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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 

• Log in with Cedant credentials. 
• Navigate to View → Accounting Entry → Pending for Accounting Entry. 
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• Review and download the CPIDs pending for Accounting Entry submission. 

 

Step 2: Initiate Upload 

• Navigate directly to New Upload → Accounting Entry. 
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Step 3: Download Relevant Accounting Entry Template 

Download the template based on contract and transaction type: 

A. Treaty (Proportional / Non-Proportional) 

• Template 1: Periodic / MDP Entries 
• Template 2: Claim / Recovery Entries 

B. Facultative (Premium / Claims) 

• Template 1: Premium Entries 
• Template 2: Claim Entries 

 

 

 

Step 4: Verify Template Version 

• Check the Template Version and Version Updated Date displayed beside the 
template name. 

• Review the informational Note shown before downloading. 
• Always use the latest template version. 
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Step 5: Populate the Template 

• Enter accounting data for the downloaded CPIDs. 
• Refer to field-level tooltips for guidance. 
• Ensure mandatory fields are completed correctly. 
• Avoid duplicate records. 
• Save the completed file in .csv format. 

 

Step 6: Upload the Accounting Entry File 

• Select the appropriate Document Type. 
• Upload the completed .csv file. 
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Step 7: Capture Upload Reference Number 

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

 

 

Step 8: System Validations 

The system performs the following validations: 

File-Level: 

• File format: .csv 
• File size: less than 5 MB 
• Record limit: maximum 5,000 rows 
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Step 9: Email Notification to Cedant 

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

 

Step 10: Track Upload Status 

• Navigate to New Upload → Accounting Entry → Uploaded File History. 
• View processing status for each upload. 

 

 

 
Step 11: Review Processing Results 

• Successful records: 
o AE (Accounting Entry) Reference Numbers are generated. 

• Failed records: 
o Reason for rejection is displayed. 
o Correct the data and re-upload, if required. 

 

Step 12: Routing to Next Stage 

• All valid accounting entries are routed automatically to the Broker or Reinsurer for 
next-stage approval. 

 

Step 13: View Accounting Entry 

• Navigate to View → Accounting Entry → View Accounting Entry. 
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• Search using required criteria to view Accounting Entries. 
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• 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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