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1. Introduction to Accounting Entry  

 

This section outlines the step-by-step Broker flow for Accounting Entries, including 
reviewing pending approvals, approving or rejecting entries, adding additional entries, and 
handling returns from the Reinsurer. Brokers act as an intermediary between Cedant and 
Reinsurer to validate, enrich, and route Accounting Entries appropriately. 

 

Step 1: View Accounting Entries Pending Approval 

• Navigate to Actionable → Pending Approval. 

 

 

• Use Advanced Search to filter Accounting Entries by AE Reference Number. 
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• Review Accounting Entry details. 

 

• Download data using:  
o Export XLS to download all records. 
o Download to download selected records only. 

• Click on Upload Accounting Entry Status to upload the status or else follow step 2. 

 

Step 2: Approve / Reject Accounting Entry 

• Navigate to New Upload → Accounting Entry Status. 
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• Download the Broker Status Template. 
• Populate the template with:  

o AE Reference Number(s) 
o Status:  

▪ Confirm – Submit to Reinsurer 
▪ Reject – Send back to Cedant 

• For rejection, enter Remarks. 
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• Upload the completed Accounting Entry Status file. 

 

 

Outcome: 

• If approved, Accounting Entry moves to Pending for Additional Entries. 
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• If rejected, Accounting Entry is returned to Cedant for correction with email 
notification. 

• System displays confirmation message and enables file download. 
• In Uploaded File History, Successful and Failed counts are displayed at AE level. 

 

Step 3: Track Broker Status Uploads 

• Navigate to New Upload → Accounting Entry Status → Uploaded File History. 

 

 

• Search using File Name. 
• View list of uploaded files with:  

o File Name 
o Upload Date 
o Status 
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o Download option 

 

Step 4: Pending for Additional Entries 

• Navigate to Actionable → Pending for Additional Entries. 

 

 

• Only approved Accounting Entries are displayed. 
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• Broker can add additional entry codes for approved AE Reference Numbers only. 
• If no additional entries exist, Broker must still upload a zero-entry file to route the 

Accounting Entry to Reinsurer. 
• Download Accounting Entries using:  

o Export XLS (all records) 
o Download (selected records) 

• Click Upload Pending Additional Entries. 
• Download the template, add additional entries, and upload the file. 
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Step 5: Track Additional Entry Uploads 

• Navigate to Actionable → Pending for Additional Entries → Add Additional Entry → 
Uploaded File History. 
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• Search using File Name. 
• View upload details including:  

o File Name 
o Upload Date 
o Status 
o Download option to review success and failure reasons 

 

Step 6: Handle Return from Reinsurer 

• Navigate to Actionable → Return from Reinsurer. 
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• View Accounting Entries rejected by Reinsurer. 
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• Download and review rejected Accounting Entry details. 

Next Actions: 

• To Submit to Reinsurer or Send back to Cedant, follow Step 2: Approve / Reject 
Accounting Entry. 

• If Broker approves the Accounting Entry again, follow Step 4: Pending for Additional 
Entries. 

 

Step 7: View Accounting Entry 

• Navigate to View → Accounting Entry → View Accounting Entry. 
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• Search using required criteria to view Accounting Entries. 
• Use search and filter options to refine results. 

 

• Download data using Export XLS (all records) or Download (selected records). 
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• Accounting Entry status is displayed descriptively; final statuses include Approved by 
Broker/Reinsurer and Settled (post settlement). 

• Click on the AE Number to view:  
o Contract information 
o Accounting Entry summary and detailed breakup 
o Total Payable / Receivable value 

• Current AE status (e.g., New / Resubmitted) is displayed in the top header. 
• Click View Contract Details to open the related contract information for the selected 

Accounting Entry. 
• During export or download of the Accounting Entry, contract-related details such as 

Contract ID, Section/Layers, Broker Name, Reinsurer Name, and Share % will be 
displayed exactly as recorded in the respective Contract. 

• These details will be fetched based on the CPID entered at the time of upload, 
irrespective of the data provided in the upload file. 
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