General Insurance Council

Together We Serve




1.

INTRODUCTION TO ACCOUNTING ENTRY CREATION.....cuieiiieiiiieiiiieceirececrrecensacesecansecncsannns 3
STEP 1: ACCESS PENDING ACCOUNTING ENTRIES ....cttuiiiieeitieeeieerieerteesteetteerenessnesessnsessnesssnsssnnssssnsessnnesnns 3
STEP 2: INITIATE UPLOAD .. ttuitteetieetteetteeetteeetteetteeteneesenesssassrenasesassssnsssensersnssssnssssnsessnssssnssssnnsssnsessnnesnnn 5
STEP 3: DOWNLOAD RELEVANT ACCOUNTING ENTRY TEMPLATE ..cuuutttuertieeeteeerteeertieeenneesssersnsessnsesnnsessnsessnsesnns 6
STEP 4: VERIFY TEMPLATE VERSION ...etuitteittteetteeeteettneeeseessesesssessnsessnssssnsessnssssnssssnssssnssssnssssnssssnsesnessnns 6
STEP 5. POPULATE THE TEMPLATE cttutttuettteetteettueeeteeetueessaeesnesessneessnsessnssssasessnssssnssssnssssnssssnssssnnsssnsesnnsssnns 7
STEP 6: UPLOAD THE ACCOUNTING ENTRY FILE «.evtuiiiiiiiiieeiiieeiiee et eeieeetteeetteeeeteeeneesaeestaesanneesnnnsssnnasnnnesnns 7
STEP 7: CAPTURE UPLOAD REFERENCE NUMBER. ... ceuuiitieettieeetneertieertaeeseneesnneessnesssneessneessnsesssesnneessnsessneesnns 9
STEP 8: SYSTEM VALIDATIONS. cttuteetuuietettuneeettuuseeteunseesunsseserssssseessssssesssssssesssssssssssssssesssnssssssssssssssssssses 9
STEP 9: EMAIL NOTIFICATION TO CEDANT «tttuutetttueeettunseeetuneeertnnaeeesssnssessssssseessssssssssssssssssssssessssssesssnnssses 10
STEP 10: TRACK UPLOAD STATUS ... ttttuitetttietettuneeeetuneseetsuneseesunssseessssssesssssssssssssssssssssssssssssssssssssesssnnssses 10
STEP 11: REVIEW PROCESSING RESULTS ..tttuuiititieeettuueeettuneeeerunnaeeesennssessunnsesersnssessssnnssesssnsssssssnnsesssnnneses 10
STEP 12: ROUTING TO NEXT STAGE...ctuuutittuietettuueeetttuieseettueeeeerunnseeesesnasesssnnsesessnsesssssnsssssssnssssssnnssssnnnssees 10
STEP 13: VIEW ACCOUNTING ENTRY .ttuiiiittieeieiiieeeettieseettteeseettuneeesssnsseessnnssesssnnsessssssssessssnssesssnnsessnnnnsaes 10



1. Introduction to Accounting Entry Creation

This section provides a step-by-step guide for Cedant users to create a New Accounting
Entry in the system. The process begins with identifying CPIDs pending for Accounting Entry
Submission, downloading the appropriate accounting templates, populating them with
required data, and uploading the files for processing. The system performs validations,
generates Accounting Entry reference numbers for successful records, and routes valid
entries to the Broker or Reinsurer for the next stage of approval.

Step 1: Access Pending Accounting Entries

e Loginwith Cedant credentials.
o Navigate to View > Accounting Entry » Pending for Accounting Entry.

Dashboard

Total Completed Contracts Contracts in Progress
Admin H [:J Jf‘
8 22 167

Actionable
New Upload Reinsurance Type Contracts Distribution

View
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ETASS Reinsurance L‘G o

View Accounting Entry

4 entries that are peding

Accounting Entry Pending for Submission View Accounting Entry
Search for contract placements that have compieted the View status of your accounting entry using accounting
approval process " entry rafarance number or advance search,

View Accoun Entry > |

ETASS Reinsurance o MDemoCedant S

@ > View > Accounting Entry

Accounting Entry Pending for Submission

Contract ID Reinsu Type Participant name
[j Enter here Enter here Plesse select v Enter here
Treaty Numbér/Policy Nu Contract Type Crested Date From Crested Dat

Enter hera Ploase salect v DD/MMIYYYY B8 DO/MMIYYYY a

Reset




ETASS Reinsurance ‘ . ‘Demo Cedant LP o
@ » View > Accounting Entry

Accounting Entry Pending for Submission
» Advance search

List of contract placements

Contract placer  Contract 1D Reinsurance typ  Treaty Number/ Cedant Name Broker Name Reinsurer Name Contract Name) Contract type Created on Start date End date
CPI4se7 CI0363924.. Fire Surplus. CID373829 HDFC Ergo ACME Insur... Universal s Name Treaty Surplus 01-Apr-20. 01-Apr-20.. 31-Mar-2
CP34567 CID364432 Fire quota 2. CID363924, Universal s ACME Insur.. Future gen.. Treaty Name Quota 10-Dec-2. 10-Dec-2 10-Dec-2

4567 €l0783922 Engineering.. CID364432 Future gen. ACME fnsur.. Godigit Name Treaty Quota 10-Dec-2 10-Dec-2 10-Dec-2

4567 CID373829 Fire additio CID783922 Godigit ACME Insur. Refiance ge. Name Treaty Quota 10-Dec-2. 10-Dec-2 10-Dec-2

Cl0372992 Fire quota 2. CiD372992 Reliance ge. ACME Insur.. SBI General Name Treaty Quota 10-Dec-2 10-Dec-2 10-Dec-2
ClD628768 Engineering.. C10628768 S8I General ACME Insur... Godigtt Treaty Name 10-Dec-2. 10-Dec-2 10-Dec-2
CP3AS6Y CiD978787 Engineering.. Cip7679811 Godigit ACME Insur, S$BI Generat Name Treaty Surplus 10-Dec-2. 10-Dec-2. 10-

CPI4567 CID767169 Engineering.. cip97erar SBI General ACME Insur. Reliance ge. Treaty Name 10-Dec-2 10-Dec-2. 10-Dec-2.
CPaase7 CID786189 Fire additio, CID97T1679 Reliance ge.. ACME Insur. HOFC Ergo Name Treaty Quota 10-Dec-2. 10-Dec-2. 10-Dec-2.
CPI4567 CID7679811 Fire additio. CID767169 HDFC Ergo ACME Insur. Reliance ge. Treaty Name Quota 10-Dec-2. 10-Dec-2. 10-Dec-2.
CPIAGET CID198776 Fire additio CID786189 Reliance ge. ACME Insur. HDFC Ergo Name Treaty Quota 10-Dec-2 10-Doc-2 10-Dec-2
CPI4567 CID97167% Fire additio CID198776 Reliance ge. ACME Insur.. Godigit Treaty Name Quota 10-Dec-2 10-Dec-2 10-Dec-2

¢ Review and download the CPIDs pending for Accounting Entry submission.

Step 2: Initiate Upload

o Navigate directly to New Upload > Accounting Entry.

Cedent View Reinsurer View

Dashboard

Total Completed Contracts Contracts in Progress

Admin E 22 g 167

New Upload Reinsurance Type Contracts Distribution

16

14

12

10

g 8

/ E 6

v 4

View 2
] 0 [ ey _ _/

Blank CAT Xol Marine Cargo Pool Risk Xol Surplus
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Download the template based on contract and transaction type:
A. Treaty (Proportional / Non-Proportional)

e Template 1: Periodic / MDP Entries
o Template 2: Claim / Recovery Entries

B. Facultative (Premium / Claims)

e Template 1: Premium Entries
e Template 2: Claim Entries

O ETASS Reinsurance ? e

(O > Upload New Accounting

Upload New Accounting

Document Type v ]
Download Templates Latest Version Date
Treaty General Entry. 30-12-2025
Click to Upload
Treaty Claim Recovery 30-12-2025
(Support .csv) i
Pie B sceZaiB i FACChim 29-11-2025
L FAC Premium 29-11-2025
Note: Please check the template versions before uploading the AE.
Back Upload
R t download history ®

M TreatyGeneralEntry.xlsx
12.1 MB « Done

e Checkthe Template Version and Version Updated Date displayed beside the
template name.

e Review the informational Note shown before downloading.

e Always use the latest template version.



. ETASS Reinsurance hd e

@ > Upload New Accounting

Upload New Accounting

Document Type v ]

Download Templates Latest Version Date
Treaty General Entry 30-12-2025

Click to Upload
Treaty Claim Recovery 30-12-2025

(Support .csv) :

Max.File size: 20 MB FAC Claim 29-11-2025

FAC Premium 29-11-2025

Note: Please check the template versions before uploading the AE.

e Enter accounting data for the downloaded CPIDs.
o Referto field-level tooltips for guidance.

e Ensure mandatory fields are completed correctly.
e Avoid duplicate records.

e Savethe completed file in .csv format.

e Selectthe appropriate Document Type.
e Upload the completed .csv file.

ETASS Reinsurance (QA) @ e

O > Upload New Accounting

Upload New Accounting

I { Treaty General Entry b ”
Download Templates Latest Version Date
Treaty General Entry: 30-12-2025
Click to Upload
Treaty Claim Recovery 30-12-2025
(Support .csv)
Max. File size: 20 MB FAC Claim 29-11-2025
FAC Premium 29-11-2025

Note: Please check the template versions before uploading the AE




ETASS Reinsurance (QA)

() > Upload New Accounting

Upload New Accounting

£ 0

Treaty General Entry v l
Download Templates Latest Version Date
Treaty General Entry 30-12-2025
2::::2:;‘1 Treaty Claim Recovery 30-12-2025
piax. Fie gz 204D FAC Claim 20-11-2025
FAC Premium 29-11-2025
Note: Please check the template versions before uploading the AE
Back Upload
@ Open X
T ‘ > ThisPC » Downloads v O Search Downloads el
[_ Organize v 1‘ New folder Bz ™M @
@ OneDrive 2 Name Date modified
I This PC v Today (1)
¥ 3D Objects i TreatyGeneralEntrySwissreupload 30-01-2026 14:49
[ Desktop > Earlier this week (3)
Documents > Allong time ago (24)
‘ Downloads
D Music
[&] Pictures
B videos
e 0S(C)
- DATA (D:)
U Y I ) >

File name: | TreatyGeneralEntrySwissreupload

v| {Microsoft Excel Comma Separa V|

I \' Cancel |

I Open




ETASS Reinsurance

@O > Upload New Accounting

Upload New Accounting

20

Treaty General Entry v ]

Click to Upload

(Support .csv)
Max. File size: 20 MB

(@ TrestyGeneraEntrySwissreuplosd.csv
4868

@h

Note: Please check the template versions before uploading the AE

Download Templates

Treaty General Entry:
Treaty Claim Recovery

FAC Claim

FAC Premium

Latest Version Date

30-12-2025

30-12-2025

29-11-2025

29-11-2025

e Upon successful upload, the system generates an Upload Reference Number.

@ Success

Your file has been received and will be processed shortly. Please use the
provided reference number to track the status of your file.

Reference number: SR130012026T01145518

The system performs the following validations:
File-Level:
e File format: .csv

e File size: lessthan 5 MB
e Record limit: maximum 5,000 rows



e System sends an email notification with:
o Upload status
o Upload Reference Number

e Navigate to New Upload 2> Accounting Entry > Uploaded File History.
e View processing status for each upload.

* Uploaded File History

Q Search

File Name Upload Reference Number Upload Date Result Download
Uploaded

FACClaimEntry5.csv HR130012026T03113601 30-01-2026 P &
Successfullly
Uploaded

¥ HR1 1 104171831 -01- &
end supp.csv R129012026T0417183 29-01-2026 il s
FACPremiumEntry 29-01.csv HR129012026T04165125 29-01-2026 Processed With Error &

e Successful records:

o AE (Accounting Entry) Reference Numbers are generated.
e Failed records:

o Reason for rejection is displayed.
o Correctthe data and re-upload, if required.

e Allvalid accounting entries are routed automatically to the Broker or Reinsurer for
next-stage approval.

o Navigate to View > Accounting Entry > View Accounting Entry.
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Reinsurer View

Total Completed Contracts Contracts in Progress
Admin = =
- 22 8 167

Actionabl

Reinsurance Type Contracts Distribution

16

Manual 4

ETASS Reinsurance bﬂ °

View Accounting Entry

View scoounting entries that ate pending for subn ng entries.

Accounting Entry Pending for Submission View Accounting Entry
Search for contract placements that have compieted the View s
approval process.

HE

f your accounting entry using accounting
. entry rafarance number or advance search,

ETASS Reinsurance (QA) l@ e

Q cco g Entr

+ Advance search

Accounting Entry Template Participant Name AE Type AE Reference Number
Treaty General Entry v Enter here Please Select by Enter here

Entry Date From Entry Date To
dd-mm-yyyy a] dd-mm-yyyy a]

Reset

e Searchusing required criteria to view Accounting Entries.

11



e Use search and filter options to refine results.

ETASS Reinsurance

© > View > Accounting Entry

View Accounting Entry
+ Advance seorch

List of Accounting Entries.

AE Number 4 AETye Company Code Codant Name Broker Name. Reinsurer Name. oo ContractiD Contract Type Entry Date status

ACME insuranceSioking Servees
@) 1414 " Hannoer Re e . ¥ APBLEINC 1R1242560C009 130120 Rejected By Reircurer
0O 1578 WAt Hannover Re S Suiss e AppLEINC VRI2425FAC009 21012028 Pencing Reis

1579 R Hannover R ABRLEING HRI2425FAC009 21012026 Pending Reinsurecs

ACME InsuranceSiaking Servicesp
R larmover Re 55 Swiss Re APPLEINC HR12425FAC008 21012028 Pending Reiraue:

O

ACO085R101-582 WR1 Harwover Re ACME Insurancefioling Sendes? g pios Re APRLEINC WR12425FAC008 21012028

ding Reinsurer's Approvst

ACO095R101-581 e larmover Re Ak imrmeintoatedal. e APPLEINC HR12425AC008 21012028 Pending Reinsurer's

ACME InsuranceSroking Servieesp 2
a5 a1 larnover Re ¢ Swiss R APPLEINC HR12025FAC009 21012026 Pending Reisuree's A

« A e o e a— o200

ACME Insurancelioking Servicesp.
larnover Re o Swis R APRLEINC HR12025FAC009 21012026

8 B8 | B g

ACME insuranceBroking
1

Jrame

(]

ACO0BSR101-588 Has Hannover Re Swiss R APRLEING 1R12425FAC009 21012028

Showing 1 to 10 of 259 placements

o Download data using Export XLS (all records) or Download (selected records).

ETASS Reinsurance f20

Q) > View > Accountiog Entry

View Accounting Entry

» Advance search

List of Accounting Entries

Q Search ot | ]
Contract Name/insures

Company Code Cedant Name Groker Name Reinzurer Name = Contract 10 Contract Type EntryDate stz
] [ ] e ]

ACME Insuranceraking Services?
Has Hannover Fe. G Swiss e APRLEINC HR12425FAC009 13.01-20 Rejected By Reir

AE Number =

o1-578 a1 annver e ABRLEING 1126250009 21.01.2006 encing Reinsure’s Apgrove

B o157 " am— Swiss e ABPLE NG 112625009 2101202 ending Rineure s Agprovs
ACHE insurancedroking Sencesp . :

o =« 510158 "t — Swiss e ABRLEINC IR2625C008 21.01200 encing Rinaure

L

(m} MRS Hannover Re Mo poncabeck APPLEINC HR12425FAC009

B8 HRY {annover Re Swiss Re APPLEINC HR12425FAC009 21-01-2026 Pending Reinsurer’s Apge

D 3 589 MRS Hannover Re. ::;MK s bl Swiss Re. APPLE INC HR12425FAC008 21-01-2026

Showing 1 to 10 of 259 placements « a2 4 .

12



ETASS Reinsurance &’ e

@ > Accounting Entry > AE Number

AE-HR12425FACO09SR101-414

Contract Information

HRI2425FAC009 APPLEINC 1CICI29122025 2025 - 2025

01-03-2025 30-12-2025 Hannover Re Swiss Re

ACME InsuranceBroking ServicesP Ltd 6o% HR12425FACO09SRION INDIA

Accounting Information

New ASDI12345 broker Reins788

EnryCode  EntryNeme Currency Symbol Remerk Amount

Remark : Ok

e Accounting Entry status is displayed descriptively; final statuses include Approved by
Broker/Reinsurer and Settled (post settlement).

e Clickonthe AE Number to view:

o Contractinformation
o Accounting Entry summary and detailed breakup
o Total Payable / Receivable value

o Current AE status (e.g., New / Resubmitted) is displayed in the top header.

e ClickView Contract Details to open the related contract information for the selected
Accounting Entry.

e 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.

e 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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