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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 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 
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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: 

• 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 

• 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. 
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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. 

• 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) 

• Update or Create PHNs 

• Create Newborn PHN 

• Manage Tasks 

• Validate Address 

Maintainer Updater • Search by PHN, Client Demographics, and Source ID 

• Manage Tasks 

• Validate Address 

Maintainer Read-Only • Search by PHN, Client Demographics, and Source ID 

• Validate Address 

Registration Full • Search by PHN, Client Demographics, and Source ID 

• Update or Create PHNs 

• Create Newborn PHN 

• Validate Address 

Registration Update • Search by PHN and Client Demographics, not by Source ID 

• Update or Create PHNs 

• Validate Address 

Registration Limited • Search by PHN and Client Demographics, not by Source ID 

• Validate Address 
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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.RegistriesConnections@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 

• 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. 

 

The HCIM Web Application is best used at 1024x768 and a DPI setting of 96. 

mailto:HLTH.RegistriesConnections@gov.bc.ca
mailto:HLTH.RegistriesConnections@gov.bc.ca
mailto:HLTH.REGISTRIESADMIN@gov.bc.ca
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4 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://healthregistry.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: 

• 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 

 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.  

 

  

https://healthregistry.moh.hnet.bc.ca/index.jsp
https://common-logon-test.hlth.gov.bc.ca/auth/realms/moh_applications/protocol/openid-connect/auth?scope=openid&response_type=code&client_id=HCIMWEB_HUAT&redirect_uri=https%3A%2F%2Fhcimweb-cl-huat.hlth.gov.bc.ca%2FHCIMWeb%2Fcallback&state=3ec0b7da-145f-4d32-9a34-063d56501cbf&nonce=0QQusJbHC3aDc_g3rEoWzOivJ5I0O4tLtfKViAzvi7A&display=page&idps_to_show=idir%2Cphsa%2Cbcsc%2Cmoh_idp
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Figure 4.1 – Log in Screen 

 

 
Figure 4.2 – Log in Screen with IDIR 
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Figure 4.3 – Log in Screen with Keycloak 

 

 
Figure 4.4 – Log in Screen with Health Authority ID 
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Figure 4.5 – HCIM Home Screen 

 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: 

• Ensure you have saved the changes you wish to keep before exiting the application. 
 

 

 



   

 

BC HCIM Web Application User Guide V3.3.0 
 

Page 14 of 71 
Saved 2023-03-16  

 

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

 

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. 

• 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: 

• 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. 

 Search Button 

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

identifiers queried in the search. 

 Clear Button 

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

 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. 
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 Submit Update 

The Submit Update button sends the demographic updates to the Client Registry. 

 Cancel Button 

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

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

displays. 

 

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: 

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

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

• Assigned to and used by only one person 

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

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

• Unique Identifier sent into HCIM by a connected partner  

Sub Source ID Sub Source Identifier: 

• 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 Green 

Warning Yellow 

Error Red 

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

Examples: 

 

 

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

• The Revised Person tells the user that the PHN was either successfully created or updated.  

• The Get Demographics is triggered to display the Demographic Details screen so the user can 

see the PHN and or update(s). 

 

mailto:HLTH.REGISTRIESADMIN@gov.bc.ca
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Warning messages are meant to inform of possible inadequacies. The transaction has been successful 

but better results may exist. 

 

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. 
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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: 

1. Search by PHN (section 7.2) 

2. Search by Source ID (section 7.3) 

3. Search by Sub Source ID (section 7.4) 

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. 

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. 

 

Figure 7.1 – HCIM Find / Search Options 

7.1 Find / Search 

Step # Description 

1. Select the type of search you wish to perform. 

2. Enter search criteria. 

3. Click Search. 

4. View / Review search results. 
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7.2 Search by PHN 

Objective 
Allows the user to find a specific client record in the EMPI by entering the client's PHN. 
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. 

 

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: 

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

• If the 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 

Objective 
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). 

 

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: 

• If the 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 

Objective 
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. 

 

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 

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

 

Figure 7.5 – Search by Other 

SEARCH BY OTHER 

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

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

birth, or address. 

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

or address. 

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

or address. 
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Note: 

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

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

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

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

• 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”. 

• 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. 

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

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

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

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

 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). 

• 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. 

 

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). 

 

 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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Figure 7.7 – Newborn Lookup Search Results 
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7.7 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 Demographic Details Client List 

Search by PHN ✓  

Search by Source ID ✓  

Search by Sub Source ID ✓  

Search by Other  ✓ 

Newborn Lookup  ✓ 

 Demographic Details 

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

a specific client. 

 

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. 

 

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 

Armed Forces 

MSP’s record indicates that the person is a member of the Canadian 

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. 

OO 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 

Move 

This person has moved permanently from BC. Please confirm 

residence, obtain and update their address and telephone 

information. Advise the person to contact MSP to re-establish 

eligibility. 

RESQ Residency in 

Question 

This person has not provided MSP with sufficient information to 

establish their eligibility for publicly funded health care. Please 

advise the person to contact MSP. 
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Codes Meaning Description  

RQST Request for 

Information 

This person has not completed their enrolment. Please advise the 

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. 

 

 

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

Screen. 

Examples: 

 

Or 

 

 

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

screen. 

Data Element Name 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. 

• M – Male 

• F – Female 

• NUD – Undifferentiated – person could not be uniquely defined as male 
or female 

• UNK – Unknown 

Eligibility  Confirm if the individual has MSP coverage 

• 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; therefore, the eligibility of this PHN cannot be properly 
verified until the service comes back online 

Telecommunications 

– Telephone / Email 

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

• Home – Phone number at home, typically used with urgent cases or if no 
other contacts are available. 

• Work – An office number for contact during business hours. 

• Mobile – A phone number for a portable device. 

The email addresses of the individual as recorded in the Client Registry: 

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

• Work – An office email address for contact during business hours. 

• Mobile – An email address for a portable device. 

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

• Physical – Home address. 

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

• 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. 



   

 

BC HCIM Web Application User Guide V3.3.0 
 

Page 30 of 71 
Saved 2023-03-16  

 

Data Element Name Data Element Description 

Identifiers The identifiers recorded for a Client are: 

• Source ID – Unique identifier of a client for a given source organization. 

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

Notes: 

• Source IDs are only visible if you have permission to see them. 

• 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: 

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

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

 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. 

• 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). 

 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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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 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: 

• F (Female) 

• M (Male) 

• UNK (Unknown) 

• 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: 

• 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: 

 

• 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 

Objective 

Allows new clients to be added - assign a PHN and record client demographics of any 

person seeking a health service in the Province of BC who is not already recorded in the 

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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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 Description 

Surname  Full legal surname 

First Name  Full legal first name 

Gender  Select one of: 

• Female 

• Male 

• Undifferentiated 

• 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 

 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: 

• 7 Find Client 

• 7.1 Find / Search 

• 7.5 Search by Other 

• 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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 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. 

• A new client record must not be added if one already exists in the Client Registry. 

• A PHN must be assigned to every person receiving a healthcare service in British Columbia. 

• The client does not have to be a resident of BC to receive a PHN. 

• 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. 

• A PHN does not indicate eligible MSP coverage. 

• A PHN must not be assigned to a non-human (e.g., pets, medical facilities, doctors’ offices). 

• Clients that are Anonymous or Unidentified must not be assigned a PHN. 

• 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). 

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

• Validate Client Name: 

• 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: 

• Birth Certificate 

• Canadian Citizenship ID Card 

• Canadian Forces ID Card 

• Canadian Record of Landing 

• Change of Name Document 

• Confirmation of Permanent Residence 

• Driver’s License 

• Marriage Certificate 

• Native Status Card 

• Passport 

• Permanent Resident Card 

• Provincial Health Insurance Cards from other Canadian Provinces 

• Initials: 

• 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: 

• 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: 

• The client’s name must be recorded as substantiated by trusted identity documentation. 

• 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: 

• A client’s surname must not be changed to a double-barreled last name without viewing 

trusted identity documentation. 

• Title or Suffix: 

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

documentation. 

• Married Name Change: 

• Trusted identity documentation must be viewed before changing a client’s maiden name to a 

married name. 

• 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. 

• Aliases, Nicknames, and Preferred Names: 

• Aliases, nicknames, and preferred names must not be recorded as the client’s legal name. 

• These names must be recorded in the preferred name field only. 

• Date of Birth – Not Known or Provided: 

• An estimated date of birth must not be entered in the Client Registry. 

• If the date of birth is unknown, the user must record 1800/01/01. 

 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. 

 

Figure 8.3 – Address Confirmation Pop-Up Box 
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 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: 

• ST, RD, AVE 

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

• 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. 

• It is acceptable to capture the prison address as the physical address. 

• Address for Client Under Care: 

• If 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: 

• If a child is in temporary care, the address of the care facility must not be used. 

• Note: This would include a child who is placed under protective custody and residing in a 

temporary care facility. 

• Foster Family Address: 

• If a child is in foster care, the foster family’s address must be recorded as the physical 

address. 

• All other addresses must be entered as temporary addresses in the POS application. 

• Unknown Address: 

• If the client cannot or will not provide a physical address, the following must be recorded: 

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

• 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 

• Source ID 

• 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. 

 

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. 

 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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Figure 8.4 – View Tasks Pop-Up Box 
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 Update Existing Client 

Step # Description 

1. Click the Find / Add / Update tab on the HCIM Main Menu bar.  

2. Perform a client search. 

See sections: 

• Section 7 – Find Client 

• Section 7.1 – Find / Search 

• Section 7.7 – Understanding Search Results 

• 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. 

 Update Existing Client – Rules 

When updating an existing client, ensure you comply with the following business rules: 

• 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). 

• 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: 

• 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: 

• Name, date of birth, gender, address, and telephone number. 

• Name Correction – Without Viewing Identity Documents 

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

• Name is obviously incomplete (e.g., replace an initial with the complete name) 

• The surname and first name are in reverse order 

• Spelling of name is incorrect (e.g., Smith spelled Smitg) 
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• 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. 

• 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. 

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

• 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 

Objective 

Allow recording of births, including multiple births, in a BC hospital or by a midwife and 

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: 

• Few users have permission to record newborns. 

 

Figure 9.1 – Record a Newborn 
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Note: 

• 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: 

• Baby Gender – Female, Male, Undifferentiated, or Unknown 

• Multiple Birth – Leave blank if not multiple births 

• Baby Surname – Pre-populated with Mother’s Surname 

• Baby Name – Pre-populated based on gender 

• Baby Date of Birth – Pre-populated with the current date 

5. Click Submit. 

6. Review results. 

 

 
Note: 

• A newborn PHN is created at the time of birth within a hospital or midwife’s care. 

• 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. 

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

 

 

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

• 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. 

• 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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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: 

• 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. 

 



   

 

BC HCIM Web Application User Guide V3.3.0 
 

Page 47 of 71 
Saved 2023-03-16  

 

 

Figure 9.3 – Client Demographic Details Screen 
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9.4 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. 

 

 

Figure 9.4 – Update Client Screen 
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 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 A to G 

• Male – Baby Boy A to G 

• Undifferentiated – Baby A to G 

• Unknown – Baby A to G 

A total of eight newborns may be added. 

 

 
Note: 

• Assign all multiple birth names in order, regardless of gender (e.g., 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. 

 

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) 

 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: 

• 24 hours (Monday-Friday) 

• 48 hours (Saturday-Sunday and statutory holidays) 

• 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. 

 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. 

 

Figure 10.3 – Potential Overlay Screen 

 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. 

 

Figure 10.4 – Potential Duplicate Screen 
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 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: 

• Linkages are resolved by the Registries Administration group only. 

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

• It is imperative that these tasks be resolved as soon as possible. 

 Review Identifier 

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: 

• 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 # 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): 

• Search by Task Status 

• Search by Source ID 

3. Enter the search criteria. 

4. Click Search. 

5. Review search results. 
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Step # Description 

6. Optionally, click the Declared Name hyperlink to view demographic details. 

7. Resolve Client Tasks. 

See sections: 

• 10.4.1 Task Options – Task Status 

• 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: 

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

 

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

Objective 
Allows the user to examine and manage potential overlay, potential duplicate, potential 

linkage, and review identifier tasks. 

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). 
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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: 

• F (Female) 

• M (Male) 

• UNK (Unknown) 

• 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 

 Task Options – Task Status 

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

Status. 

Button 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 

Objective 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). 

 

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 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: 

• F (Female) 

• M (Male) 

• UNK (Unknown) 

• 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 

 

 Task Options - Source ID 

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

Button 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. 

 

  



   

 

BC HCIM Web Application User Guide V3.3.0 
 

Page 59 of 71 
Saved 2023-03-16  

 

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. 

 

 

Figure 10.6 – Demographic Details Screen 

 

Meaning Description 

Demographic 

Details 

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

demographic details for a specific client. 

Eligibility 

Detail 

Confirm the individual’s MSP coverage 

- 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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 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. 

 

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). 

 

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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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. 

 

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). 
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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 

Objective 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. 

 

Figure 11.0 – Validate Address Screen 

 

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

Data Element Name 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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11.1 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. 

 

Figure 11.1 – Address Auto-Complete Example 

 

11.2 Validate Address 

Step # Description 

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

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

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

4. Click Validate Address. 

5. Review the results. 
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Note: 

This service is intended for addresses within Canada only. 

• 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: 

 

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. 

 

 

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

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

• 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. 

• 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: 

 

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. 

 
 

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. 
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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) 

 

 

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. 

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

 
 

3. From the main Menu, click on the Settings option. 

 

4. Your browser Setting page will open.  To change your settings for autofill addresses, 

go to Autofill option and select “Addresses and more” 

 

 

5. 1. Toggle the feature off   
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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.  

 

3. From the main Menu, click on Settings option. 

 

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 

 

5. 2. Toggle the feature off   

3.  

 



   

 

BC HCIM Web Application User Guide V3.3.0 
 

Page 71 of 71 
Saved 2023-03-16  

 

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.  

 

3. From the main Menu, click on Options. 

 

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 

 

5. 4. Uncheck the Autofill addresses option   

5.  

 

 

 

 

 

 

 


