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Automated Workflow Tool 
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MN Xchange 
 
AIG’s single source of all Network Partner placement, policy, claims and premium bordereau information.   



High Level Process Overview 
 

1 AIG business submits an 

accurate and complete 

request in OMeGA. 

Network Managers 

review, approve and 

release to Xchange 

2 MN Xchange  receives 

request and sends email 

notification  to portal 

users that new request is 

in workbasket 

3 Review request details 

via MN Xchange 

 - accept / reject request  

 - draft and upload policy 

 - enter premium   

remittance details 

Submit Claims Loss 

Notification Document 

via  MN Xchange 
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Pre Bind 

validations will 

be handled 

outside of MN 

Xchange 

MN Xchange sends email 

notifications to AIG as 

placement status changes, 

updates Client portal and 

internal AIG systems 

automatically.  

MN Xchange sends email 

notifications to NPs when 

policy draft is reviewed or if 

there is an escalation.  
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MN Xchange sends email 

notifications to NPs when 

a new placement is 

available for acceptance 

and when documents are 

added.  



US/Canada PO:  

 

NUFIC 

China PO:  

 

AIG 

China 1. Home Dashboard Overview 
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Login  
 

www.aig.com/multinationalportal/np 
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For compliance purposes, 
this box will need to be 
checked each time you log 
on to the Xchange 

To log on – enter 
email and password  

If you have technical 
issues, need password 
reset or require additional 
users please contact: 
MultinationalPortalSupport
@aig.com 

http://www.aig.com/multinationalportal/np
mailto:MultinationalPortalSupport@aig.com
mailto:MultinationalPortalSupport@aig.com


Home Dashboard – Overview  
Home dashboard is your own “Workbasket to identify, prioritize and track progress   

all in one place. 

6 

Search/filter bar 

Menu bar 

Displays your current 
filters 

Policy level view of items 
in “Workbasket” . Click 
on Omega ID # to action 
request 

Renewal Pipeline 

View your open 
Escalations by clicking 
on the numbers 

Advanced Search – to 
search using additional 
filters 



Home Dashboard – Workbaskets 
Workbasket to track the lifecycle of policy acceptance, issuance and premium 

remittance. Track against Service Level Agreements. 

 

ROW PO:  

 

AEL 
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Request status column 
headings are clickable to 
update the detail for that 
workbasket 

Action required: 
 
 New – review capabilities, 

policy details and financial 
calculations and accept or 
reject. 
 

 Rejected –  sent back to 
AIG in need of revision or 
additional information.  
SLA’s will reset when the 
new instructions are 
received 
 

 Issue Policy – wait for 
policy to be uploaded in 
portal and issuance details 
to be entered 
 

 Remit Premium – local 
collection information 
pending 
 

 AIG Remit Premium – 
centrally collected 
premium due to be paid to 
Network Partner 
 

 Complete – require no 
action unless there are 
claims submitted 
 

 



Home Dashboard – Workbasket Actions 
 

Export placement details 
into excel to pivot or 
support internal reporting 

Click on OMeGA ID to be 
directed to terms & 
conditions 

Click on any title to filter placements 

Click on each Action Required 
Title to see details below 
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Home Dashboard – Result Details  

Navigation 
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Increase number of entries 
displayed. Options include 
10, 25 or 50 entries. 

Go to page will allow you to 
scroll through all the entries 
in the category 



Home Dashboard – Renewal Reporting 
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Click on the chart link  labels 
to update the summary at the 
bottom of the page with 
detail records. 

Renewal Pipeline provides a 
proactive view of upcoming 
renewals starting 180 days 
prior to expiration.    
 

Once the renewal transaction 
is received in the “New” 
workbasket, it will move out 
of the Renewal Summary. 



Home Dashboard – Screen 
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Plus symbol indicates the fields 

has multiple options, click to 

view 

Select options and click Apply 

To search with changed 

options, click SEARCH 

Click the Default View link to 

reset search values to original 

logon view 

Search will refresh rest of the 

screen such as Current Section 

and the Summary sections 

Search for a specific OMeGA 

ID – remove spaces before or 

after if you copy and paste    

 

Account name or Named 

insured search will predict 

result as you type 



 

Home Dashboard – Advanced Search 
Use the Advanced Search screen to further refine your selection. It offers 7 additional 

search options and 40 additional reporting fields 
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Click box and Export All to 
download all available data 
elements in to Excel. 
 
Click specific records and 
Export to download those 
transactions 

Enter values and click 
SEARCH. The records that 
match the search criteria 
will display at the bottom of 
the screen 

Click HOME to navigate back 
to dashboard screen 



US/Canada PO:  

 

NUFIC 

China PO:  

 

AIG 

China 2. Accept/Reject Requests 
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Home Dashboard – Review  

Placement to Accept/Reject 
 

Click New or New Detail 
Tab to action the request 

Bottom chart refreshes with 
New Request Status 
underliers 

Click OMeGA ID to see 
NPPRF and review terms & 
conditions. 

14 



Home Dashboard – Notification on a request 
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Email Notification of a new 
request sent to Network 
partners 



New Detail Tab 
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Click on the New Detail tab 
to view status of “New” 
workbasket. 
 
Pending Network Partner 
to review placement and 
accept or reject 
placement. 
 
Network partner has 
reviewed terms & 
conditions but is waiting 
for final acceptance due to 
pending information from 
Client or Broker 



Policy Acceptance/Rejection 
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If placement details and 

financials are ok, click Accept 

policy 

If changes are required to the 

Terms & Conditions  or 

Financials on the NPPRF,   

click Reject, select rejection 

reason, attach support and 

submit 

Click CLOSE to leave page with 

no action taken 

Click on NPPRF button to view 

and download placement 

details 

Click Download & Upload 

Docs and retrieve any 

attachments 

Review forms terms & 

conditions, financial calculations 

and supporting schedules 



Network Partner Policy Request Form 
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NPPRF report to view and 

download pdf containing 

placement Terms & 

Conditions for review for 

policy acceptance 



Acceptance 
 

Click ok to Accept Placement  

Click Cancel not to Accept 
Policy  and close screen 

19 

If placement Terms & 
Conditions and financials are all 
correct, click Accept policy. 
 
Any open client broker review 
pending items need to have an 
end date to close before 
clicking acceptance. 
 



Policy Rejection Reason 
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If the Terms and Conditions 
or Financials are not correct 
select Reject reason and add 
comments 

Upload support document  
only if required for 
additional detail 

Click SUBMIT to save and 
send notification message to 
AIG contact 

Click CANCEL to exit screen 
without changes taking 
effect and return to prior 
screen 

Scroll to see other reasons 
for the rejection and 
choose the reason(s) that 
apply. 
 
Use “Other” only when 
none of the others apply   
 
Add comments to provide 
detail for the rejection 



Open/Close Pending Client/Broker review 
Client / Broker review allows the Network partner to notify AIG that there is information 

pending from either the Client or Broker before they can accept the placement. 

 
Click  Client/Broker 
Review link to notify 
AIG of pending 
issues.  
• Client/Broker is 

reviewing before 
acceptance  

• KYC/AML 
documents are 
missing 
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Client/Broker Pending Review 
 

To open  a Pending review 
Click on the “Add New” 
button and enter the 
review reason, start date 
(when they contacted the 
local client or broker) and 
comments as required.     
 
Click the save button to 
save the comment and 
trigger the email to notify 
AIG 

Click drop down menu to 
select review reason 
 
The start date of “New” 
Client / Broker review 
must be after the NP 
instruction received date 
 
Client / Broker review item 
must enter “Review End 
Date” before acceptance, 
rejection or policy issuance 
can be completed.  End 
date can not be future 
dated. 

Multiple Client/Broker 
review items may be 
opened for the same 
transaction as required but 
only one may be open at a 
time for the same reason 
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US/Canada PO:  

 

NUFIC 

China PO:  

 

AIG 

China 3. Policy Issuance 
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Home Dashboard – Update Policy  

Document Information 
 

Click Issue Policy Detail Tab  
or  
Click Issue Policy in 
Dashboard  to action 

Bottom chart refreshes with 
Policies pending issuance  

Click OMeGA ID to attach 
policy and insured invoice 
documents 
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Issue Policy Detail Tab 
Tracks summary of policy issuance by action and definition 
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Changes in the status of 
the policy documents 
which are uploaded in MN 
Xchange will automatically 
move the transaction to 
the correct sub-
workbasket.   

Sub work baskets statuses/ 
grouping:  
 
- Pending Draft Policy - 

partner to upload a draft 
or final policy document 
 

- Pending AIG Review -
pending AIG to  to review 
and approve the policy 
 

- Pending Issuance  - 
Pending issuance date in 
Xchange for a policy that 
is already approved 
(marked “Final”) by AIG 
 

- Pending Client/Broker 
Review – missing 
information from the 
Client or local broker 
including KYC or AML 
documents or local Broker 
or client approval of the 
policy 
 



Policy Issuance – Action Screen 
 

26 

Enter Insured Premium 
Invoice Date 

Enter policy # and upload 
policy document to “Policy” 
document type and subtype 
“Policy” or “Policy including 
invoice” 

Enter remittance date from 
Insured to NP.  CBC entities 
are required to enter this 
date before issuing the policy  

Policy issuance workflow screen 
appears once Policy Accept 
button is updated. The dates can 
be entered at different times. 

Click to open Client/ Broker 
Review to notify AIG of 
reason policy issuance is 
delayed 

Enter Policy Number 



Policy Issuance – Uploads and Downloads 
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Network Partner uploads all 
required policy documents 
 
Document type :Policy  
Document subtype: Policy  
AND  
Document type: Financial 
Document sub-type:  Invoice 
 
OR  
Document type :Policy  
Document subtype: Policy 
including invoice 

Policy details page shows 
message “Document(s) 
pending for approval” 

Once documents are 
uploaded, an email is 
triggered to AIG notifying 
that the policy is available. 



Issue Policy status – Client/Broker review 
 

Click drop down menu to 
see Review Reason choices 
for Issue policy status 
 
Comments are required if 
Other is chosen 

The start date must be 
between NP acceptance 
date and current date  

Close Client/ Broker 
review by entering the 
review end date.  Must be 
closed before policy 
issuance is submitted 
 

Click on the “Add New” 
button and enter the 
review reason, start date 
(when they contacted the 
local client or broker) and 
comments as required.     
 
Click the save button to 
save the comment and 
trigger the email to notify 
AIG 
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Policy Issuance – Action Screen 
 

29 

Escalation – provided 
notification to AIG to of 
issues when urgent action is 
required from AIG or the 
client.    
Notification email is sent to 
AIG when an escalation is 
submitted 

Click  SUBMIT when Policy 
documents are Final and 
policy has been issued to the 
insured.  

Click CLOSE to leave page 

with no further action taken 

The  Policy Issuance date field  
should be entered.  

The Invoice issuance date, 
policy number and Insured 
payment date (for CBC) need 
to be entered prior to 
submitting the policy 
issuance date.   
 
Any open Client / Broker 
review must be closed 
before issuance is submitted 



Policy Issuance – Uploads and Downloads 
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Network partner may add 
additional policy documents 
if required which will follow 
the same approval steps until 
all documents for this 
placement are marked 
“Final” 

Network Partner user will 
see documents marked 
“Final” 

If all documents for this 
placement are marked 
“Final” Network partner 
user clicks “Close” to return 
to policy details page.  
 
Once the policy issue date 
is entered, no additional 
policy documents can be 
uploaded. If there is any 
change required on the 
policy documents – notify 
your AIG contacts 

Email is sent from AIG 
when the policy document  
is marked Final or if there is 
a revision required 



Open Escalation 
 

Click on ADD NEW to open 
New Escalation 
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Click on Escalation ID to 
review/close or add 
comments to an existing 
escalation.  



Choose Escalation – Reason 
Escalate pending issues to AIG to expedite issues 

Escalation open date is 
auto populated 

Choose Escalation 
Reasons. You can choose 
more than one reason 
from the list.   

Add comments. If a 
cancellation is 
requested, that should 
be entered in the 
comments section 

Upload Documents if 
necessary.  
Document type and 
document sub-type are 
available in the 
dropdown menu 
 
Click Submit. Email Sent 
to AIG to review 
escalation 
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US/Canada PO:  

 

NUFIC 

China PO:  

 

AIG 

China 4. Premium Remittance  
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Home Dashboard – Update Premium  

Remittance  
 

Bottom chart refreshes with 
Pending Remit Premium 
transactions 

Click OMeGA ID to review 
placement details 
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Click Premium Bordereau 
link to provide payment 
information.    
 
Premium Monthly report is 
not available at this time 

Click Remit Premium to show 
transactions pending 
payment. 



Premium Bordereau – Remittance Entry   
Enter Remittance detail 
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Remittance tab defaults to 
Outstanding transactions.    

Green highlighting identifies 
saved but not submitted 
transactions 

To enter remittance to AIG, 
click boxes to choose all 
transactions sent to the 
bank in one payment.  
Transactions can be chosen 
from all outstanding items 

Click Update button to enter 
payments 

Shows current filters for 
easier selection of 
transactions 

Enter remittance to AIG to 
improved accuracy for 
tracking and timely payment 
of claims and client Captive.   
Remittances should be 
submitted as one remittance 
id (group) for each payment 
made to AIG. 
 



Premium Bordereau – Remittance  
Enter Remittance detail or search for payments 
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Remittance tab defaults to 
Outstanding transactions.   
Click arrow to see All 
payments 

Previous payments link 
allows view of installment 
payments that have been 
entered 

Multiple installment or 
partial payments can be 
entered when paid 
• Add transactions for 

multiple payment dates 
from the Insured to NP 

• Enter multiple payment 
dates and amounts from 
NP to AIG 

• “View” Link to see 
previous payments in 
premium remittance and 
advanced search screens 

• Xchange calculates paid to 
date and remaining net 
exportable balance in 
collection currency 

Click box to choose all 
transactions. 
Then Export All for excel 
report 



Enter Remittance Details 
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Payment group should 
include all transactions that 
were paid in one remittance. 
This will assist with tracking 
and cash application. 
Reporting is now available for 
this group remittances in the 
History tab 

SAVE – Remittance details will 
only be saved but not 
submitted and remittance 
group can be reopened by 
choosing one of the Omega 
IDs 

REMOVE –  Click box to 
remove a transaction from 
the payment group 

SUBMIT – Click OK to confirm  
to submit remittance 



Enter Remittance Details 
 

38 

Enter: 
 Remit Date from Insured to 

NP  
 Remit Date from NP To AIG 
 Remit currency from NP to 

AIG – this automatically 
defaults to collection 
currency for the 
transaction 

 Remit Amount from NP to 
AIG 

Final Payment from NP will 
default to “Yes” if remittance 
amount is within $25 of 
balance due.  Enter a 
comment and change the 
automatic flag  to “No” before 
clicking “submit” if another 
payment is to be sent 

If missing, enter: 
- Insured Premium Invoice 

Date 
- Client Invoice Document 

Upload Bank Remittance 
Document and detail of 
OMeGA Ids paid.   Documents 
will automatically copy to all  
transactions for the 
remittance. 



Premium Remittance 
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Premium Remittance screen 
can also be accessed using the 
link on the policy detail 
screen.  
 
Workflow moves to this Policy 
Issuance is completed 

If the payment is only for one 
transaction, use this link to 
enter Remittance 
 
Click to enter Premium 
Remittance - enter premium 
collection and remittance 
information 



Premium Bordereau – Payment History  
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Payment History tracks total 
payment and date that each 
payment was submitted in 
MN Xchange by submission 
 

Remittance IDs are created 
for each submitted 
transaction: 
PMxxxxx – NP payment to 
AIG entered in MN Xchange 
PCxxxxx – Insured payment 
to NP 
PSxxxxx – NP to AIG 
payments adjusted by AIG – 
PHxxxxx – Historical 
payments entered prior to 
15 Dec 2018 

Export All excel report 
provides detail of all 
payment transactions for 
each OMeGA ID 

Additional filters for date 
payment information was 
entered in Xchange  



US/Canada PO:  

 

NUFIC 

China PO:  

 

AIG 

China 5. Policy Completion 
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Policy completion 
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All policy acceptance, issuance 
and remittance actions are 
complete 

Screen appears once Premium 
Remittance is updated  

If further action is required, 
use Escalation button or notify 
your AIG contacts 

Escalation – Allows NPs to 
notify AIG of major issues 
when urgent action is 
required.    
 
Notification email is sent to 
AIG when an escalation is 
submitted 

Submit Claims for direct 
access to the claims menu 



US/Canada PO:  

 

NUFIC 

China PO:  

 

AIG 

China 6. Claims Submission 
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Claims Submission – First Notice of Loss  

Document 
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Select Claim Submissions 

Select an option 



Claims Submission – Select Policy 
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For new claim  –  select 
which policy / OMeGA ID 
claim relates to 

Click Submit New Claim  



Claims Submission – Complete FNOL 
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Policy and Client information 
automatically populated 
based on agreed terms & 
conditions on policy details 

Complete remaining Local 
Policy and Delegated 
Authority fields  
 
Complete Client Statistical 
Codes from Client claims 
bulletins 

This link appears when there 
is a claims bulletin for the 
client account. Click to open 
and use the required codes 
that are found in the 
bulletin. 

AIG company will prefill but 
can be edited if incorrect 

Verify the policy number is 
correct.  Use the pencil icon 
to edit if required  



Claims Submission – Complete FNOL  

(continued) 
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If Auto information “yes” is 
selected, additional  auto 
specific fields will open. 

Enter remaining  claim fields.   
All fields with * are required 
to be completed 
 



Claims Submission – Complete LND 

(continued) 
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Upload documents  as 
required.  Documents will be 
sent to the claims team and 
are available in the OMeGA ID 
policy details 

Click next to review and 
submit 

Click Back to revise any prior 
details 



Claims Submission – FNOL PDF 
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Review details for accuracy to 
assist the AIG claims team and 
speed up claims processing 
and payment 
 
Use the Edit buttons to modify  
policy number or other details 

Email sent to AIG Claims team 
to review, reach out for 
questions, book in Claims 
systems and coordinate Claims 
Adjuster 
 

Submit the request when 
complete 

Loss Notification Document 
produced in pdf and can be 
downloaded after submission 
 



US/Canada PO:  
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China PO:  

 

AIG 

China 7. Reporting & General Functionality 
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Multinational Service Delivery Dashboard 
 

ROW PO:  

 

AEL 

Menu bar 

Headings  and Legends 
are clickable and the 
bars on the graphs are 
clickable and will refresh 
the data at the bottom. 
Hover over to see the 
counts on the graphs. 

Each graph reflects the 
total amount for the 
time period selected 
based on Instruction 
Received date 

Click Download PDF to 
print 
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Multinational SLA Benchmarking 
 

ROW PO:  

 

AEL 

Select the period start 
and end date for data 
display.  Dates are based 
on Instruction received 
date 

Headings are clickable to 
update the data below.  
Network partner specific 
bars on the graphs are 
also clickable.  

Click Download PDF to 
print 

Benchmarking graphs 
and report show your 
SLA results as compared 
to all Network Partner 
Regional totals 
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Client/ Broker Status Reporting 
 

View of all open and 
closed transactions with  
Client/ Broker pending 
Reporting Status 
 

Export All – Click check box 
and Export all to report 
result details in excel  

Click on action required to 
view open items  detail 
below 
 
Click on closed links to 
view detail  of closed 
escalations below 
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Escalation Status Reporting 
 

Escalation Status 
Reporting provides detail 
of all open and closed 
escalations sent by email 
to AIG and all responses 

Click on closed links to 
view detail  of closed 
escalations below 

Click on action required to 
view detail  of open 
escalations below 

Export All – Click check box 
and Export all to report 
result details in excel  
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General AIG Forms  
 

View AIG Forms 
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Knowledge and Insights 
 

Click on Knowledge and 
Insights to access AIG 
Strategy, white papers, 
Multinational playbook, 
product training materials 
and MN Xchange User 
Guides 
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Find NPP communication 
including announcements, 
MN Xchange User Guides 
and General information 
 
Explore our country 
highlights and Insurance 
insights 
 

Direct access to AIG.com 

Direct access to AIG 
Multinational playbook 



Logout 
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Click Logout link to exit the 
system 
 
If you have technical issues, 
need password reset or 
require additional users 
please contact: 
MultinationalPortalSupport
@aig.com 

mailto:MultinationalPortalSupport@aig.com
mailto:MultinationalPortalSupport@aig.com


Thank you 
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