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Overview
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The re-assign function must only be used in the following 

circumstances:

1. To forward a claim to a brand within your organisation

2. To forward a claim to a Third-Party Administrator (TPA) handling 

claims on behalf of your organisation

3. If you are a TPA, to forward a claim to an Insurer/Compensator 

organisation you are handling claims on behalf of
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The re-assign function must not be used in the following 

circumstances:

1. To forward a claim to an external Insurer / Compensator not linked 

by brand to your organisation

2. If you are a Third-Party Administrator (TPA) to forward a claim to 

another TPA

Where these options occur, the claim/s should be rejected, returning 

them to the Claimant Representative for resubmission to the correct 

Compensator/Insurer.

Note:  

The use of the Re-assign functionality is monitored for mis-use.
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Select ‘My Worklist’ from the home screen of your user profile.  Open the relevant claim by clicking the document icon. 
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If the claim is sent to you in error, select ‘Claim decision’ and then ‘Reject’
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To send the claim to another Organisation, click on ‘Claims actions’ and then ‘Re-assign’
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Select ‘Confirm’
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Press ‘Select insurer’, then type the name of the insurer. The results will appear as above.
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Select the appropriate insurer and then press ‘Assign’ 
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This will take you back the overview screen of the claim.
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The claim will no longer be visible in your worklist.
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The Claimant Representative will receive a notification advising of the claim being re-assigned. 
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