name: Phone Number:
Middle Name:

* Addrezz: | 1988 Govan Park

* City: | Tercnts
* Province/State: | OM - Ontarig [+
* PostaliZIP Code: |M4G 2G1
Adjuster: | Gudjennson, Edith [+

!\ Note: The Claimant ID must be unique for each Claimant.

Click m to save the changes you have made. If you are not satisfied with your changes, click
. The screen refreshes to display the original Claimant information.

Batch Transfer of Claimants

Individuals with either the Plan/Invoice Manager or Claim/Claimant Administrator role have the ability to
use the “Reassign Adjuster” feature in batch. Multiple Claimants can be transferred from one Adjuster to
another at the same time. This feature is commonly used to reassign Claimants when an Adjuster leaves
the company or takes on a new role.

To transfer multiple Claimants from the Claimants > Claimant Search Results screen:

1. Navigate to the Claims > Claimants sub-tab.

KOH Global Re_ | | | HCA .

INVOICE S MANAGE [? - User Manual |

Seamfaclairy in| All Forms E] Ex.act Match @M—Bnﬂed

Ll CLAIMAN Welcome, Rafa, to HCAL

2012/01/24
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2. Apply your search parameters in the relevant fields (viz., Insurer, Branch and/or Adjuster) in the

“Search for Claimants” section, then click

selected.

KOH Global Re

INVOICES |

SEARCH | MANAGE

. To reassign the Adjuster, Branch must be

Search for Claim Number

CLAIMANTS

Claims = Claimant Search

General Notification

in Al Forms [ [V Exact Match  [Ee) Advences

Welcome, Rafa, to HCAL

2012/01/24

The following items need vour attention

Mo records were found.

&

Search for Claimants

Enter your search oriteria and click “Search’

Inzurer:

Date of Accident:
Last Name:

First Name:

Date of Birth:
Phone #:

Branch: | Acton

Aduster: N
-

KOH Glosl B2 [

=

I:‘ Dasctivated

=

I:‘ Exact Match

© 2012 Health Claims for Auto Insurance Processing | Privacy Policy | Change Password

3. Alist of Claimants associated with the specified Branch or Adjuster (depending on what has been
specified when executing the Claimant Search) will populate the Search Results.

KOH Global Re

INVOICES |

MANAGE

HCA®

(7 - User Manual |

Search for Claim Number

CLAIMANTS

Claimg = Claimant Search = Search Results

Claimants - Claimants Search

in| a1 Ferms (1| [v] Exact Match mmvanned

Welcome, Rafa, to HCAL

2012/01/24

(10f 1)

allaimant Name »Claim #

Carroll. Roy

Diaz, Carmen
Kolbe, Maximilian
Lampard, Frank
Raeb. Pete
Ronaldo, Cristiano

Zidane, Zineding

»D.0B

1874/01/28
1872/08/30
1818111430
1977/08/01
1873/08/22
1885/02/05

19E8/0TI0E

Eet, Johnny

»Phone #

»Adjuster

Degas, Alberte
Degas, Alberte
Degas, Alberto
Degas, Alberto
Degas, Alberto
Degas, Alberte

Degas, Alberto

»Branch
Acton
Acton
Acton
Acton
Acton
Acton

Acton

Refine Search

Claimant Rezults for “Claimant Ingurer Name: KOH Global Re, Claimant Branch Mame: Acton, Claimant Adjuster Name: Degas, Alberto

View:
P Status Reassign
Active

Active

Active
Active

Active

HEEEREEE

Active

View:

= REASSIGN ADJUSTER

Insurer Manual — Chapter 6



HICIR)

iealth Claims for Auto Insurance

4. At the bottom of the Search Results list, use the drop-down list to select an Adjuster to whom the
Claimants should be reassigned.

5. In the “Reassign” column, check the box for each Claimant that needs to be assigned to the
specified Adjuster.

6. Once you have selected the Adjuster and specified which Claimants should be reassigned to the

Adjuster chosen, click REASSIGN ABJUSTER

Deactivating/Reactivating a Claimant
To deactivate/reactivate a Claimant from the Claim Details screen:

= Search for the Claim that is linked with the desired Claimant, as described in Searching for a
Claim in Chapter 6.

=  Click on this Claim in the Claim # column of the search results list to proceed to the Claim Details

screen.
Activity Log
Activity Log (1 of 5)
View: |3items |53 412345 Next>
Date & Time Description Version Actor In Dizpute
201301428 15:06 Claim infermation retrieved 1 Benitez, Rafa
2013101425 15:02 Claim information retrieved 1 Benitez, Rafa
2011407408 15:02 Claim infermation retrieved 1 Benitez, Rafa
view: |2items [0 12345 Nexts
Associated Claimants
Associated Claimants (1 of 1)
View: | 5 items E'
AClaimant Hame *Claimant # *D.0.B *Adjuster ®Branch *In Dispute - Statu
= Zizou 1971/08/22  Cisse, Djbrl  Rockwood Deactiwi
View: | 5 items E'
Add Claimant

©® 2013 Health Claims for Auto Insurance Processing | Privecy Policy | Change Password

If a Claimant’s status is active, the adjacent button is eS| Click this button to deactivate the

Claimant and change the status to “Deactivated.” You can deactivate a Claimant only if all of the
documents associated with that Claimant have been adjudicated.

If a Claimant’s status is deactivated, the adjacent button is Bl Click this button to activate the
Claimant and change the status to “Active.”
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To deactivate/reactivate a Claimant from the Claim Details screen:

= Click on the Claimant’s name in the Claimant Name column of the search results list to proceed
to the Claimant Details screen.

= Click the button at the top of the screen to deactivate an active Claimant. The

button is enabled only when all of the documents associated with a Claimant have
had an Adjuster’s response recorded against them.

= Click the button at the top of the screen to activate a deactivated Claimant.

HCA®

(7 - User Manual |

KOH Global Re

INVOICES

MANAGE

Search for Claim Number in| All Forms [ | (V] Exact Math  [(Ge) Advanced LOGOUT

CLAIMANTS Welcome, Rafa, to HCAI
2013/06/05

Claims = Claimant Search = Claimant Details for Zidane, Zinedine > (Claim# 188 abv (93)

Claimant Details

Fill in the fields to add/edit 8 claimant for Claim # 189_abv_099
NOTE: All fields with an asterisk {*) are required
* Claimant ID: |zizou12 * Date of Birth: |1248/02/18
*Last Name: |Zidane *Gender: @) pale ® Female
* First Name: |Zinedine Phane Number:
Middle Name:

* Address:

* City: |Toronto
* Province/State: | ON - Ontario [=]
* PostalZIP Code: M5V 45

Adjuster: | T'Higgins, Francesca [=] ’
m canceL [l DEACTIVATE

Status: Active

Latest Version: 2

Activity Log

Activity Log (1 of 3)

View: | 2 items El

Date & Time Description Actor In Dispute
2012/08/08 02:01 Claimant information retrieved Benitez, Rafa
2012/08/05 05:16 Claimant information retrieved Benitez, Rafa

2012/01/20 0212 Claimant information retrieved Benitez, Rafa

View: | 2 items El

Associated Documents

Documents associated with Zidane, Zinedine (1 of 2)

Showing associated documents which are active. To show archived documents, click Show Archived Documents.

View: |3items [w]

» Document # » Facility 4 Date Submitted » Status * In Dispute
12051300002 Heslth 4 Life 2012/08/18 Approved
12011700008 Heslth 4 Life 2013001417 Approved
12050300001 Heslth 4 Life 2013/05/028 Approved

View: | 2items [« 12 Nexts

@ 2013 Health Claims for Auto Insurance Processing | Privacy Policy | Change Password
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Matching Claimant Details — Linking Claimants with Documents

If there is a perfect match between the applicant details specified by the Facility and the Claim and
Claimant details recorded in HCAI by the Insurer, HCAI links the information and documents
automatically so there is no need for Users to match documents to Claimants. A perfect match occurs
when the following data elements match between the information provided by the Facility and the
information provided by the Insurer:

= Either the policy number or the Claim number matches (Facility leaves the other one blank);
» Date of Loss / Accident;
» Date of Birth;

=  Gender.

However, if the Facility does not leave the other one blank (either the policy or Claim number) and enters
some information that is not matched, HCAI will cross-match the Claim and policy number. The cross-
match allows for the following additional matches:

= |f either the Policy number of Claim number match, the other one need not be matched and need
not be blank;

= Policy number that is set up by the Insurer matches the Claim number that is set up by the
Facility;

= Claim number that is set-up by the Insurer matches the policy number that is set up by the
Facility.

When the cross-match rules are initiated and a match is made for a submission that is not exact, the
following warning message is provided for the Adjuster in receipt of the form:

“Please review the matching of Claim/Claimant and un-match if incorrect.”
This warning will display until the form changes from a “Submitted” state to a “Review Required” state.

Organizations containing more than one insurance company as part of their structure, or more than one
branch, may have forms that are misdirected by the Facility to a Branch or Insurer in error. If the form is a
match with one of the group of companies or another Branch of the company, HCAI will search the
organization structure for a match and, upon discovery, will match the form. If the form has incorrect
information and is “Unmatched”, it will stay in the unmatched bucket of the Branch to which it was
submitted until a match can occur.

The Claimant matching functionality can be accessed only if you have been assigned the role of
Plan/Invoice Manager.

To match a Claimant with a plan or invoice:
= Open a plan or invoice with “Unmatched” status from the Work In Progress work list on the
Insurer home page using the “Review Form” (n) button.

If the plan or invoice has not been automatically matched by HCAI, you are taken directly to the Match
Claimant screen.
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Maitch - Claimant

Current Branch Information Transfer Document
Swvitch the branch of the document Select & newy insurer andior branch to transfer the doucment
Inzurer: HCAI Test Insurer Insurer: | HCAl Test Insurer L]
Elanchy 123 Branch: | 123 |:|
Claimant Match
The system has determined 1 potential claimants. Plesse match the applicant to a list of known claimants or gearch for one in the system.
Submitted Applicant Possible Maich
s gl '12cHinnon There iz no associated claim. m
First Mame : Andrew
Midclle Mame : Applicant cannat be matched with any claimant. Forward far
Gender © Male adjudication
Date of Birth : 1963/11/30
Address . 330 McCowan Road,
City : Scarborough Last Name : Mackinnon
Province : OM First hMame : Andrew
Postal Code : M1J 3N2 Wiclelle Fame :
Claim Murmker : 789 Gender : Male
Policy Holder Diate of Birth : 1963M1/30
First Mame : Address @ 330 Mo Cowan Rd.
Policy Holder City : Scarborough
it e - Province : ORl
gtz T G Postal Code : i1 3N2
Date Of Accident © 20060905 Claim Mumber - 789

Policy Holder
First hame :

Policy Holder
Last Mame :

Policy Mumber © 789
Date Of Accident : 20060907

Ancrewy

Mackinnan

If you are satisfied with one of the possible matches presented by HCAI, click the kali&all button next

to the respective item. This takes you back to the OCF from which you accessed the Match Claimant
screen, and the OCF is now linked to the Claimant.

When the Possible Matches section does not contain the Claimant you are looking for, you must decide
whether to search for the Claimant, or to create a new Claim and Claimant to which the document can
be linked.

Should you want to search for the Claimant, click the button. This takes you to
the Claimant Search screen where you can specify your search criteria.

When the Claimant search produces a possible match that you want to link to the Claim, click on the
button to complete the link and return to the original OCF.

If, based on the search criteria entered, no potential Claimant matches are found, you are then
returned to the Claimant Search screen where you can try another Claimant search, cancel the
matching attempt, or create a new Claim and Claimant in HCAI to link with the document.

23 Insurer Manual — Chapter 6



HICIR)

Health Claims for Auto Insurance

If you want to create a new Claim to match to the document, click the m button and
proceed to add a new Claim from the Claim Details screen. If HCAI has made an automatic match that
you want to change, you can unlink the document from the Claimant and make a manual match.

Review OCF21B

HCA®

[7 - User Manual |

Claim Identifier

o [ suve |

Return this form to: Invoice Identifier

Applicant Name: Rasb, Pist KOH Globsl Re Document LTI Q
Claimn Number: =40 RR=1 Numbsr:
Policy Number: PR2211 Moffat, Ontario Inwoice Number:
Diste of Accident: Z009/06/1T LOP 1J0 OCF Type: 21B
Date Submitted: 2008007105
Source: Web G
R =TT

Claimant Details

Date of Birth:
Gendar:

Last Nams:
First Nams:
Middle Nams:
daress 1:
Address Z:
City:
Province/State:
PostaliZIP
Code:

Phons:

Part 1: Applicant Information
Mote: This Document is owned by
The applicant listed in this form cannot be matched to any existing elzim or claimant. Te search for a suitable claimant, click the "Link
Claimant Datz" button.

Claimant Information on Form

15T3/06/21

Rasb

Fist

56 Kits Basch Dr

Toronte
ON - Cntarie

M2V 8vg

LINK CLAIMANT DATA

“\

To unlink Claimant data and look for another match:

= Click the

UMLINK CLAIMANT DATA button on Tab 1.

= The Insurer Claimant information disappears, and the button appears at the
top of the Applicant Information section.

= Click the button near the top of Part 1: Applicant Information section. This
takes you to the Claimant Match screen where you can search for a proper match.
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To update Claimant information:

= Click the button that appears at the top of the Applicant Information

section. The Claimant Details screen opens.

Review OCF18

SUMMARY [7 - User Manual

HCA®

Claim Identifier

Plan Identifier

Return this form to:

Applicant Name: Ferguson, Alsx KOH Global Re Document Munbsar:
Claim MNumber: 1333 1339 Eramosa Rd OCF Typs:
Policy Mumber: AF_&6 Rockwoeod, Ontario Date Submitts:

: 2009/08/15 RZG ZR1 Source:
OCF Effective
Drate:

11020800027
i2

011/02/08
Web

2010/05/01

Note: This Document is

Claimant Details

Claimant Information on Fo

Insurer Claimant Information

Date of Birth: 1941/12/21 Date of Birth: 1941/12/21
Gandar: Gender:
Last Mame: Fenguson Last Mame: Ferguson
First Name: Alex First Mama: Alsx
Middl= Nams:

Middl= Name:

: 1985 Govan Pa

: 1985 Govan Park

UNLINK CLAIMANT DATA

Add

=z I

: Toronto City: Toronte
Province/State: ON - Ontaric Province/State: ON - Ontario
F'ostil-ZlF-' wag Tt Post;i_‘l-ZlF.‘ e
Code: Code:
Phone: Phone:

UPDATE CLAIMANT DETAILS

rk

KOH Global Re

"_? = User "lﬂl.lll_-.

Update the Claimant information in HCAI and click m to accept your changes.

HCA®

‘Szarcn ar Clzim Number | A Forme B2 M) Eseact Match mm

CLAIMS CLAIMANTS

‘Welcome, Rata to HCAL

Claims > Clsimant Saarch > Claimant Detsils for Farguson, Alex = (Claim # 1955)

Claimant Details

= Claimant |0 * Dat= of Birth: 194111231

= Last Name:

) Femaie

- Gender (@) e
= First Name:
Fhone Mumber:

Middle Name:

1956 Govan Fark

* Address:

= City:
= Provinoce/State: Q
= Postal'ZIF Code:
Adjustar @
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