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1. Introduction to Accounting Entry  

 

This section describes the Reinsurer’s role in reviewing and acting on Accounting Entries. 
Reinsurers can view pending Accounting Entries, download and review entry details, and 
provide Approve or Reject decisions using a standardized status upload process. Based on 
the decision, the Accounting Entry is either sent back to the Broker/Cedant for correction or 
marked as approved, completing the accounting flow. 

 

Step 1: View Pending Confirmation 

• Navigate to Actionable → Accounting Entries Pending Approval. 

 

 

• Use Advanced Search to locate Accounting Entries using AE Reference Numbers. 
• On search, the system displays Accounting Entries pending approval based on the 

criteria. 
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Step 2: Review Pending Accounting Entries 

• Select the AE Reference Number to review pending approvals. 
• Download and review entry details:  

o Click Export XLS to download all records. 
o Select specific AE Numbers to enable the Download link for selected records 

only. 
• Click on Upload Accounting Entry Status button to upload the Accounting Entry 

Status or refer Step 3. 

 

 

Step 3: Approve / Reject Accounting Entries 

• Navigate to New Upload → Accounting Entry Status. 



5 
 

 

• Download the Reinsurer Status Template. 

 

 

• Populate the template with:  
o AE Reference Numbers 
o Approve / Reject decision 
o Remarks (mandatory for rejection) 



6 
 

 

 



7 
 

 

• Upload the completed file for processing. 

 

Step 4: Upload Processing Outcome 

• If validations pass, AE status is updated successfully, and a success message is 
displayed. 

• A Download button is available to download the processed file. 
• If any record fails at AE level:  

o Valid records are processed successfully. 
o Failed records are marked with reason for failure. 

• In Uploaded File History, Successful and Failed counts are displayed at AE level. 
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Step 6: Track Uploaded File Status 

• Navigate to New Upload → Accounting Entry Status → Uploaded File History. 
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• Search using File Name. 
• The system displays:  

o File Name 
o Upload Date 
o Status 
o Successful Records 
o Failed Records 
o Download option for review 

 

Step 7: Post Approval / Rejection Flow 

• If Reinsurer Rejects the Accounting Entry: 
o Sent to Broker (for through-broker placement) 
o Sent to Cedant (for direct placement) 

• If Reinsurer Approves the Accounting Entry: 
o Accounting Entry flow is completed. 

 

Step 8: 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/Rejected 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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