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Creating a claim in Broker Xchange 

 

Broker Xchange Claims Workflow 
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A high-level overview, including 
screen shots has been outlined 
for each of the 11 steps on the 
following pages. 
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Select the Claims tab at the top of the Home screen and click ‘Add claim’:  

 

NB: You can also select ‘Add claim’ from the Policy Summary screen within ‘Quotes and Policies’ section 

of Broker Xchange 

 

Enter loss details and click ‘Find’: 

 

 

 

Select a valid policy from the search results or if no results are displayed then try searching again with a 

different date of loss. You will be notified if a claim cannot be created (e.g. if the policy is lapsed, 

cancelled, the policy version is in renewal for the date of loss entered or a claim has already been 

created with same loss details). Contact your QBE Claim Handler if you cannot find any valid policies. 

  

1 

2 

 

 

 

Click the ‘Client 
code’ link to 
search for a 

client  

 

Either a policy 
number or 
client code 

must be 
entered. The 

date of loss is 
mandatory. 
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Enter claim header information and click ‘Next’: 

 

 

Enter claim detail information and click ‘Next’: 

 

3 

4 

 

If there are multiple risks against the policy then  you will need to select one from the list. Additio nal 
details about the risk will be displayed to help yo u select the correct risk. 

 

 

 

 

Third party or document details are 
displayed once added. Click the text links 
to edit details or click delete to remove.  

Add estimates of the claim or fee reserves 
excluding GST and net of excess 
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NB: Dependent of the claim type entered, additional details not shown in the screen shot above will 

need to be entered (for example motor, liability, property, marine, personal accident / redundancy and 

warranty) .  

Some claims types have additional fields to assist you in entering claim details:- 

 

 

Motor and motorcycle claims 

 

 

 

Property claims 

 

 

 

Marine claims 

 

 

  

This drop down will be un -editable if only one vehicle and vehicle details wi ll be 
defaulted. If there are multiple vehicles on a poli cy then select the relevant vehicle 

from the drop down. If the vehicle is not in the li st then click ‘Update vehicle details’ 
and enter required information. The claim handler w ill be notified. 

This drop down will be un -editable if only one property  and situation of loss  details 
will be defaulted. If there are multiple properties  on a policy then select the relevant 

property from the drop down. If the property is not  in the list then click ‘Update 
property details’ and enter required information. T he claim handler will be notified. 

Vessel details are defaulted from the policy inform ation but if the information 
requires updating then click ‘Update vessel details ’ and enter required information. 

The claim handler will be notified. 
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Review the claim information from the claim summary screen. Click ‘Edit’ to view / update information 

(this will take you back to the claim header). 

 

 

To submit the claim to QBE, click ‘Submit claim’. Add any additional information in support of the claim 

(e.g. preferred assessor etc.) and click ‘Submit claim’: 

 

 

5 

6 

 

 

 

Additional comments for the claim handler are listed here  

Until the ‘Submit claim’ process 
has been completed no claim 

will be submitted to QBE 
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Once the claim has been successfully submitted, the claim summary screen will appear indicating a 

claim number, claim handler and any additional comments entered.  

 

You will also receive an email confirming the claim number and information (including attachments) 

provided to QBE. 

 

7 

Broker 
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To add new documents to a claim, click ‘Add document’ from either the ‘Claim summary’ or 

‘Documents’ page. The following screen will appear: 

 

Enter document details and click ‘Save’. The below message will be displayed while the file loads (this 

may take some time depending on the size of the file). Refresh the page by clicking to another tab and 

then back to ‘Documents’. 

 

Once the document has been uploaded, it will appear in the documentation list on the ‘Documents’ 

page and the QBE Claim Handler will receive email confirmation. 

 

NB: Documents added on the ‘Request an update’ or ‘Report a development’ page will also appear in 

this list.  

 

Once a new claim is submitted the QBE Claim Handler selected in step 3 will be notified and will review 

the claim and confirm progress or if additional detail is required. 

 

Any documents added through Broker Xchange will be reviewed by the QBE Claim Handler. See the 

‘Events’ or ‘Payment history’ page also for additional detail. 

 

8 

9 

10 

11 

 

Click the any of the header text to sort documents  Click the file name to view the document  

 


