
 

 

 

  

Third Party 
Administrator Routing, 
Pairing and Transferring 
Claims 
A guide to setting up the routing and pairing of a Compensator and Third Party 
Administrator and some of the functions available. 
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Third Party Administrator Routing and 
Pairing 
 

 
Firstly, to pair with a Third Party Administrator with a Compensator, the TPA unique code is 
required.  
 
This can be accessed by users within the TPA with the role of Organisation administrator via 
the ‘Manage organisation’ link and under the 'Third Party Administrator' tab as shown in the 
screenshot below: 
 

 
This unique code will need to be provided to the Compensator so that they may 
pair with the Third Party Administrator. 
 
Once the unique code has been shared the Compensator will need to access the TPA tab, 
through the 'Manage organisation' link, and selecting 'Add a Third Party Administrator'. 
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The user will then be shown the below box where they can enter the TPA’s unique code.  
 

 
 

Once paired, the TPA will show in the list of Third Party Administrators.  
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The Compensator will then be able to add a policy level contact code, through the 'MID 
Routing Table' to direct the claims to any TPA they have paired via the dropdown list.  
 
 

 
 
 

Once the policy level contact code has been added, it will show in the table as below with 
the TPA linked listed alongside. 
 

 
 
 

 
 
 
 

The MID ID that the code relates to will need to be 

selected – some organisations will have multiple to 

select from. 

A delegated authority ID is a three-digit ID that is 

supplied by the delegated authority. This is not a 

mandatory field as it may not be relevant to all 

Compensators. This can be provided by MIB if 

needed.  

Here we will need to advise if the code will relate 

to a TPA and if so, select which paired TPA to send 

this to. If we select ‘No’, it will ask which office to 

sent the claim to.  

The Policy Level Contact Code is a four-digit code 

that is stored on the MID. This can be provided by 

MIB if needed.  

 

Any comments the compensator may wish to 

include can be added here.  
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This will also be reflected on the TPA side, under the 'Routing Table' tab, where details of all 
paired compensators can be found. 
 

 
 

The TPA is now paired with the Compensator and claims should route as set out in any 

created policy level contact codes.  
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Transferring claims between a 
Compensator and a linked TPA 
 

To transfer a claim from a Compensator to a linked TPA, the first steps in this guide will need 

to be followed to link the TPA with the Compensator. If the two organisations are linked 

already, you can proceed with the next steps.  

Please note that claims can be transferred between Compensator and TPA within any open 

claim status. Claims in a resolved status cannot be transferred.  

 

When viewing the ‘Home’ page, the Compensator can select the claim/s required to be 

transferred before selecting the ‘Bulk actions’ button, above and to the right of the list of 

claims.  
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This will prompt the below to show, where the Compensator can choose to send the 

selected claims to their TPA. Upon selecting the ‘Third Party Administrator’, the user will be 

prompted to choose a linked TPA from the dropdown menu. Once the user clicks ‘Submit’ 

the claims will be transferred to the TPA.  

  

The TPA can at any point transfer the claim back to the underwriting insurer. This is done 

similarly to the above where the user will need to select all the relevant claims and click 

‘Bulk actions’.  
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This will present the user with the following options, allowing them to return the claim from 

the TPA to the underwriting insurer. 

 


