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1. Introduction to Settlement 

 

Settlement is the process of finalizing financial transactions between involved parties, such 
as cedant, reinsurers, and brokers, by ensuring that all approved accounting entries (AEs) are 
accurately paid and recorded. It includes stages such as uploading settlement details, 
verification, approval or rejection, and final confirmation, thereby enabling smooth financial 
closure of transactions.

 

2. Pending for Settlement – Search & Download 

Step 1: Access Pending Settlement 

• Log in with Cedant credentials. 
• Navigate to View → Settlement → Pending for Settlement 
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Step 2: Search Functionality 

 

• Open the Advanced Search section. 
• Apply filters to view approved Accounting Entries (AE) pending for settlement. 
• In Company Name / Beneficiary Name:  

o Select values from a multi-select dropdown 
o Use the “All” option to view all records 
o Use the search field with type-ahead suggestions for quick selection 

• The system displays the first payable or receivable party as:  
o Reinsurer → For direct placement 
o Broker → For broker placement 

• The system excludes:  
o AE numbers where settlement is already initiated by the reinsurer or broker. 

 

 
 
Step 3: Download Options 

 

• Click “Export XLS” to download all records from the grid with the same columns in 
Excel format. 
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• Download Selected Records:  
o Select required records from the grid 
o Click the Download link to download each selected Accounting Entry as a 

single record with its respective net payable/receivable amount, along with the 
required columns for entry in the Settlement Template. 

 

 

3. Settlement Upload Functionality 
Step 1: Upload Settlement 

 

• Go to Menu → New → Settlement 
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• Click on Settlement Template under Download Template to download the 
settlement template. 

 

 

• Once the template is downloaded user needs to fill the below details in the settlement 
template : 

Column Name Description 

AE Number 
Mandatory field. Enter the AE Number for which the 
settlement needs to be uploaded. 



7 

Cedant Name 
Enter the Cedant name for the selected AE. The portal will 
not validate this field; it is for user reference only. 

Broker Name 
Enter the Broker name for the selected AE. The portal will 
not validate this field; it is for user reference only. 

Reinsurer Name 
Enter the Reinsurer name for the selected AE. The portal 
will not validate this field; it is for user reference only. 

Amount 
Enter the amount for the selected AE. The portal will not 
validate this field; it is for user reference only. 

Booking Currency 

Enter the booking currency for the selected AE. All selected 
AE numbers must have the same booking currency. 
Multiple booking currencies cannot be uploaded in a single 
file. 

Credit/Debit Note Reference 
Number 

Mandatory field. Enter the Credit/Debit Note Reference 
Number. 

Credit/Debit Note Date 
Mandatory field. Enter the Credit/Debit Note Date in DD-
MM-YYYY format. 

• Before saving the file please ensure the following:  
o Same Broker & Reinsurer across the file 
o Same Booking Currency for all records 
o No partial processing is allowed 
o  
o The selected AE numbers should have same booking currency. Multi booking 

currency cannot be uploaded in one file. 
o File to be saved in CSV format.  

• Entire file will fail if any record fails validation. After completing the file, click on “Click 
to Upload”.  

 

• Select the file from your browser. 
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• Once a file is attached, the Upload option is enabled. 
• Click on the Upload button to upload the file. 

 

• If validation fails, system shows the message:  
o “Errors were detected in the file you uploaded. Kindly re-upload the complete 

file with the correct information.” 



9 

 

• On clicking the “OK” button, the grid will be displayed showing the File Status and a 
Download option (available only if the file has failed). 

 

• On clicking the Download option, the failed uploaded records will be downloaded 
along with detailed error reasons in the Remark column. 

 

• After reviewing the error reasons, make the necessary corrections and re-upload the 
file. 
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• On clicking the Reset button, a pop up message will be displayed with yes and no 
option. 

 

• On selecting ‘No’ option, the user will remain on the same page. 

 

• On click of ‘Yes’ option, the user will be redirected to Upload new settlement page from 
where the user can re-upload the settlement on failure. 
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• After making the necessary correction in the file. User will re-upload the file. 
• On successful file upload, the Add Transaction Details button will be enabled. 
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Step 2: Add Transaction Details  

 

• Click on Add Transaction Detail 

 

• The Transaction Details section will be displayed, where the user needs to enter the 
settlement transaction details. 

• Enter the Transaction Number, Transaction Date, Transaction Currency, 
Transaction Amount, Settlement Amount (as per booking currency), and Remarks. 
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• The user can click on “Add New Row” to add multiple transactions. 
• In case of logout or system shutdown:  

o Entered data will be lost 
o User must restart the upload process 

• Ensure that the total amount of the selected AE matches the total settlement amount 
in booking currency; partial settlement is not allowed. 

• If the total amount of the selected AE and the total settlement amount in booking 
currency does not match, an error message will be displayed. 

• The Submit button is enabled only when the total AE amount matches the total 
settlement amount. 

 

• On clicking the Submit button, a confirmation popup will be displayed with Yes and No 
options. 
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• On clicking No, the user remains on the same page. 
• On clicking Yes, the transaction details will be submitted successfully and sent for 

approval to respective user. 

 

• On successful submission, system displays: 
o “Settlement has been submitted successfully and sent for approval to the 

beneficiary. Settlement Reference Number: #XXXX” 
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• The user can view the status of the settlement on the View Settlement page against the 
generated Settlement Reference Number. 

• On clicking Cancel, a confirmation popup will be displayed. 

 

• Selecting Yes clears the entered data and redirects to the Upload New Settlement 
page. 



16 

 

• While selecting No keeps the user on the same page. 

 

 

4. View - Settlements  

Step 1: View & Download 

 

• Go to View → Settlement 
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• Select View Settlements 
• Use Advanced Search to apply filters 
• View the list of settlements along with their status as attached in the Annexure I 
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• Click “Export XLS” to download all records from the grid with the same columns in 
Excel format. 

 

• Download Selected Records:  
o Select required records from the grid 
o Click on the Download link to download the transaction details for the 

selected AE in detail along with the Settlement Reference Number. 

 



19 

 

• On clicking the Settlement Reference Number, the user can view the selected AE 
details along with the transaction details added. 

• The system displays the Status of settlement under the Settlement Status section. 

 

• If the status is Rejected, the system displays the Status and Rejection Remark 
columns under the Settlement Status section. 
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• On clicking the AE Number, a confirmation popup will be displayed. 
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• While selecting No keeps the user on the same page. 
• Selecting Yes, opens the Accounting Entry in a new tab. 
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• The user can also view approved or rejected settlements by the broker/reinsurer through 
the bell icon on the dashboard. 

 

• On clicking on bell icon all the notifications will be displayed. On clicking on the 
Settlement, all the actionables and approved/rejected settlements will be displayed. 
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• On clicking on View button, the settlement details will be displayed. 
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5. Actionable – Settlement Pending for Approval 
Step 1: Approve/Reject Settlement 

 

• Go to Actionable → Settlements Pending for Approval 
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• View settlements uploaded by Broker/Reinsurer for approval 
• Use Advanced Search filters to refine results 
• Click “Export XLS” to download all records from the grid with the same columns in 

Excel format.  

 

• Download Selected Records:  
o Select required records from the grid 
o Click on the Download link to download the transaction details for the 

selected AE in detail along with the Settlement Reference Number. 
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•  On clicking the Settlement Reference Number, the transaction details will be 
displayed. 

 

• On clicking Approve, the system displays a confirmation message: “Are you sure you 
want to confirm receipt of the full and final amount of XXXX?” with Yes and No options. 
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• On clicking Yes, the system displays “Settlement has been successfully approved.” 
• The settlement is approved, the status is updated, and it can be viewed by the 

opposite participant. 



28 

 

• While selecting No keeps the user on the same page. 
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• On clicking Reject, the system displays a confirmation message: “Are you sure you want 
to reject the transaction?” along with a Rejection Remark field and Yes/No options.  

 

 

• The Yes button is enabled only after entering the rejection remark which is mandatory.  
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• On clicking Yes, the settlement is rejected and an email is sent to the other participant 
to re-upload the settlement. 

 

• While selecting No keeps the user on the same page. 
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6. Annexure I 

 
Status – Settlement  

 
Sr.No Status Description 

1 Settlement pending for submission  

Accounting Entry is approved by 
reinsurer, now it will be 
available for settlement for 
cedant and reinsurer. It will also 
reflect in Settlement pending for 
submission list. 

2 Broker – Payment receipt confirmation pending. 

Settlement is uploaded by 
Cedant/Reinsurer, now it will be 
available for settlement 
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approval/rejection for broker in 
the Settlement pending for 
approval list. 

3 Broker - Payment receipt confirmed  

Settlement is approved by the 
broker, now it will be available 
for settlement for broker. It will 
also reflect in the Settlement 
pending for submission list.  

4 Reinsurer – Payment receipt confirmation pending 

Settlement is uploaded by 
broker/cedant to reinsurer, now 
it will be available for 
settlement approval/rejection 
for reinsurer. It will also reflect 
in the Settlement pending for 
approval list. 

5 Cedant – Payment receipt confirmation pending 

Settlement is uploaded by 
broker/reinsurer to cedant, now 
it will be available for 
settlement approval/rejection 
for cedant. It will also reflect in 
the Settlement pending for 
approval list. 

6 Cedant - Payment receipt confirmed  

Settlement is approved by 
cedant. It will reflect in the View 
Settlement list. 

7 Reinsurer - Payment receipt confirmed  

Settlement is approved by 
reinsurer. It will reflect in the 
View Settlement list. 

8 Settlement rejected by cedant  

Settlement is rejected by 
cedant, now it will be available 
for settlement re-upload. It will 
reflect in the Settlement 
pending for submission list.  

9 Settlement rejected by broker 

Settlement is rejected by 
broker, now it will be available 
for settlement re-upload. It will 
reflect in the Settlement 
pending for submission list.  

10 Settlement rejected by reinsurer 

Settlement is rejected by 
reinsurer, now it will be 
available for settlement re-
upload. It will reflect in the 
Settlement pending for 
submission list.  
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