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1 Document Purpose

The purpose of this document is to describe how to use the BC Healthcare Client Identity Management
(HCIM) Web Application.

1.1 Document Conventions

The following conventions are found throughout this guide and are intended to add further meaning.

Symbol or Font l Description

Summary Steps Acts as a quick reference to the steps required to complete a function.

% Note:

Additional information or emphasis on a particular procedure.

Bold Indicates Menu options and buttons
Italics Indicates a screen name
Bold Underlined Indicates a hyperlink that appears on a screen
BC HCIM Web Application User Guide V3.3.0 Page 6 of 71
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2 What is BC HCIM

The Health Registries Unit, as part of the Digital Health Strategic Initiatives Branch within the Ministry of
Health, provides provincial identity management services to support the delivery of healthcare services in
British Columbia.

The core of these identity management services is the province-wide HealthCare Client Identity Management
Solution (HCIM) and its underlying Enterprise Master Patient Index (EMPI), also known as the Provincial Client
Registry. The BC HCIM solution offers business services for system-to-system integration as well as a web-
based application for non-integrated users.

Connected Health Authorities and other Healthcare-related organizations provide and/or receive patient
source-of-truth demographic details from the Provincial Client Registry in order to ensure accurate and
current identity information related to the consumers of healthcare within the province.

The purpose of the BC HCIM solution is to:

e  Assign a Personal Health Number (PHN) for all receivers of healthcare services.
° Find a person’s PHN and confirm Medical Services Plan (MSP) eligibility (i.e., health insurance)

° Confirm a person’s documented/card identity, which is established by the issuance of the BC
Services Card.

° Maintain client demographic information (e.g., name, address, contact) in relation to those PHNs

e  Collect and link identity information and internal identifiers (i.e., Medical Record Numbers (MRN)
for clients who have received a healthcare service across the BC health sector)

° Reconcile multiple identity records for individuals encountering the healthcare system in BC.

° Find related identifiers (e.g., PHN, MRN) to support clinical integration (e.g., BC Medical Imaging,
CareConnect, and UCI)

2.1 Privacy and Security

The need to ensure privacy cannot be overstated; although no clinical data is involved, considerable
attention has been, and will continue to be, paid to the need to protect the confidentiality of the demographic
information provided to and stored in the Client Registry. Strict security controls and mechanisms have
been implemented to enable this protection.

Personal demographic information is collected and used to provide care and services to those persons
seeking access to publicly funded healthcare services in BC. The use and disclosure of this information by
the Client Registry is compliant with the Freedom of Information Protection of Privacy Act (FOIPPA).

The Client Registry is also a designated Health Information Bank under the eHealth Act.

BC HCIM Web Application User Guide V3.3.0 Page 7 of 71
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2.2 User Roles and Access

Access to the Client Registry services via the HCIM Web Application is dependent on the permissions given
to the user. The roles described in the following table are specific to the HCIM Web Application. Every role
can search the Client Registry to confirm PHN and client demographics.

Registry User Account Role

Maintainer Full

This role provides access to all Registry functions and is typically given to

the Data Quality users within each organization.

e Search by PHN, Client Demographics and Source ID (the
organization’s internal identifier assigned to the patient and recorded
in the Client Registry - typically called a Medical Record Number)

e Update or Create PHNs
e Create Newborn PHN

e Manage Tasks

e Validate Address

Maintainer Updater

e Search by PHN, Client Demographics, and Source ID
e Manage Tasks
e Validate Address

Maintainer Read-Only

e Search by PHN, Client Demographics, and Source ID
e Validate Address

Registration Full

e Search by PHN, Client Demographics, and Source ID
e Update or Create PHNs

e Create Newborn PHN

e Validate Address

Registration Update

e Search by PHN and Client Demographics, not by Source ID
e Update or Create PHNs
e Validate Address

Registration Limited

e Search by PHN and Client Demographics, not by Source ID
e Validate Address

BC HCIM Web Application User Guide V3.3.0 Page 8 of 71
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3 Help and Contacts
3.1 Training

The Registries staff typically trains someone within each organization to provide training on the Web
Application to a new user. If that person is not available or additional training is required, contact
Registries Connections: HLTH.RegistriesConnections@gov.bc.ca to schedule a training session.

3.2 Registries Connections

Contact Registries Connections at HLTH.ReqgistriesConnections@gov.bc.ca for any of the following activities:

° Access Requests from Registered Access Administrators only
° Account Locked — Password reset required

3.3 Issues
Contact the Health Registries Administration Help Desk at: 250-952-9137 or
HLTH.REGISTRIESADMIN@gov.bc.ca for any of the following issues:

° Logging in (including Certificates)

° Technical Errors

e  Web Page Errors

° Duplicate PHNs

° PHNs assigned in error

° Incorrect Demographic Details

For issues due to pop-up boxes not working (i.e., calendar) and history freeze on open, the Compatibility
View settings need to be changed.

If you are using Internet Explorer, open the Compatibility View Settings and ensure that the Display
intranet sites in Compatibility View option is unchecked.

Compatibility View Settings

Wi Change Compatibility View Settings I

Add this website:

Websites you've added to Compatibility View:

hnet.be.ca Remove

Use Microsoft compatibility lists

agLn more by reading the Internet Explogae®rivacy

Display intranet sites in Compatibility View

Close I

ﬁ=
The HCIM Web Application is best used at 1024x768 and a DPI setting of 96.
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£ Accessing the HCIM Web Application

The HCIM Web Application requires two-factor authentication for access to be allowed: an organization
certificate and a user id-password pair. Once you have been granted access to HCIM, perform the
following steps:

Step # ‘ Description

1. Open your internet browser.

2. Enter the URL.: https://healthreqgistry.moh.hnet.bc.ca/index.jsp
The production HCIM Web Application is accessed through Healthnet.

3. Select the HCIM Certificate.

A prompt for client authentication will display.
Select the appropriate certificate.

Click OK.

The healthnetBC Log In screen (Figure 4.1 — Log In) will display.

% Note:

e Access permissions must be set up in order to log in to BC HCIM. Please submit any
requests through your organization’s Access Administrator.

4.1 Logging in and Logging Out
41.1 Log in
Step # ‘ Description
1. Navigate to the HCIM Log in page (Here)
2. Based on your organization, users will need to select a login option listed below and will
be prompted to enter their login credentials
. Log in with IDIR
. Log in with Keycloak
. Log in with Health Authority ID
3. Once login information is entered, the user will be redirected to the HCIM page.
BC HCIM Web Application User Guide V3.3.0 Page 10 of 71
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Welcome to HCIMWEB HUAT

Login with IDIR

Login with Keycloak

Login with Health Authority ID

Meed help? Contact us

Figure 4.1 — Log in Screen

Log in with IDIR

IDIR Username

Password

Figure 4.2 — Log in Screen with IDIR
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Keycloak Login

Username

Password

Figure 4.3 — Log in Screen with Keycloak

Network Account Login

Sign in

|Domain\Usemame

Password

Figure 4.4 — Log in Screen with Health Authority ID
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HC|MWeb Return to HNet

Home Find/Add/Update Record Newborn Manage Tasks  Validate Address

Welcome to the British Columbia HealthCare Client Identity Management Web Application (BC HCIM)

What is BC HCIM?

The Health Registries Administrative Group, as part of the Ministry of Health, provides provincial identity management services, in support of the delivery of healthcare services in
British Columbia. Connected Health Authorities and other Healthcare-related organizations provide and/or receive source-of-truth demographic details of patients from the
provincial service in order to ensure accurate and current identity information related to the consumers of healthcare within the province.

The core of these identity management services is the province-wide Client Registry, which is comprised of an Enterprise Master Patient Index (EMPI}. The EMPI uses proven

matching technigues to reconcile the multiple identity records for individuals encountering the healthcare system in BC.

Privacy and Security

The need to ensure privacy cannot be understated; although no clinical data is invelved, considerable attention has been, and will continue to be, paid to the need to protect
confidentiality of the demographic information provided to and stored in the Client Registry. Strict security controls and mechanisms have been implemented to enable this

protection.

Personal demographic information is being collected and used to provide care and services to those persons seeking access to publicly funded health care service in BC. The use
and disclosure of this information by the Client Registry is compliant with the Freedom of Information Protection of Privacy Act (FOIPPA).

The Client Registry is also a designated Health Information Bank under the eHealth Act.

Mo bulletins to view at this time.

Figure 4.5 — HCIM Home Screen

4.1.2 Log Out

To log out of the system, click the button located in the top right-hand corner of the HCIM Home
Screen (Figure 4.3). This will terminate your session.

% Note:

e Ensure you have saved the changes you wish to keep before exiting the application.
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5 HCIM Navigation

The HCIM Main Menu navigation bar is located at the top of the HCIMWeb Home screen.

‘ BRITISH
corumeia  HCIMWeb Return to HNet

Home Find/Add/Update Record Newborn Manage Tasks  Validate Address

Figure 5.1 — HCIM Main Menu Navigation Bar

The following menus are available from the navigation bar:

° Home — Navigates to the HCIMWeb home page

° Find/Add/Update — Allows users to identify potential clients using a variety of search options,
then add or update

° Record Newborn — Allows users to enter demographic data for a live birth and assign a PHN.

e Manage Tasks — Allows HCIM Web Application users to examine and manage tasks (e.g.,
potential overlays and potential duplicates) generated by the Client Registry for the selected
source systems. Potential Linkage and Review Identifier are resolved by the Registries
Administration staff only.

° Validate Address — Validates Canadian addresses as per Canada Post database.

% Note:

e Access permissions will determine which functions are available to you.

5.1 Common Screen Components
This section describes common functions seen throughout the HCIM Web Application.
511 Search Button

The search button executes a request query, which then returns the current member demographics and
identifiers queried in the search.

51.2 Clear Button

The Clear button empties all screen data elements while remaining on the current page.

5.1.3 Update Information Button

Clicking the Update Information button will display the current demographics through an update screen
where the specific client demographics may be changed and saved. A successful update will display the
following message at the top of the screen.

° BCHCIMRP.0.0001 The Revise Person Request has been processed, and an existing PHN was found.
BCHCIM.GD.0.0013 | The get demographics query completed successfully.

BC HCIM Web Application User Guide V3.3.0 Page 14 of 71
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514 Submit Update
The Submit Update button sends the demographic updates to the Client Registry.

51.5 Cancel Button

The Cancel button cancels the current operation by returning to the previous screen. Data is not saved.

51.6 Calendar Control

You have two options for selecting a date: calendar control or direct entry. Using the calendar control is
recommended because it helps to enforce date format consistency.

5.1.6.1 Calendar Entry

Click the E (calendar) icon next to the date field you want to populate. The calendar pop-up window
displays.

Feb v| 2017 v

Su Mo Tu We Th Fr

Figure 5.2 — Calendar Window

Use the drop-down lists to change the month and year, if necessary. Click a day hyperlink to select a day.
The calendar pop-up window will close, and the selected date will display in the field.

5.1.6.2 Direct Entry

HCIM also allows date entry directly into a date field. Dates entered directly must match the format set in
the HCIM configuration files for that implementation. The format is: YYYY-MMM-DD.

% Note:

e Date Format: When entering dates manually, remember to include the dash (-) after
the year and month.

BC HCIM Web Application User Guide V3.3.0 Page 15 of 71
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6 Recurring Elements

A number of fields are repeated on multiple screens. To avoid duplication, they are described here, rather
than being included in multiple sections throughout this document.

Element Name ‘ Description

PHN Personal Health Number:

o A 10-digit, unique, numerical, lifetime identifier used to specifically identify an
individual client who has had any interaction with the BC health system

e Assigned to and used by only one person

e Not an indication of MSP eligibility or benefit status for healthcare services in
British Columbia

Source ID Source Identifier (ex: MRN, URN, or PHN):

e Unique Identifier sent into HCIM by a connected partner

Sub Source ID Sub Source ldentifier:

e Unique Identifier used by some connected partners to link a sub-source’s
identifier with their Source ID

6.1 System Messages

Notification and error messages will appear at the top of the screen to guide the user and provide further
information. If you are not sure what the message means and need further assistance, take a screenshot
and send it to HLTH.REGISTRIESADMIN@gov.bc.ca.

System messages are categorized by severity and are also colour-coded:

System Message Category Colour

Success

Warning

Error

Success messages display near the top right of the screen after each successful transaction.

Examples:

»
° BCHCIM.GD.0.0013 | The get demographics query completed successfully.

»
° Dﬂ-l(lM.F(lll_ml'J_rlhesea'm completed sucoessfully.

When a PHN is created or updated, these combined messages will be returned.

e The Revised Person tells the user that the PHN was either successfully created or updated.
e The Get Demographics is triggered to display the Demographic Details screen so the user can
see the PHN and or update(s).

BCHCOIMRF0.0001 The Revize Person Request has been processed, and an existing PHN was found.

BCHCIM/GD.0.0013 | The get demographics query completed successfully.

BC HCIM Web Application User Guide V3.3.0 Page 16 of 71
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° BCHCIM.RP.0.0000 Transaction processed.A new PHN was assigned.

BCHCIM.GD.0.0013 | The get demographics query completed successfully.

Warning messages are meant to inform of possible inadequacies. The transaction has been successful
but better results may exist.

i

In the event of a failed transaction, an error message (specific to the failure) will display near the top of
the screen. For attempted and failed adds or updates, the fields in question will be highlighted in red.

BCHCIM.GD.2.0013 | Error: The identifier you used in the Get Demographics transaction does not exist in the EMPL.

BC HCIM Web Application User Guide V3.3.0 Page 17 of 71
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7 Find Client

Objective To validate a person’s identity (PHN, demographic information) using a variety of search

options, then add or update the person as needed.

The HCIM Web Application provides the following search types to identify a client:
Search by PHN (section 7.2)

Search by Source ID (section 7.3)

Search by Sub Source ID (section 7.4)

Search by Other (section 7.5)

5.  Newborn Lookup (section 7.6)

The search by PHN, Source ID, Sub Source ID, and Newborn Lookup are deterministic searches in that
the search outcome will return only a single client or no search results.

own =

The Search by Other is a probabilistic search in that more than one result may be returned. HCIM returns
a maximum of 10 records at a time. Returned matches are displayed with a match score; the highest-
ranking score is displayed first.

BRITISH
‘ coumsia  HCIMWeb Return to HNet

Find/Add/Update  Record Newborn  Manage Tasks  Validate Address

Search by PHN

Search by Source 1d

Search by Sub Source Id Instructions

Search by Other

Searct  Newhaorn Lookup

Figure 7.1 — HCIM Find / Search Options

7.1 Find / Search

Step # l Description

1. Select the type of search you wish to perform.
2. Enter search criteria.
3. Click Search.
4. View / Review search results.
BC HCIM Web Application User Guide V3.3.0 Page 18 of 71
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7.2 Search by PHN

Allows the user to find a specific client record in the EMPI by entering the client's PHN.
Objective If the client has a BC Services Card, the PHN is the 10-digit number found on the back
of the card.

When selecting Find/Add/Update candidates from the Main Menu, the default is the Search by PHN
option.

A prisu
corumeia HCOMWeb Return to HNet

Home Find/Add/Update Record Newborn Manage Tasks  Validate Address

.
PHN Instructions

m | Clear

Figure 7.2 — Search by PHN

SEARCH BY PHN

Step # ‘ Description

1. Enter the PHN.
2. Click Search or press Enter.
3. View client demographic details (see Section 7.7 — Understanding Search Results).

% Note:

e If you have entered the PHN incorrectly, click the Clear button and start again.

e Ifthe PHN used in a search is a non-survivor PHN (i.e., has been merged with
another PHN), a message will display to indicate that the PHN and the demographic
details displayed are for the survivor.
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7.3 Search by Source ID
Obiective Allows the user to find a specific client record by entering the client's Source Identifier
) number (internal identifier from your organization’s system, e.g., MRN, URN).

BRITISH
‘ coumsia HCIMWeb Return to HNet

Home  Find/Add/Update Record Newborm Manage Tasks  Validate Address

Search by PHN Search by Source Id
Source Instructions

| FHA_FV

Source ld *

.. Y

Figure 7.3 — Search by Source ID

SEARCH BY SOURCE ID

Step # ‘ Description

1. Select Source from the drop-down selection box.

2. Enter the Source ID — this will be your system’s MRN or URN for the client record.

3. Click Search or press Enter.

4. View the client’s demographic details (see Section 7.7 — Understanding Search Results).

% Note:

e Ifthe Source ID is a Non-Survivor MRN (Merged with another MRN), a message will
display to indicate that the PHN and demographic details are for the survivor.
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7.4 Search by Sub Source ID
Obiective Perform a client search using an ID generated by one of your organization’s sub
) sources; these are generally linked in your organization’s system to a URN or MRN.

A BriTisH
corumeia HCIMWeb Return to Hiet

Home Find/Add/Update Record Newborn Manage Tasks Validate Address

Search by Sub Source Id

pub Source

FHA_ARH

Sub Source Id *

e )

Figure 7.4 — Search by Sub Source ID

SEARCH BY SUB SOURCE ID

Step # Description

1. Select the Sub Source from the drop-down selection box.

2. Enter the Sub Source ID.

3. Click Search or press Enter.

4, View the client’s demographic details (see Section 7.7 — Understanding Search Results).
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7.5 Search by Other

T Locate a client by using a combination of demographic data, such as name, date of
Objective )
birth, or address.

Hcl MWEb i 1a Hilia | Sign 0w

Home  Find/Add/Update  Record Mewbom  Monage Tasks  Validate Address

Surname *
The minimum search requirements ane
v Sumame
First Mame * ® First Name
w At least one of the following
Date of Birth
Second Nama Address
Postal Code
Fhone Mumber
Third Mame
Far best results try including Date of Birth as part of the search
Preferred Mama
Gemder Dateof Birth *
Telephane *
Aldrass *
Ciny * Frovinoe
Eritish Columbla
Comntry Postal Code *
CANADE
=

Figure 7.5 — Search by Other

SEARCH BY OTHER

Locate a client by using a combination of demographic data such as name, date of

Objective birth, or address.
T e Locate a client by using a combination of demographic data such as name, date of
Objective )
birth, or address.
D Locate a client by using a combination of demographic data such as name, date of birth,
Objective
or address.
o Locate a client by using a combination of demographic data such as name, date of birth,
Objective
or address.
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% Note:

e Use the Search by Other when the client does not present a PHN.

e For best results, try including Date of Birth as part of the search.

o Wildcards (e.g., * or !) cannot be entered into the data fields as they are not accepted
search characters.

e The more detail you can enter in a search, the more focused the results will be.

e Always use the entire name when possible — the EMPI will search all name fields for
these names and is also sophisticated enough to return the short form of the names in
the search. For instance, searching for John James might return “James John”, “Jim
John”, “Jimmy Jon” or *J. James”.

e The combination of Surname, First name and Postal Code or City often returns good
results, giving you a list of candidates with name variants and also closely related
cities. For example, searching for Peter Smith in Vancouver might return a Peter
Smith in Burnaby.

e Don’t worry about the age of the address you are using; the EMPI quickly searches for
historical addresses.

e Don’t worry about married names; the EMPI quickly searches for historical names as
well.

e Gender is not required for searching, and the search will return potential candidates of
any gender.

e Do not enter a partial birth date; all three fields (Birth month, Birth day and Birth year)
are required.

7.51 Search By Other - Rules

When searching by others, ensure you comply with the following business rules:

° Prior to selecting a client from the search results, the user must ensure the information matches
that provided by the patient.

° If a warning message is received indicating “no candidates were found”, the search criteria must
be revised, and additional searches initiated to be confident that a client record does not exist
(e.g., add additional client data to the search combinations).

e  The Registries Admin Help Desk must be contacted when search results indicate there may be
multiple PHNs assigned to a patient.
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7.6 Newborn Lookup

Objective Allows users to retrieve the mother and all associated child relationship data.

BRITISH
cowmeia  HCIMWeb Return to Hiet

Home Find/Add/Update Record Newborn Manage Tasks  Validate Address

Newborn Lookup

] * 1
Mother's PHN Instructions
- ]

Figure 7.6 — Newborn Lookup

NEWBORN LOOKUP

Step # | Description

1. Enter Mother’'s PHN.

2. Click Search or press Enter.

3. View the client demographic details (see Section 7.7 — Understanding Search Results).
7.6.1 Newborn Search Results

The search results for Newborn Lookup present as a candidate list, sorted by date of birth in ascending
order. The mother will be shown first in the list, followed by all associated children. The name of each
individual client provides a link to the Demographic Details screen; from there, client data may be
updated.

The display list (data elements) for Newborn Lookup and Search By Other are almost exactly the same,
with two exceptions: both the Score data element and the Add Client button are not present for Newborn
Search.

See Section 7.7 — Understanding Search Results for a description of the data elements found on the
newborn search results screen.
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Mother's PHH *

2B7L500531

Search Results for: GUINN, CHERRYL (9874600691

Mame Address Telephone PHM Drate of Birth Drate of Death Genedeer

2531 Edgar Garth,
GUINM, CHERRYL Langfiord, BC, VEMN FET4600551 1958-Mar-01 F
186

2531 EDGAR GARTH,
GUINM, BAEY 307 LAMNGFORD, BC, T4, FETAE008E2 2020-Apr-23 el

WBNZ3E

2531 EDGAR GARTH,
GUINM, BABY GIRL LAMNGFORD, BC, T4, FETAE0085T 2020-Apr-23 F

WBNZ3E

2531 EDGAR GARTH,
GUINM, BABEY LAMNGFORD, BC, T4, FETAE00845 2020-Ape-24 LINE

WBNZ3E
2531 EDGAR GARTH,
GUINM, BABY GIRL LAMNGFORD, BC, T4, FETAE00838 2020-Ape-24 F

WBNZ3E

Figure 7.7 — Newborn Lookup Search Results
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1.7 Understanding Search Results

The Search by PHN, Source ID and Sub Source ID returns a single client. The HCIM Web Application will
display the Demographic Details screen (see Figure 7.8); see Section 7.7.1 — Demographic Details.

The Search by Other and the Newborn Lookup return a potential list of clients. Choose a specific client
from the list; see Section 7.7.2 — Candidate List.

Search Type l Demographic Details l Client List
Search by PHN 4

Search by Source ID v

Search by Sub Source ID v

Search by Other v
Newborn Lookup v

7.71 Demographic Details

The purpose of the Demographic Details Screen is to view, update, or create the demographic details for
a specific client.

Demographic Details  History

Attribute Value Start Date
Card Name

Declared Name SMITH, JOHN, RUSSLE, CLINTON 2021-Jan-26
Preferred Name RAMMY

PHN 9462139151 2022-Now-29
Date of Birth 2000-Jan-01

Date of Death

Death Confirmed

Gender F

Eligibility Details

Attribute Value Code Reason

Eligibility N PERSON PHN DOES NOT EXIST

Telecommunications  History

Telephone/Email Use Start Date

250-385-8888 H 2021-Jan-26
250-878-98706 WP 2021-Jan-26
250-678-1234 MC 2021-Jan-26
SGDGSG.FDSGDS@dd.com H 2021-Jan-26
ZAPATA4399@DRIVE.COM WP 2021-Jan-26
CONLON9605@SQUARE.COM MC 2020-May-08

Addresses  History

Address Use Verified Start Date
4-1132 MASON ST, VICTORIA, BC, CA, VBT 1A6 Physical Yes 2020-Oct-23
5456 KENSINGTON RD. RR 1 PO BOX 39, SECHELT, BC, CA, VON 3A0 Mailing 2022-Nov-29

Figure 7.8 — Demographic Details Screen
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History - When historical information exists, such as client name or addresses, a hyperlink called History
will be available.

BRITISH
COLUMBIA

Address History

Address Use Verified Start Date End Date
5456 KENSINGTON RD. RR 1 PO BOX -

Mailing 2020-Dec-09 2020-Dec-09
39, SECHELT, SK, CA, VON 3A0
RR 4 LCD MAIN, TRAILER E, -

Mailing 2020-Nov-27 2020-Dec-09
LLOYDMINSTER, SK, CA, TSV 279
MESS 3, HMICS CALGARY, PO BOX
17000 STN FORCE, VICTORIA, BC, CA, Mailing 2020-Nov-25 2020-Nov-27
VOA 7N2
3467 SIDNEY CRES, ARMSTRONG, BC, -

Mailing 2020-Oct-23 2020-Nov-25
CA, VOE 1B8
3467 SIDNEY CRES, ARMSTRONG, BC, -

Mailing 2020-Oct-23 2020-Oct-23
CA, VOE 1B8
44 MAIN STREET, SIDNEY, BC, CA Mailing 2020-Oct-23 2020-Oct-23
441 SHIH WAY, SIDNEY, BC, GB, V7W -

Mailing 2020-May-13 2020-Oct-23

5We

4-1132 MASON, VICTORIA, BC, CA, . P J v
Figure 7.9 — History Hyperlink
History Start Date & End Date:

Meaning Description

Start Date Information is added to a given demographic detail.

End Date Information to a given demographic detail becomes inactive (i.e., person’s address

changed).

Eligibility Details - Reason Codes:

Codes ‘ Meaning ‘ Description
DEAD Deceased This person is deceased.
CHAF Excluded MSP’s record indicates that the person is a member of the Canadian
Armed Forces Armed Forces and is excluded from publicly funded health care by
the Canadian Health Act.
LOSCIN Lost Contact This person must contact MSP to re-establish eligibility. Please
obtain and update the address and telephone information.
(0]0) Opted out This person has opted out of publicly funded health care for a period
of one year. The individual should be billed directly.
OOPM Out of Province | This person has moved permanently from BC. Please confirm
Move residence, obtain and update their address and telephone
information. Advise the person to contact MSP to re-establish
eligibility.
RESQ Residency in This person has not provided MSP with sufficient information to
Question establish their eligibility for publicly funded health care. Please
advise the person to contact MSP.
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Meaning Description
RQST Request for This person has not completed their enrolment. Please advise the
Information person to contact MSP.

When viewing and updating an existing client, an Update Information button is provided in the bottom
left corner of the screen (see Figure 7.8). In addition, a View Tasks button will be provided if potential
data issues are detected for the client record. For more information on managing tasks, see Section 10 —
Manage Tasks. These buttons will not display if the user does not have permission to perform these
functions.

e

When a Task Type is detected, a warning message will display at the top of the Demographic Details
Screen.

Examples:

The following table provides descriptions of the data elements found on the Client Demographic Details
screen.

Data Element Name l Data Element Description

Card Name The Name received from ICBC and printed on the BC Services Card.

Note: When a BC Services Card is produced, the card name, birthdate, and
gender are considered a documented identity and cannot be changed unless
a change is made by ICBC or HIBC and a new card is produced. If the Client
has not yet received a new BC Services card, there will only be a ‘declared’
identity returned with the demographic details.

Declared Name The name of the individual as recorded in the Client Registry.
This is the name all users can update using their integrated system or the
HCIM Web App.

Preferred Name The preferred first name of the client, if they had reported a preferred first
name at registration.

PHN The Personal Health Number of the Client.

Date of Birth The calendar date on which a person was born, as reported upon registration.

Date of Death Deaths are registered with the BC Vital Statistics Agency and then added to
the Client Registry. The BC Vital Statistics Agency is the source of truth for a
date of death.
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Data Element Name Data Element Description

When recorded — The calendar date on which the individual was pronounced
deceased. The attribute is only displayed when a Date of Death is applied.
Note: You may find an unvalidated death date has been added by MSP.

Death Confirmed Set to Yes when VSA has added the verified date of death.
Gender A code indicating the biological sex of a person as reported upon registration.
e M- Male

e F —Female

e NUD - Undifferentiated — person could not be uniquely defined as male
or female

¢ UNK - Unknown

Eligibility Confirm if the individual has MSP coverage

e Valueis Y and Reason is “SUCCESSFULLY COMPLETED” — MSP
Coverage for this PHN is active.

e Value is N — This PHN does not have coverage with MSP for the
reason(s) indicated by the given four-letter Code and/or Reason
message.

e Value is blank, and Reason is “THE SYSTEM IS UNAVAILABLE.
PLEASE TRY AGAIN LATER.” — An issue is occurring with the MSP
search service; therefore, the eligibility of this PHN cannot be properly
verified until the service comes back online

Telecommunications | The telephone numbers of the individual as recorded in the Client Registry:

—Telephone /Email | . Home — Phone number at home, typically used with urgent cases or if no
other contacts are available.

e Work — An office number for contact during business hours.
e Mobile — A phone number for a portable device.
The email addresses of the individual as recorded in the Client Registry:

e Home — Email address at home, typically used with urgent cases or if no
other contacts are available.

e Work — An office email address for contact during business hours.
e Mobile — An email address for a portable device.

Addresses Both Physical and Mailing addresses may be recorded for the Client:

¢ Physical — Home address.

e Mailing — Location at which a person receives mail (i.e., PO Box or
business address).

e Verified — If checked, the address has been validated by Address Doctor.

Note: There may be (system) limitations at the time address information is

captured. Therefore, the Physical address could also be the Mailing address,

and the Mailing address could be the Physical address. It is likely that only

one address is captured for a client.
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Data Element Name Data Element Description

Identifiers The identifiers recorded for a Client are:

e Source ID — Unique identifier of a client for a given source organization.

e Source — A source organization identifying the Health Authority or other
provincial MoH entity that recorded the client encounter.

Notes:
e Source IDs are only visible if you have permission to see them.

e EWEB_PHN is the HCIM Web App source ID. When records are created
or updated via this web application, this source ID is created in HCIM.

% Note:

Gender X — BC Services Card:

e If a client does not wish to be identified as either M or F, they can be identified as
Gender X.

e An X will be printed on the BC Services Card; however, Unk will be stored as the
documented gender within the Client Registry.

7.7.2 Demographic Details — Rules

When viewing Demographic Details, ensure you comply with the following business rules:
° The Registries Admin Help Desk must be contacted when a date of death has been applied to the
client record in error.

° If a date of death is returned for a client presenting for service, further identification must be
viewed to determine that the client is not fraudulently using the PHN or BC Services Card.

e A person may be declined service if they fraudulently present another beneficiary’s BC Services
Card.

° Misuse of a BC Services Card should be reported to Health Insurance BC (HIBC).

7.7.3 Candidate List

A candidate list is the result of the Search by Other query. An Add Client button will display at the top
right of the search results section if your role has permission to add a new client (to the EMPI) through the
web application.

Note: This is the only location from which a new client can be added, as you must perform a search first.
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Gender Date of Birth *
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wictaria British Columbia L
Cowntry Postal Code
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ac. CA, VaTINS

Search Results
Hame Address Telephane FHN Date of Birth Date of Death Gender Score
S5BFE SUNEET DR, BEDOROCK,
FLINTETONE, FRED = el IS09905ETE PEFLSTESII 1537-Mar-13 L Ta
ac, A, VIGIES
FLIN E = 3 J =
- TETONE FRE3 F2E0E LOUEHERD H telS04EIE3SE8T  gETELS 1970-Jar-0i M TE
TESTOAETA MISSION, BC, WZV181
FLINTSTONE, FESELES PEFOS0E43E 12E-Dac-15 F 23
FLINTETONE, BASY BOT A JBFOS05453 2009-Fab-15 M 2.0
&TES SUNEET OR, BEDOROCK,
FLINTETONE, WILMA = JETLSTERE 193 1-Mar-13 F 1.2

Figure 7.10 — Search by Other - Candidate List Screen
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The following table provides descriptions of data elements found on the Candidate List screen.

Data Element Name l Data Element Description

Name Provides a link to the full record for that client

Address Street, City, Province and Postal Code

Telephone Will be provided if available

PHN All records in the Client Registry have a PHN

Date of Birth Client Date of Birth

Date of Death Will be provided if available

Gender One of:
e F (Female)
e M (Male)
e UNK (Unknown)
e NUD (Undifferentiated)

Score Returned matches are displayed with a confidence score based on advanced
matching algorithms, the higher the score, the stronger the match.
The highest-ranking score is displayed first

% Note:

e The maximum number of search results returned is 10, with the first 5 appearing on
the first page. To change the display, use the selection bar, which displays above the
list:

e If a client has requested that their personal and/or demographic data be masked, the
word “confidential” or “masked” will display in place of the masked data.
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8 Adding and Updating a Client

Allows new clients to be added - assign a PHN and record client demographics of any
o person seeking a health service in the Province of BC who is not already recorded in the
SUERUT Health Registry.

Allows existing client information to be updated.

8.1 Adding a New Client

Adding a new client allows users to assign a PHN and capture the client demographics for any person
seeking health services in the Province of BC and who is not already recorded in the Health Registry.

Adding a new client can only be performed through a Search by Other process. After performing this
search, the Add Client button will be available on the screen above the search results section. The Add
Client button will be available whether or not the search returns results (see Figure 8.2 below). See
Section 7.5 for information on performing a Search by Other.

Clicking the Add Client button (Search by Other results screen - Figure 8.2) will display the Record New
Person screen. Here, your search terms will pre-populate the fields of the Add Client screen. Complete
the form based on trusted supporting documentation presented at the time of registration. For
descriptions of all new client fields, see Section 7.7.1 - Demographic Details.
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Record Newborn  Manage Tasks  Merge  Validate Address  Reports

Return to HNet

Surname *

Phillips

First Name *

Smith

Second Name

Third Name

Preferred Name

Gender *

Record New Person - Smith Phillips

Instructions

Record New Person [ IReSII

Date of Birth * Date of Death
Home Phone Work Phone Mobile Phone
Home Email Work Email Mobile Email
Address Line 1~
Line 2 Line3
City * Province Country Postal Code
British Columbia - | ‘CANADA -
Same as Physical Address |+
Address Line 1%
Line2 Line3
City * Province Country Postal Code
‘Bntish Columbia - | ‘CANADA -

Figure 8.1 — Record New Person Screen
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The following table outlines the mandatory information required to add a new client:

Field Name l Description

Surname Full legal surname
First Name Full legal first name
Gender Select one of:
e Female
e Male
e Undifferentiated
e Unknown
Date of Birth yyyy-mmm-dd
Physical Address Line 1 Usually street name and number of residence
Physical City City of residence
Province Defaults to BC
Country Defaults to Canada
8.1.1 Add Client
Step # ‘ Description
1. Click Find / Add / Update tab on the HCIM Main Menu bar.
2. Perform a Search by Other query.

See sections:

e 7 Find Client

e 7.1Find/ Search

e 7.5 Search by Other
e 7.7.2 Candidate List

3. Review the Search results.

Verify that your client does not appear in the candidate list and therefore does not already
exist in EMPI.

Alternatively, to update a specific existing client, click the hyperlinked Name in the first
column. This will display the Demographic Details screen, where you can update the
client record.

4, To add a new client, click the Add Client button.

5. The client Record New Person screen will display pre-populated with the previous search
terms entered.

See the business rules for adding a new client in Section 8.1.2 — Add Client - Rules.

If you wish to remove all of the pre-populated items, click the Clear button.

Enter the new client information, including address information (See Section 8.1.3 -
Adding New Client Address).

6. Click Record New Person.
7. Review and update as needed.
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Figure 8.2 — Search by Other Results screen - Candidate List
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8.1.2

Add Client — Rules

When adding a new client, ensure you comply with the following business rules:

PHN Assignment:
¢ The Client Registry must be checked for an existing record before adding a new client record.
e A new client record must not be added if one already exists in the Client Registry.
e A PHN must be assigned to every person receiving a healthcare service in British Columbia.
e The client does not have to be a resident of BC to receive a PHN.
o If a baby did not receive a PHN at birth (via hospital or midwife), a PHN will be created
when the baby presents for a health service.
e A PHN does not indicate eligible MSP coverage.
o A PHN must not be assigned to a non-human (e.g., pets, medical facilities, doctors’ offices).
e Clients that are Anonymous or Unidentified must not be assigned a PHN.

e The client must be given their PHN when a new one is created or returned by the Client
Registry (a message will be displayed if a new PHN has been returned).

e The Registries Admin Help Desk must be contacted when a PHN has been assigned in error.

Validate Client Name:

e A trusted document provided by the client must be used to validate the client’s name prior to
entering it into the Client Registry.

Trusted identity documents include:

e Birth Certificate

e Canadian Citizenship ID Card

e Canadian Forces ID Card

e Canadian Record of Landing

e Change of Name Document

e Confirmation of Permanent Residence

e Driver’s License

e Marriage Certificate

o Native Status Card

e Passport

e Permanent Resident Card

e Provincial Health Insurance Cards from other Canadian Provinces

Initials:

e The client’s initials must not be recorded as their legal name unless the client’'s name is a
one-character name (e.g., ‘J’ is the client’s legal first name).

Two Part Given Name:

e An apostrophe (‘), dash (-), or space must be entered as indicated by the client for two-part
given names.

¢ No other information is to be entered in the name field.
Spelling of Names:
e The client’s name must be recorded as substantiated by trusted identity documentation.

o Note: Misspelling of the client's name may produce client identity and record linkage issues,
which may in turn cause clinical information problems.
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Double-Barreled Surname:

e Aclient’s surname must not be changed to a double-barreled last name without viewing
trusted identity documentation.

e  Title or Suffix:

o Titles (e.g., Mr., Dr., Jr., Sr.) must not be entered unless supported by trusted identity
documentation.

° Married Name Change:

e Trusted identity documentation must be viewed before changing a client’s maiden name to a
married name.

o |If the client presents with a BC Services Card, the name, date of birth, and gender fields are
locked in the Client Registry, and the client must be advised to contact ICBC or HIBC to
make any necessary changes.

e  Aliases, Nicknames, and Preferred Names:
o Aliases, nicknames, and preferred names must not be recorded as the client’s legal name.
e These names must be recorded in the preferred name field only.
° Date of Birth — Not Known or Provided:
e An estimated date of birth must not be entered in the Client Registry.
e |f the date of birth is unknown, the user must record 1800/01/01.

8.1.3 Adding New Client Address

Two separate addresses may be entered for a client on the Record New Person screen (see Figure 8.1):
° Physical — Home address
° Mailing — Location at which a person receives mail (i.e., PO Box or business address).
Both the Physical and Mailing addresses may be populated through a predictive search or manually
entered.

Click on the Same as Physical Address checkbox if the Mailing address is the same as the Physical
Address.

When an address does not pass the system validation, a confirmation pop-up box will be displayed. Click
Confirm to accept the invalidated address.

All addresses sent to the Client Registry will be validated or corrected against Address Doctor Software,
and a flag (Y) will be set on the client record when the address is deemed valid.

See Section 11 — Validate Address for further information on address predictive search, entering an
address, and interpreting address validation results. See Section 8.1.4 — Adding New Client Address —
Rules for additional address rules.

Address Confirmation

PHYSIC

AL ADDRESS

Figure 8.3 — Address Confirmation Pop-Up Box
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8.1.4

Adding New Client Address — Rules

When adding a new client address, ensure you comply with the following business rules:

Information that is not part of a true address must not be recorded in the address lines.

Addresses must be recorded using the Canada Post Addressing Standards, with the exception of
the additional delivery and recipient information.

The POS application should enforce the format of coded address values, such as:
e ST,RD, AVE

e Canadian Provincial codes (e.g., BC)

e International Organization for Standardization (ISO) Country codes

Postal code is not mandatory; however, if sent to HCIM, the Postal Code format should be a six-
character uniformly structured, alphanumeric code in the form “ANA NAN” where “A” represents
an alphabetic character and “N” represents a numeric character.

Special characters must not be used in an address (e.g., %, @, &, *, +).
Valid characters: {space}, #, ', -, ., 0-9, A-Z, a-z, "

The client’s home address must always be captured, even if they are visiting the province of BC
or temporarily relocated within the province of BC.

For a person residing in residential care (e.g., extended care facility, mental health facility), the
physical address of the residence must be recorded as the client’s address.

Address for Person in Prison:

¢ The last known physical address of a person in prison should be recorded.

e |tis acceptable to capture the prison address as the physical address.

Address for Client Under Care:

o [f the client has a sensitive address (e.g., under the care of the Ministry of Social
Development and Social Innovation or the Ministry of Children and Family Development), the
last known physical address for the client must be recorded.

Child in Temporary Care:

e Ifachildis in temporary care, the address of the care facility must not be used.

e Note: This would include a child who is placed under protective custody and residing in a
temporary care facility.

Foster Family Address:

e Ifachildis in foster care, the foster family’s address must be recorded as the physical
address.

e All other addresses must be entered as temporary addresses in the POS application.
Unknown Address:
o |If the client cannot or will not provide a physical address, the following must be recorded:

e ‘No Fixed Address’ or ‘Unknown Address’ in address line 1 and

e City, province, and postal code of the physical address where service is being performed

A Temporary Address must not be sent to HCIM; however, they may be stored in the POS
Application.

A Foreign Address can be sent to HCIM as the client’s permanent physical address. If the foreign
address includes a province, the province must be entered in the last address line.
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8.2 Update an Existing Client
The first step in updating an existing client is to find the client record through one of the following search
types:

° Search by PHN

o Source ID

e  Sub Source ID

° Search by Other

° Newborn Lookup
As described in Section 7 — Find Client, the results of a client search go either directly to a specific client
Demographic Details screen or to a potential list of candidates. Once the Demographic Details screen for
a specific client is displayed, the Update Information button, the View Tasks button, or both will be seen
at the bottom of the screen if the user has permission to these functions. Another button that may be seen
is the Full History button.

e

When the View Tasks button is displayed, this implies that a potential data issue exists. For a full
description of tasks and how to manage them, see Section 10 — Manage Tasks.

8.21 Update Information

The following figure shows an example of a client update screen. The fields on this screen are the same
fields that display when adding a new client. The only exception is the addition of a Death Date filed on
the Update Client screen. The date of death field is greyed out and can only be added by the Registries
Staff. Note: Only the Registries staff can verify death dates.
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Home Find/Add/Update Record Newborn Manage Tasks  Validate Address

Update - FRED SMITH (9897372822)

Surname *

SMITH

FirstName *
FRED
Second Name

Third Name

Preferred Name

Gender *

Female -
Date of Birth * Date of Death

1941-Jan-01
Home Phone Work Phone Mobile Phone

AddressLine 1~

1175 DOUGLAS ST

Line 2 Line3
City * Province Country Postal Code
VICTORIA British Columbia - ‘ |CANADA - V8w 2E1

Same as Physical Address |«

Address Lina 1*

1175 DOUGLAS ST

Line 2 Line3
City * Province Country Postal Code
VICTORIA ‘Brit\'sh Columbia - ‘ |CANADA - VaWw 2E1

=

Figure 8.4 — View Tasks Pop-Up Box
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8.2.2 Update Existing Client
1. Click the Find / Add / Update tab on the HCIM Main Menu bar.
2. Perform a client search.

See sections:

e Section 7 — Find Client

e Section 7.1 — Find / Search

e Section 7.7 — Understanding Search Results
e Section 7.7.1 — Demographic Details

3. Review the Search results on the Client Demographic Details screen or the Search by
Other with Candidate List Screen.

4. Alternatively, when a Candidate List is displayed:

Click the hyperlinked Name of a specific client. This will display the Demographic Details
screen. View client information.

5. Click the Update Information button on the Demographic Details screen. This will
navigate to the client update screen.

6. Alternatively, select the View Tasks button on the Demographic Details screen.
7. See the business rules for updating an existing client in Section 8.2.4.
Review and update information fields as needed.
8. Click Submit Update.
8.2.3 Update Existing Client — Rules

When updating an existing client, ensure you comply with the following business rules:
e  The Client Registry must be updated if the information does not match the information provided
by the patient (e.g., the patient has moved or changed name).
e  After viewing trusted documentation, changes can be made to a declared identity.

° If the client presents with a BC Services Card, the name, date of birth, and gender fields are
locked in the Client Registry, and they should be advised to contact ICBC or HIBC to make any
necessary changes.

° If changing the client address, follow the rules outlined in Section 8.1.2.4 — Adding New Client
Address - Rules.

° Confirm Information Prior to Updating:

o The following patient information must be confirmed using trusted identity documentation
before updating a patient record; see Section 8.1.2 — Add Client Rules for a list of trusted
identity documents:

o Name, date of birth, gender, address, and telephone number.
° Name Correction — Without Viewing ldentity Documents

e Auser may only send patient name corrections to the Client Registry without looking at trusted
identity documentation in the following circumstances:

o Name is obviously incomplete (e.g., replace an initial with the complete name)
e The surname and first name are in reverse order
e Spelling of name is incorrect (e.g., Smith spelled Smitg)

BC HCIM Web Application User Guide V3.3.0 Page 42 of 71
Saved 2023-03-16



BRITISH  Ministry of ‘ GI
COLUMBIA = Health

e Special characters have been omitted (e.g., O’Brien spelled Obrien)

° The user must contact the Registries Admin Help Desk to remove invalid information from a client
record that was submitted in error (e.g., data entered into the wrong client record).

° If the patient requests to have some or all of their Client Registry information kept confidential, the
user must contact the Registries Admin Help Desk.

e  The Registries Admin Help Desk must be contacted if an update to a client record is refused
because the record is in a potential overlay status.

e The warning message will indicate that there is a potential overlay task on the client’s record.

e An overlay is caused when a significant change has been made to a client record, which may
indicate that it is not the same person.
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9 Record and Update Newborn

Allow recording of births, including multiple births, in a BC hospital or by a midwife and
Objective assign a PHN immediately upon birth.
This transaction is for live births only.

Recording a newborn begins with the mother's PHN. Enter or validate the PHN of the mother; if the
mother’s record is located, the mother’s basic demographic information will appear on the screen (see
Figure 9.2). Then, continue to create the newborn record. Begin by selecting the Gender of the newborn.
Gender should be selected first, as Baby Names selections are filtered by Gender. The multiple births
checkbox defaults to unselected (not a multiple birth). The newborn’s last name will be pre-populated with
the mother’s last name; this field is not changeable. Once the Gender is selected, the Baby Name field
will auto-complete as follows:

° For Female — Baby Girl

° For Male — Baby Boy

° For Undifferentiated — Baby

° For Unknown — Baby
The date of birth is pre-populated with the current date and is editable as this must reflect the actual date
of birth.

If the mother’s record is not found, add a new client record (for the mother) through the Search by Other
search results screen (see Section 7.5). This will ensure the mother does not exist in HCIM before
creating a new record. Once the mother is added to the EMPI database and a PHN is assigned to the
mother, return to the Record Newborn function to add the newborn baby (using the mother’s PHN).

% Note:

e Few users have permission to record newborns.

A B HCIMWeb R

Home Find’Add/Update Record Newborn Manage Tasks  Validate Address

Mother's PHN
Check PHN

Baby Gender *

Multiple Birth

Baby Name *

Date of Birth *

Figure 9.1 — Record a Newborn
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% Note:

e If Record Newborn does not display in the menu bar, contact your Access
Administrator and make sure you have been assigned the correct role.

9.1 Record Newborn
Step # Description
1. Enter the mother’'s Personal Health Number (PHN).
2. Validate the mother’s PHN by selecting Check PHN (see Figure 9.2).
3. Alternatively, assign a PHN to the mother if one does not exist. See Section 8.1 - Adding
a New Client.
4. Record newborn birth details:

e Baby Gender — Female, Male, Undifferentiated, or Unknown
e Multiple Birth — Leave blank if not multiple births

e Baby Surname — Pre-populated with Mother’'s Surname

e Baby Name — Pre-populated based on gender

e Baby Date of Birth — Pre-populated with the current date

5. Click Submit.

6. Review results.

% Note:

e A newborn PHN is created at the time of birth within a hospital or midwife’s care.
e The Date of Birth field defaults to the current day; make sure it is set to the actual
date of birth, not the date of registration.

e Ifthe Mother’s PHN is not valid or is currently assigned to a Male, you will receive
one of the following warning messages:

Ed The PHN submitted is not valid. Please check the PHN and re-enter

E3d Mother's gender cannot be male.

e Assigning a PHN to the newborn does not denote eligibility for MSP benefits.

e Newborns, whose mothers are BC residents and enrolled with MSP, are
automatically eligible for publicly funded healthcare services for the first three
months of their lives.

e However, the parents or guardians must still enroll their child as a beneficiary with
MSP to ensure continued eligibility following the automatic three-month period.
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(:.E_‘t{_l-}ﬁ_ill-L H cl Mweh Retum to HNet | Sign Out |

Home Find/Add/Update Record Newborn Manage Tasks  Validate Address

Mother's PHN * Instructions
Mame

Baby Gender * GUINN, CHERRYL
EmeE ‘ Date of Birth
Multiple Birth 1968-Mar-01

Address

Baby Surname * 2691 Edgar Garth, Langford, BC, VEN 2B6

Baby Name *
Baby Girl =

Date of Birth *
2020-4pr-24

Figure 9.2 — Record Newborn Screen - Check PHN

9.2 Record Newborn — Rules

When adding a Newborn, ensure you comply with the following business rules:

e  All babies born in BC must be assigned a PHN. This transaction is for live births only; do not
record a stillborn.

° If the Mother's PHN is unknown, first attempt to locate her record by using the Search by Other
query.

° If a Mother's PHN cannot be found, one must be created before assigning a newborn PHN.

° If the newborn PHN is not found in the Client Registry, a new PHN must be created and given to
the parent(s).

9.3 Newborn Demographic Details

Once a newborn record has been successfully recorded, the client’'s Demographic Details screen will
display the newborn record. From here, newborn information may be updated by clicking the Update
Information button located at the bottom of the screen. See Section 7.7.1 — Demographic Details for data
element descriptions.
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Home  Find/Add/Update

Record Newborn  Manage Tasks  Validate Address

RetumtoHNet [ SignOut |

Demoegraphic Details

Instructions

Attribute

Walue

Card Mama
Daclared Mams
Prafarrad Mams
FHM

Data of Airth
Data of Death
Death Confirmad
b=t

Eligibility

Telecommunications

GUIMN, BAEY GIRL

FEFLS0063E

2020-Apr-24

TelephanefEmail Usz
Mo records found,
Addresses
Address Use Verified
2551 BEDGEAR GARTH, LANGFORD, BC, YEN 236 Physica

=

Identifiers
Sournce |0 Source
FETL50063E EWEB_FHN
FE74500a3E MOH_CRS

Figure 9.3 — Client Demographic Details Screen

BC HCIM Web Application User Guide V3.3.0

Page 47 of 71
Saved 2023-03-16



BRITISH Ministry of
COLUMBIA | Health

CGl

94 Update Newborn

Updating the Newborn information is accomplished through the client update screen. Updating client
information is described in detail in Section 8.2 — Updating an Existing Client.

HCIMWeb

Record Hewbarn  Manage Tasks  Walidate Addness

Update - BAEY GIRL GUINN ($87456006358)

Surnams *

UMM

First Name *

BASY GIRL

Second Mame
Third Mame
Preferred Name
Gender *

Date of Birth * Date of Death

2020-Apr-24

Home Phone Work Phome Mobile Phone

Home Email Wk Email Mobile Email

Address Line 1 ®

25971 EDGAR GARTH

Line 2 Line 3

City * Fravince Courntry Postal Code

LAMNGFORD ac VAN 285

Address Line 1=

Liree 2 Line 3

City ~ Pravince Country Postal Code
British Columbia = SONADM

Figure 9.4 — Update Client Screen
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9.4.1

Update Newborn — Rules

When updating Newborn demographics, follow all rules for updating an existing Client and Client address.
See Section 8.2 — Updating an Existing Client.

9.5

Record Multiple Births

To record multiple births, the Multiple Birth check box must be selected (see Figure 9.2 — Record
Newborn Screen — Check PHN). Each baby is registered separately and in order of their birth (repeat the
process until all newborns are recorded). Select the Gender. Once the Gender is selected, the Baby
Name field will auto-complete as follows:
Female — Baby Girl Ato G

Male — Baby Boy A to G
Undifferentiated — Baby Ato G
Unknown — Baby A to G

A total of eight newborns may be added.

* Mother's PHN: 9879079086 | [EeQIe'SalN

* Surname: | SMITH

Multiple Birth: M

* Gender: [Undifferentiated M

* Baby Name:
Baby A
Baby B
Baby C
Baby D
Baby E
Baby F
Baby G

* Date of Birth:

= |

Note:

Assign all multiple birth names in order, regardless of gender (e.qg., for triplets).

Baby Girl A
Baby Boy B
Baby Girl C

When assigning the Baby Name, the first baby should be ‘Baby A’, the second baby =
‘B’, the third baby = ‘C’, regardless of the gender.
Ensure the Date of Birth is correct for each registered baby by either accepting
today’s default date or by using the calendar picker to select the correct date.
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10 Manage Tasks

Objective Allows the user to examine and manage potential overlay and potential duplicate tasks.

When the Client Registry’s EMPI component performs a record comparison, it scores the match between
the records. When there are potential data issues, the resulting comparison score falls into the
designated clerical review band. These comparisons require manual review and resolution. Task
reporting, via the HCIM Web Application, is the mechanism that brings these issues to the attention of the
appropriate source system’s Records Management or Registries Administration Staff.

Task management may be accomplished through two methods:
1. Search by Task Status

2. Search by Source ID

The default option is Search by Task Status.

AR BTl HCIMWeb Remm toMet [ SignOut |

Home Find/Add/Update Record Newborn Manage Tasks  Validate Address

Task Type Task Status Source
POTENTIAL OVERLAY - UNEXAMINED = BCHCIM =

Start Date End Date

Figure 10.1 — Manage Tasks Screen and Sub-Options

10.1 Task Types

There are four types of tasks:

1. Potential Overlay

2. Potential Duplicate

3. Potential Linkage (Only the Registries Administration resolves these types of tasks)
4

Review Identifier (Only the Registries Administration resolves these types of tasks)

10.1.1 Task Type — Rules

All PHN potential overlays and duplicates, linkage tasks, and review identifiers are managed by the
Registries Admin Help Desk. Service levels for resolution of these tasks are within:

e 24 hours (Monday-Friday)

e 48 hours (Saturday-Sunday and statutory holidays)

e 72 hours where a statutory holiday is a Friday or Monday

Stakeholder generated overlays and potential duplicates must be managed within 24 hours or according
to the stakeholder’s data quality work schedule.
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Task Hierarchy: It is important to note that a record may have numerous data issues. However, the tasks
must be resolved in the following order: Potential Overlay, Potential Duplicate, Potential Linkage, Review
Identifier.

10.1.2 Potential Overlay

The potential overlay task represents a possible serious situation where two individuals’ attributes may
have been overlaid into a single source record and is reported via the HCIM Web Application. To resolve
this task, clerical review at the source system is required to determine whether or not an overlay has
occurred, and if so, which data belongs to each individual.

A task designation of potential overlay locks the record until it is resolved. Overlays must be resolved
within 24 hours of being created, as the record cannot be updated while there is an overlay in the set.

When viewing Potential Overlay data, information that is not the same will be shaded in a light grey on the
screen; this highlights the data elements that need to be investigated.

POTENTIAL OVERLAY [ Export All Records {C5V) ] [ Print All Records ]
Task Created By: daviande  Score:-14.3  Task Created: 2020-Apr-27  Last Updated: 2020-Apr-27
Declared Name Card Name Gender  Dateof Birth  PHN Physical Address Mailing Address Identifiers
3571 PARAMOUNT
TRACE
= MOYE GARY M 2001-Mar-01 9874500201 LAKE COWICHAN, 9874500201
= BC, CA
V3R OL7
4248 STERLING
£ ey mickey M 1990-May-24  9G74600201 oot 9874600201
= ! ) ' o TEe T ROSEDALE BC, CA TEeTEEee
U VBN 249

Figure 10.3 — Potential Overlay Screen

10.1.3 Potential Duplicate

The potential duplicate task is generated when:

° Two or more records from the same source achieve a comparison score high enough to possibly
indicate that they describe the same individual.

° Potential duplicates are reported via the HCIM Web Application and require clerical review at the
source system to determine whether they do represent the same individual, and if so, which
record is to survive and which will become obsolete.

POTENTIAL DUPLICATE [ Export All Racords {C5V) ] [ Print AN Records ]
Task Created By: train®6@Ministry of Health  Score: 1.3 Task Created: 2020-Apr-24  Last Updated: 2020-Apr-24
Declared Name Card Mame g::' Date of Birth ~ PHN Physical Address Mailing Address Identifiers
- 449 STONEY LOOP
SMITH, JOHN - fLoe
R M 2000Jandl 9878606425 M-EESELAKEBC 9878606425
A
VBN 9W3
SMITH, JOHN M 2000Jan01 875307666 |11 FORTSTREET 5875807666

VICTORIA, BC, CA

Figure 10.4 — Potential Duplicate Screen
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10.1.4 Potential Linkage

The potential linkage task is assigned when it is detected that two or more records possibly reflect the
same individual, but do not score highly enough for the EMPI to perform an automatic linkage.

% Note:

e Linkages are resolved by the Registries Administration group only.

e Duplicate resolution in the source system can significantly reduce the number of
potential linkages.

e [tis imperative that these tasks be resolved as soon as possible.

10.1.5 Review Ildentifier

The review identifier task is assigned when the EMPI detects two records from the same source system
that have different source IDs and contain the same PHN. This is reported via the HCIM Web Application
and requires the Registries Administration group to ascertain the correct PHN and make the necessary
adjustment.

% Note:

e Review identifier tasks are resolved by the Registries Administration group only.

10.2 Task Statuses

Tasks are designated with one of the following statuses:
1. Unexamined — The task has been generated by the EMPI, but not yet examined by records
management.

2. Deferred — The task has been examined by records management, who then wish to return to the task
at a later date. Tasks should not stay in a deferred state (i.e., overlays or duplicates) for any
length of time.

3. Referred — The task has been examined by records management, who has rejected it and referred it
to Registries Administration for resolution.

4. Under Manager Review — The task status is changed to ‘Under Manager Review’ after upgrades or
data loads have been completed. This task should be reviewed once the daily tasks have been
completed.

10.3 Manage Tasks

Step # l Description

1. Click Manage Tasks from the HCIM main menu bar.

2. Determine your method of searching for tasks or select Manage Tasks from the Main
Menu (see Figure 10.1 — Manage Tasks Screen and Sub-Options):

e Search by Task Status
e Search by Source ID

3. Enter the search criteria.
4, Click Search.
5. Review search results.
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6. Optionally, click the Declared Name hyperlink to view demographic details.

7. Resolve Client Tasks.

See sections:

e 10.4.1 Task Options — Task Status
e 10.5.1 Task Options — Source ID

8. Optionally, click Print to send the Task search results list to the printer (see Section 10.8
— Print Tasks).
9. Optionally, click Export to send / save the Task search results list to an Excel file at a

location of your choice (see Section 10.7 — Export Tasks).

% Note:

e Once your action has been processed, a success notification message will display at
the top of the screen.

° BCHCIMTU.0.1002 | Success
BCHCIM.TS.0.1000 | Success

e The results will also refresh and will no longer show the task in the list.
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104 Search Tasks by Task Status

Allows the user to examine and manage potential overlay, potential duplicate, potential
linkage, and review identifier tasks.

Objective

The Search by Task Status screen (Figure 10.2), shows sample input criteria and search results. Search
results are sorted in descending order by task created date, input fields, and results list column headings.
To view demographic details for a specific client, click the Declared Name hyperlink (see Section 10.6 —
Demographic Details).

A D, HCIMWeb it [0

Homa  Fnd/AddiUpdate  Record Mewborn  Manage Tasks  walidate Address

k]
o

Tazk Type Task Status Souroe |nstructions

FOTENTIAL OVERLAY = | |unexaminen = | |achom -
Start Date End Diate

2020-4pe-01

=3

POTENTIAL OVERLAY [ Export All Rzzards JCSV ] [ [T — ]

Task Created By: Testl  Scora:-B8  Task Craatect 2020-Apr-13  Last Updated: 2020-Apr-13

Declared Mame Card Name Gender  Dateof Birth  PHN Physical Address Mailing Address Identrfiers

- CIERA, HARRIET UM 2020-Rpr-12 FBTLTOOEEE

]

13

§ AROCHAR, BAEY A una 2020-Apr-13  PET4TOOSSE BTLTOOSIE

)

Somrec Peracs [ Fichir i Acerin E

Task Craated By:train®6@Ministry of Health  Score:-102  Task Crested: 2020-Apr-13  Last Upcated: 2020-Apr-13
Declared Mame Card Name Gender Dateof Birth  PHN Physical Address Mailing Address Identrfiers

4275 Highland Way

- GREGEORT, SaM UM 2020-Epr-12 FBFLTOOEST Samfisdd, BT CA FBFLTOOEST

E V1M 2K7

H
4175 HIGHLAND

L — ure 2000-5pr-1T  9ETATOOGST

| S A - 2r-Rpri2 = - BAMFIELD, BC. CA

“ V1M 2KT

somcpera [l feicriotimin Jll Dot |
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Task Created By: ASAINI  Score:-6.7  Task Created: 2020-Jan-08  Last Updated: 2020-Jan-08

Declared Name Card Name Gender Date of Birth  PHN Physical Address Mailing Address Identifiers
676 Moonview st
= Mali, Savita F 1972-Feb-15 Victoria, BC, VpP222
. V1HGM4
=4 676 Moonview st
%  Mali, Saabi F 1998-5ep-20 Victoria, BC, VpP222
4 VIHOM4
Task Created By: regadmin  Score:-16.2  Task Created: 2018-Feb-02  Last Updated: 2018-Feb-02
Declared Name Card Name Gender  Date of Birth PHN Physical Address Mailing Address Identifiers
1838 turtle Ave
= Genny, Jan F 1999-Jan-28 Victoria, BC, CA V864533
2 V7F1B2
2 21 FoxRd
% Noppers, Yuppers M 1940-Apr-25 Victoria, BC, CA V864533
= V3E2R2

Figure 10.4 — Search by Task Status Screen

The following table describes the data elements found on the Search by Task Status Screen.

Data Element Name Data Element Description

Task Type

Potential Overlay is the default and first (of four) type of task to resolve

Task Status

Default is Unexamined
Click the down arrow to change the task status

Source A drop-down list pre-populated with the list of available source names for
your organization and role; click the arrow to view additional source names

Start Date Select the start date boundary you wish to search by

End Date Select the end date boundary you wish to search by

Task Created By

ID of the person who created the task

Score Confidence score based on the advanced matching algorithms; the higher
the score, the stronger the match
Task Created Date the task was created

Last Updated

Date the task was last modified

Declared Name

Name of the individual as recorded in the Client Registry

Card Name

On an overlay, this shows the two names on the overlaid records
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Data Element Name Data Element Description

Gender Gender of the Client. One of:

e F (Female)

e M (Male)

e UNK (Unknown)

e NUD (Undifferentiated)
Date of Birth On an overlay, this shows the two dates of birth on the overlaid records
PHN Personal Health Number of the Client

Physical Address

Home address (usually street name and number of residence)

Mailing Address

Location at which a person receives mail (i.e., PO Box or business address)

Identifiers

|dentifiers associated with the client

10.4.1 Task Options — Task Status

The following table describes the options available to manage tasks associated with a specific Task

Status.

Button l Description

Same Person

Available for the Potential Overlay task type only.

Choose the Same Person if you have identified the Overlay as the same
person described in the Before column.

To complete this operation, a pop-up box will ask for confirmation.

Refer to Admin

Available for all four task types.

Choose Refer to Admin if you cannot resolve the task yourself or if the client
record is not a duplicate; it will be sent to the Registries Administration team
for resolution.

If the Refer to Admin has been successful, a message will display at the top
of the screen.

Defer Available for all four task types.
Choose Defer if you need to come back to the task at a later date.
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10.5 Search Tasks by Source ID
Allows the user to examine and manage tasks by searching using a Source Id.

The following Search by Source ID screen shows sample input and search results. Search results are
sorted in descending task created date Input fields and results list column headings are described below.
To view demographic details for a specific client, click a Declared Name hyperlink (see Section 10.6 —
Demographic Details).

i HCIMWeb RemtoHhet [ Signout |

Home Find/Add/Update Record Newborm Manage Tasks Merge  Validate Address

Search by Source id
Source Instructions
AAY

MOH_CRS -

Source Id *

9890616079

m

Potential Lin kage [ Export All Racords (C5V) ] [ Print AN Records ]

Task Created By: NSUTHARS  Score: 12,3 Task Created: 2011-Oct-24  Last Updated: 2011-0ct-24

Gen

Declared Mame Card Name
der

Date of Birth ~ PHN Physical Address Mailing Address Identifiers

1 HURT RD
pRENe0D. B 5890616079
Va7 673

FLINTSTONE, FRED M 1963-Mar-03 9850616079

| ROCKY RD
QUARY
ATTENTION - FRED
RUBBLEWOCD, BC,
CA

2W47G3

| HUET ROAD
FLINSTONE, FRED M 1963-Mar-03  9B7IBA9856  VICTORIA BC 0879369355

VBZ6Z3

CAMFLINTSTONE, Wi A

FRED.F M 1963-Mar-03 5890616205 5890616205

Figure 10.5 — Search by Source ID Screen

The following table describes the data elements found on the Search by Source ID Screen.

Data Element Name l Data Element Description

Source This drop-down list will be pre-populated with the list of available source
names for your organization and role; click the down arrow to view any
additional source names.

Source ID Source ID of the Client
Task Created By ID of the person who created the task
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Data Element Name Data Element Description

Score Confidence score based on the advanced matching algorithms; the higher
the score the stronger the match is
Task Created Date the task was created

Last Updated

Date the task was last modified

Declared Name

Name of the individual as recorded in the Client Registry

Card Name

Card or documented name is a client’s official name; used for MoH billing
purposes
On an overlay, this shows the two names on the overlaid records

Gender

Gender of the Client, one of:
e F (Female)

e M (Male)

e UNK (Unknown)

e NUD (Undifferentiated)

Date of Birth

On an overlay, this shows the two dates of birth on the overlaid records

PHN

Personal Health Number of the Client

Physical Address

Home address (usually street name and number of residence)

Mailing Address

Location at which a person receives mail (i.e., PO Box or business address)

Identifiers

Identifiers associated with the client

10.5.1

Task Options - Source ID

The following table describes the options available to manage tasks associated with a specify Source ID.

Button l Description

Same Person

Choose the Same Person if you have identified the client as the same person
described in the Before column.

To complete this operation, a pop-up box will ask for confirmation.

Refer to Admin

Choose Refer to Admin if you cannot resolve the task yourself; it will be sent
to the Registries Administration team for resolution.

If the Refer to Admin has been successful, a message will be displayed at
the top of the screen.

Defer

Choose Defer if you need to come back to the task at a later date.
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10.6 Task Demographic Details

Clicking a Declared Name hyperlink from a Manage Task search result screen will display a view-only
Demographic Details screen. When historical information exists, such as client name or addresses, a
hyperlink called History will be available.

Demographic Details  History

Attribute Value Start Date
Card Name

Declared Name SMITH, JOHN, RUSSLE, CLINTON 2021-Jan-26
Preferred Name RAMMY

PHN 9462139151 2022-Nov-29
Date of Birth 2000-Jan-01

Date of Death

Death Confirmed

Gender F

Eligibility Details

Attribute Value Code Reason

Eligibility N PERSON PHN DOES NOT EXIST

Telecommunications  History

Telephone/Email Use Start Date

250-888-8888 H 2021-Jan-26
250-878-9876 WP 2021-Jan-26
250-678-1234 MC 2021-Jan-26
SGDGSG.FDSGDS@dd.com H 2021-Jan-26
ZAPATA4399@DRIVE.COM WP 2021-Jan-26
CONLON2605@SQUARE.COM MmC 2020-May-08

Addresses  History

Address Use Verified Start Date
4-1132 MASON ST, VICTORIA, BC, CA, VaT 1A6 Physical Yes 2020-0Oct-23
5456 KENSINGTON RD. RR 1 PO BOX 39, SECHELT, BC, CA, VON 3A0 Mailing 2022-Nov-29

Figure 10.6 — Demographic Details Screen

Meaning l Description

Demographic | The purpose of the Demographic Details Screen is to view, update, or create the

Details demographic details for a specific client.
Eligibility Confirm the individual’'s MSP coverage
Detail - Value is Y and Reason is “SUCCESSFULLY COMPLETED” — MSP Coverage

for this PHN is active

- Value is N — This PHN does not have coverage with MSP for the reason(s)
indicated by the given four-letter Code and/or Reason message

- Value is blank and Reason is “THE SYSTEM IS UNAVAILABLE. PLEASE TRY AGAIN
LATER.” — An issue is occurring with the MSP search service
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10.6.1 View Task Demographic History

Figure 10.5 shows an example of the history screen displaying a previous name associated with the
client. Click Back to Demographic Details to return to the Demographic Details screen.

Address History

Address Use Verified Start Date End Date
5456 KENSINGTON RD. RR 1 PO BOX .

Mailing 2020-Dec-09 2020-Dec-09
39, SECHELT, SK, CA, VON 3A0
RR 4 LCD MAIN, TRAILER E, .

Mailing 2020-Nov-27 2020-Dec-09
LLOYDMINSTER, SK, CA, T9V 2Z9
MESS 3, HMCS CALGARY, PO BOX
17000 STN FORCE, VICTORIA, BC, CA, Mailing 2020-Nov-25 2020-Nov-27
VOA 7N2
3467 SIDNEY CRES, ARMSTRONG, BC, .

Mailing 2020-Oct-23 2020-Nov-25
CA,VOE 1B8
3467 SIDNEY CRES, ARMSTRONG, BC, .

Mailing 2020-Oct-23 2020-Oct-23
CA,VOE 1B8
44 MAIN STREET, SIDNEY, BC, CA Mailing 2020-Oct-23 2020-Oct-23
441 SHIH WAY, SIDNEY, BC, GB, V7W .

Mailing 2020-May-13 2020-Oct-23

5W6

4-1132 MASON, VICTORIA, BC, CA,

Figure 10.7 — Demographic Details History Screen

Meaning | Description

Start Date Information is added to a given demographic detail.
End Date Information to a given demographic detail becomes inactive (i.e., person’s address
changed).
10.7 Export Tasks

The option to export the search results list is available at the top right-hand side of the search results list

(adjacent to the Print All Records button).

[ Export All Racords {C5V) ] [ Print Al Records

]

The search results are exported to an Excel .csv file. Selecting this option will prompt Internet Explorer to

create a file with the default name TaskExport.csv.
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File name: v ‘
Saveastype: Microsoft Excel Comma Separated Values File (*.csv) v
fide Folders Cancel

At the prompt, you will be able to store the file at a location of your choosing and name the Export List
appropriately. Once saved, the document may open automatically in Excel. As shown in Figure 10.6, the
file contains the task type, the status of the task, the Source ID, PHN, name, gender, birthdate of the
client, and the confidence score.

Insert Page Layout Formulas Data Review View @ Tell me what you want to do...
-y _
& Cut Calibri === #- ¢ Wrap Text General - --
Past B Copy Conditional
aste - = = = | &= a= - - 0 .00 onditiona
€ & Format Painter I u = = = 3= [ Merge & Center $ - % + %048 Formatting -
Clipboard P Font P} Alignment P} MNumber P
Al9 = Jx
A B T D E F G H
1 |Type Status Source ID PHN Name Gender Date of Birth Score
2 |Potential Duplicate Unexamined 9874602387 9374602387 KOHL, JACQUES, ALFONZ M 1940-Oct-23 7.3
3 98746023594 93746023594 KOHL, JACQUES, ALFONZ M 1940-0Oct-24
4 |Potential Duplicate  Unexamined 9874691147 Smith, John M 1922-Mar-27 14.6
5 |Potential Duplicate Unexamined 9874681827 9874681827 MATTEST, BABY GIRL F 2020-Apr-17 5.8
6 |Potential Duplicate Unexamined 9875402515 9875402515 JESSUPON, BABY BOYA M 2020-Apr-15 5.3
7 |Potential Duplicate Unexamined 9875395807 9875395807 DACIA, BABY BOY M 2020-Apr-15 4.5
8 9875395814 9875395814 DACIA, BABY BOY F 2020-Apr-15
g
10
11
Figure 10.8 — Task Export List
EXPORT ALL TASKS
Step # ‘ Description
1. Click Export All Records (CSV).
2. Select file location and re-name if needed.
3. Click Save.
4. View Excel file.

10.8 Print Tasks

The option to print the search results list is available at the top right-hand side of the search results list
(adjacent to the Export All Records button).

[ Export All Racords {C5V) ] [ Print All Records ]
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PRINT ALL RECORDS

Step # Description

1. Click Print All Records to open your system’s Print dialogue box.
2. Select your printing preferences.
3. Click Print.
4, Review output.
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11 Validate Address
To validate the client’s Canadian addresses.

This feature is meant to be used only as an address validation tool, when and if the need arises. And
fulfills the following purposes:

° Ensures the most accurate addresses are captured for our clients
° Completes missing address information (i.e., missing postal code, incomplete address)

By providing a predictive list of addresses in real time, the Address Validation tool allows for quick and
interactive validation.

3 A HCIMWeb RemtoHhet [ Signout |

Home Find/Add/Update Record Newborn Manage Tasks  Validate Address

Validate Address
AddressLine 1 * Instructions

Line 2

Line 3

City Province:
Eritish Columbia
Pastal Code Country

Validate Address

Figure 11.0 — Validate Address Screen

The following table describes the data elements available on the Validate Address screen.

Data Element Name l Data Element Description

Address Line 1 Address predictive search
Line 2 Optional
Line 3 Optional
City Enter manually or auto-populated from predictive search selection
Province Defaults to BC
Postal Code Enter manually or auto-populated from predictive search selection
Country Defaults to Canada; Not editable
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111 Address Predictive Search

The predictive search function dynamically presents a list of best-matching addresses as you type. You
may choose to select an address from the list or enter address information manually.

corveia HCIMWeb RewmtwHNet [ Signout |

Home Fnd/Add/Update Record Newbornm ManageTasks  Validate Address

Validate Address
Address Line 1 * . Instructions

1175 doug]

1175 DOUGLAS 5T, PRINCE GEORGE, BC, CA, VZM 2M3

1175 DOUGLAS TERR, PORT COQUITLAM, BC, CA, V3T 3X2

1175 DOUGLAS 5T, VICTORIA, BC, CA, VBW 2E1

BANK OF COMMERCE BLDG, 1175 DOUGLAS 5T, VICTORIA, BC, CA, VBW ZE1

1175 RUE DOUGLAS, SAINT-IEAN-SUR-RICHELIEL, OC, CA, I3A 0A3

[ British Columbia -

Postal Code Country

Validate Address

Figure 11.1 — Address Auto-Complete Example

11.2 Validate Address

Step # ‘ Description

1. Enter the Address in the Address Line 1 field.

Review the address auto-complete options; see Figure 11.1.

Select an address from the auto-complete list or enter the Address manually.

2
3
4. Click Validate Address.
5

Review the results.
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% Note:

This service is intended for addresses within Canada only.

e To yield the most accurate predictive search results:
1. Select the correct Province within Canada
2. Enter the postal code
OR
1. Enter Province and City
2. Start typing the street address in Address Line 1.

11.3 Address Validation Results

When an address has been successfully validated, the following message displays at the top of the
screen:

=
o The submitted address s a valid CPC address

When the input address has been matched with a valid Canadian address and a slight difference has
been detected, the following pop-up box displays. The pop-up box shows the entered address and the
suggested address. This is an informational display only; no action is required. Click Close to return to
the Validate Address screen.

Best Guess Found

Suggested Address Entered Address

1242 SEA BREEZE ROAD 1242 SEA BREEZE Road
DWIGHT, ON, CA DWIGHT, ON, CA

POA THD FOA THO

Veerified CPC @

When an address has not been validated, the following message displays at the top of the screen.

x
0 The submitted address could not be verified.
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% Note:

o Validate Address screen defaults the Province to BC and Country to Canada.

o Validate Address screen provides a broader list of suggested address than the
Address validation used on the Add Person and Update Person screens, as the
suggested addresses are not limited to the Province.

e If you want to validate an address outside of BC, enter the City and change the
Province before entering the Address Line 1 to get results narrowed to the province.
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Appendix A — Browser settings

Autofill behavior

The Autofill feature from the browsers fills form fields automatically on the web page. If the setting in your
browser is set to Autofill, there might be information related to addresses, names and phone numbers in
your history, as a result of previous searches, that might be used to auto-populate form fields.

The following image illustrates an example of Addresses and names saved in Autofill history:

Settings Q, Search settings
2 Youand Google € Addresses and more
E Autofill
Save and fill addresses .
o Safety check Includes information like phone numbers, email addresses, and shipping addresses
g Privacy and security
Addresses Add
@ Appearance
Q, Search engine Peter, 1175 Douglas Street
(=1 Default browser

Olga, 300 Phelps Avenue

As this feature can benefit the users filling forms, it actually interferes with the address validation
autocomplete functionality enabled in the HCIM Web Application. In some scenarios, the browser could
overwrite the web application’s desired behavior.

Example

The following example illustrates how Google Chrome Autofill behavior works.

If you are using Google Chrome and Autofill is set up, the browser auto-fills the address as the
information is being entered and matches the address with the historical information saved in Autofill
addresses, as per image below.

Address Line 1”

3
300 Phelps Avenue X Line 3
Clga
Province Country Postal Code
Manage addresses... |Brit\sh Columbia - | |CANADA e

In this case, instead of choosing the address auto-filled by the browser, you should choose the address
autocompleted by the application, as illustrated in the image below.

BC HCIM Web Application User Guide V3.3.0 Page 67 of 71
Saved 2023-03-16



BRITISH = Ministry of I
COLUMBIA = Health

AddressLine1™
300Phe

300 PHEASANT RUN, CALABOGIE, ON, CA, KoJ THO

300 PHELPS AVE, VICTORIA, BC, CA, VOB 5R9

2500-2523 PHEASANT RIDGE CRT, ARMSTRONG, BC, CA, VOE 1B2
2401-2417 PHEASANT RIDGE DR, ARMSTRONG, BC, CA, VOE 1B2
1-15 PHEASANT TRAIL, BARRIE, ON, CA, L4N 6W4

In the scenario that you chose by mistake, the address auto-filled by the browser, the browser might
intend to overwrite some information if it is part of the history. The form fields that the browser is intended
to update are highlighted in blue as per the example below (Google Chrome example)

" E?»I; IUT'\I(g IEI[\ HCIMWeb Retum to HNet ‘ sign Ou(:‘

Home Find/Add/Update  Record Newborn  Manage Tasks Merge Validate Address  Reports

Update - PETER SMITH (9879736512)

Surname *

SMITH

First Name *

Olga
Second Name
Third Name
Preferred Name

Gender *

Male M

Date of Birth * Date of Death

Home Phone Work Phone Mobile Phone

7782453222

Home Email Work Email Mobile Email

Address Line 1™
300 Phelps Avenue

Line2 Line3
City * Province Country Postal Code
British Columbia - | [canapa

To avoid the browser from autofill incorrect information, it is recommended to disable the Autofill option
from your browser. Refer to the next section for details on how to disable Autofill feature
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How to disable Autofill feature

CHROME
The following are the steps to disable the Autofill option in Chrome

Step # ‘ Description

1. Open your internet browser.

x OC)

Customize and control Google Chrome

2. From the Home screen, click on the three dots located at the top left of the menu.

go to Autofill option and select “Addresses and more”

Settings Q, Search settings

2 Youand Google

Q Safety check

Autofill
Ox Passwords

B  Payment methods

Q@  Addresses and more

e Privacy and security

@  Appearance

3. From the main Menu, click on the Settings option.
Print... Ctrl+P
Cast...
Find... Ctrl+F
More tools »
Edit Cut Copy Paste
| Settings I
Help »
4. Your browser Setting page will open. To change your settings for autofill addresses,

5. Toggle the feature off

<  Addresses and more

Save and fill addresses
Includes information like phone numbers, email addresses, and shipping addresses

<
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MICROSOFT EDGE

The following are the steps to disable the Autofill option in Microsoft Edge

Step # ‘ Description

1. Open your internet browser.
2. From the Home screen, click on the three dots located at the top left menu.
— P4
i L 4
Mot syncing = @
3. From the main Menu, click on Settings option.
(7 web capture Ctrl+Shift+5
(& Share
55 Find on page Ctrl+F
AN Read aloud Ctrl+Shift+U
| More tools >
|
23'3 Settings
(@ Help and feedback >

Close Microsoft Edge

4. Your browser Setting page will open. To change your settings for autofill addresses,
go to the Profile option and select “Personal info” or “Addresses and more” based on
the version of your browser

C @ Edge | edge//settings/profiles 5 T (otoncng &

Settings Your profile 4 Add profile
Q  Search settings 9 MrEpeem a
|I @ Profiles | ) sync >
() Privacy, search, and services
| & Personalinfo >
QX Appearance
) onstartup > Passwords >
[Z New tab page B Paymentinfo >
& share, copy, and paste £3  Import browser data 2
5. Toggle the feature off

< Profiles / Personal info

Save and fill personal info

Includes info such as name, date of birth, address and more
Personal info

Peter, 1175 Douglas St
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FIREFOX
The following are the steps to disable the Autofill option in Firefox

Step # ‘ Description

1. Open your internet browser.
2. From the Home screen, click on the three lines located at the top left menu.
no e &
3. From the main Menu, click on Options.
I\ Library >
QO Logins and Passwords
o Add-ons Ctrl+Shift+A

| -l:(- Options

,/ Customize Toolbar...

Open File... Ctrl+O
4. Your browser Options page will open. To change your settings for autofill addresses,
go to the Privacy & Security option and find “Forms and Autofill” settings
_;} General Forms and Autofill
Autofill addresses Learn more Saved Addresses...
ﬁ Home
Autofill credit cards Learn more Saved Credit Cards...
O\ Search Require Windows authentication to autofill, view, or edit stored credit cards. Learn more
c Sync History
Firefox will Remember history v
Firefox will remember your browsing, download, form, and search history. Clear History...
5. Uncheck the Autofill addresses option

Forms and Autofill

Autofill addresses

Autofill credit cards Learn more

Require Windows authentication
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