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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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Worklist Screen

1. Expand the Worklist

Summary and click on 

the link to see all claims.

4. Open the claim by 

clicking on the document 

icon.
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3. The most recent 

claims appears in the 

Worklist.

2. This user has the 

profile of a COMP ELPL 

Claim Dispatcher.
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2. To send the claim to another 

organisation, click on the Re-assign 

button.

Claim Acknowledgement (Bottom half of screen shown only)

1. If the claim is sent to you in error, Acknowledge the 

claim and then Reject it.  Note that Acknowledgment 

is only applicable to EL & PL claims.
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Re-assign

2. Use the Back button if 

you want to cancel the 

re-assignment.

1. Click on Select 

Compensator.
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2. Click on Search.

Search Compensator

1. Enter the name of the 

Compensator, or the first 3 letters 

of the name.
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Search Result
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1. Press Select 

against the 

Compensator.
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Compensator Selected

1. Press the Assign button to 

send the claim to the selected 

Compensator.
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1. Press Continue, which will 

return you to the Worklist.

Claim Re-assigned
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Your Worklist
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1. This section 

shows a list of the 

Compensator User 

profiles to which the 

claim has been 

sent.
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Notification to Claimant Representative
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1. A re-assigned claim notification is sent 

to the Claimant Representative.
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Process History
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1. The Process History shows that 

the claim has been re-assigned. 
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COMP Team Leader and Claims Handler User profiles listed below share the same view 

of re-assigned claims:

COMP RTA Claim Handler Team Leader

COMP ELPL Claim Handler Team Leader

COMP RTA Claim Handler

COMP ELPL Claim Handler

COMP RTA Branch Claim Handler

COMP ELPL Branch Claim Handler

• The User re-assigning the claim is the only one who retains full visibility of it. 

• The exception being, the Team Leader who has the ‘Login as’ functionality. This 

means that they can sign in on behalf of other Users within the organisation and 

therefore have access to their view of re-assigned claims.

View of Re-assigned claims - COMP Team Leader and Claims 

Handler User Profiles
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View of Re-assigned claims for COMP Team Leader and Claims 

Handler User Profiles

1. To view the re-assigned claim, type the number of the re-assigned claim in the search tab

2. Select the search button, which will generate a read only view of the re-assigned claim

3. This displays the read only view which means you will not be able to take any action on the claim after re-assignment

4. When you click on this icon, you will be able to view the process history of the re-assigned claim

5. This icon will allow you to view the attachments for the re-assigned claim

6. This icon will allow you to view printable documents related to this claim
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View of Re- assigned claims for COMP Team Leader and Claims 

Handler User Profiles 

Shown here is the Process History of the re-assigned claim



www.claimsportal.org.uk 17

View of Re-assigned claims for COMP Team Leader and Claims 

Handler User Profiles 

1. In the attachment view, reached 

from the Worklist page, you can see 

notes related to the re-assigned 

claim

2. Once the title of the attachment is selected, 

the attachment will open and be viewable 
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View of Re-assigned claims for COMP Team Leader and Claims 

Handler User Profiles

This is a screenshot example of a read only view, which you can see 

once you click the icon from the worklist page.  

The document titles highlighted in blue, when clicked on, provide you 

with a full view of the printable document.
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COMP Dispatcher User profiles listed below share the same view of re-assigned claims;

COMP ELPL Claim Dispatcher

COMP RTA Claim Dispatcher

COMP ELPL Branch Claim Dispatcher

COMP RTA Branch Claim Dispatcher

• The visibility of re-assigned claims is the same for the above User profiles.  

• COMP Dispatcher User Profiles have limited view of re-assigned claims compared to 

COMP Team Leader and Claim Handler User Profiles.

• The visibility of the re-assigned claim will be locked down to the User within the 

Compensator organisation that re-assigned the claim.

View of Re-assigned claims for COMP Dispatcher User Profiles
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View of Re-assigned claims for COMP Dispatcher User Profiles 

1. To view the re-assigned claim, type the number of the re-assigned claim in the search tab

2. Select the search button, which will generate a read only view of the re-assigned claim

3. This displays the read only view which means you will not be able to take any action on the claim after re-assignment

4. When you click on this icon, you will be able to view the process history of the re-assigned claim

5. This icon will allow you to view the attachments for the re-assigned claim

6. This icon will allow you to view printable documents related to this claim
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View of Re-assigned claims for COMP Dispatcher User Profiles

Shown here is the Process History of the re-assigned claim
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View of Re-assigned claims for COMP Dispatcher User Profiles 

1. In the attachment view, reached 

from the Worklist page, you can see 

notes related to the re-assigned 

claim

2. Once the title of the attachment is selected, the 

attachment will open and be viewable 
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View of Re-assigned claims for COMP Dispatcher User Profiles

This is a screenshot example of a read only view, which you can see once 

you click the icon from the worklist page.  

Unlike COMP Team Leader and Claims Handler User profiles, who are able 

to view Stage 2 Settlement pack and Claims Notification Form (CNF) with 

Insurer Response documents (as shown above), COMP Dispatcher User 

profiles will only be able to view the CNF.

To view the CNF, you will need to click on the title indicated in blue (as seen 

above)


