NGENCY K@PI

EZLynx Report Instructions

POLICY MASTER — BOOK OF BUSINESS

1.) Hover over the Reports icon.

Reports
All Reports

Saved Reports
Scheduled Reports

2.) Click All Reports.
3.) Scroll down to the Book of Business category and click on the card titled “Policy Master.”

4.) A new tab will open in your browser. In the top portion, make the below changes to the report criteria:
a. All dropdowns should be set to ALL. Make sure the Manage Columns dropdown is checked to Select All.
b. Policy Status dropdown should be set on the default of Active.
c. Date Select will be set to No Data Filter. The report is already built to show active policies as of the date the report

IS ran.
Branch _ v Assigned Agent — ~ Line Of Business Auto (Commercial),Auto (Personal  +
Master Company  Allied,Allstate American Hallmark |+ Writing Company JALLSTATE FIRE 8 CAS INS COALL + Rating State AKALARAZCACOCTDCDEFLE
Policy Status Chctive v Policy Term 12 Months,6 Months,Other v Policy Type Commercial Personal v
Producer Code  0000011,0732672,089,0991AG1: ~  Producer Code Override 0561903 v senviceream | .
Manage Columns  Applicant ID,Account Name ActoL
| ®@Select Al o
Date Select ®@Applicant ID Start Date 11/8/2022 End Date 12/8/2022
FAccount Name
Additional Filter (1) ggaccount Type List None “
[@Assigned Agent
Additional Filter (2) ®Branch Name List None v
@Primary Email
Additional Filter (3) mne 11 - List None -
V)
Additional Filter (4) None v Operator None ~ Value 0
Additional Filter (5) None ~ QOperator Nene ~ Value 0
Additional Filter (6) None v Operator None hd Search
——

5.) Click on the View Report Button.

6.) Once data has generated, you can download the report as an excel by clicking on the Export Dropdown icon.
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7.) Save the Report to your computer and drag and drop in AgencyKPI’s loader page.



8.) For efficiency, you also can choose to save and schedule this same report to run monthly. Click on the Save Disk icon and
complete the criteria below. Click Save.

ave: T

Line OF Business| Auto (Commerdial,Auta (Personal v
Rating State | AKALARAZCACOCTOCDEFLE

AT save Report X

Service Team | ASr©  Epier 3 Name and Description for yeur custom saved repart, then click ‘Save'. Repart wil be

on the filters chosen in th ent run

End Date 2
escp Frun Moninly
CateRangs  ogay v
v
e ©  Please use e Date Range selector above 10 ik 3 SIding Gate FOr Your report. Upon 3avng,
the report il automatically papULSHE the date Fange that was Saved on each SuSEqUENt run
Value

Search

9.) Hover on the Reports Icon and click on Saved Reports. You should now see this report listed here.

10.) Click on the three dots icon and click Schedule. NOTE: Depending on your EzLynx package level, you may or may not have access to the
report Schedule feature.

300k of Business

=] AgencyKPI - Book of Business .
l— Policy Master
Run Report
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Created By Ryan Gesford Share
| Steusals |

Tommission

11.) Complete the Schedule Report Criteria based on your network’s or agency’s preferred frequency requirements. Monthly is
recommended. Click Schedule.

Schedule Report

Saved Report Name AgencyKPI - Book of Business

Scheduled Report Name AgencyKPI - Book of Business

Recipient Email Youremail@agencykpi.com

Report Format

Excel ~
Frequency Monthly A
Run On 01/05/2023 02:53 pm
All reports execute in CST/CDT. Scheduler is only available betweer AM -1
CSTICDT
COMMISSION DETAIL 2.0

**Make sure all commission statements with a statement date that falls within the date range selected on this report are
Approved and Closed.

12.) Go back into the All Reports section and click on the Commission Detail 2.0 card.
13.) A new tab will open. In the top portion, make the below changes to the report criteria:
a. All dropdowns should be set to ALL. Make sure the Manage Columns dropdown is checked to Select All.



b. Date Select will be set to Commission Statement Date. Enter your Start and End date as a 12 months move
timeframe.

< < a of7 > il O @ 100% M = Find | Next

Master Company AlliedAllstate American Hallmark |« Approved Yes,No v MEREGSEOIIMIS Applicant ID,Account Name Assigi  w
Transaction Type Reinstate,Cancel Req,Re-Issue,Ren  ~ Override Nao,Yes Unknown ~
Date Select Commission Statement Date ™  Start Date 11/8/2022  End Date

Commission Detail : ,

Data refreshed as of. December 07, 2022

14.) Click on the View Report Button
15.) Once data has been generated, you can download the report as an excel by clicking on the Export Dropdown icon.
16.) Save the report to your computer and drag and drop in AgencyKPI’s loader page.

17.) You can save and schedule this report in EZIynx similar to steps 8-11. Set your timeframe to Rolling 12 months to capture
the reconciled data.

T

it ID,Account Name, Assigl

Save Report X

22 Enter a Name and Description for your custom saved report, then click 'Save'. Report will be
saved based on the filters chosen in the most recent run

Name * AgencyKPI - Production
Description Run Monthly

s
Date Range Rolling 12 months e

Please use the Date Range selector above to pick a sliding date for your report. Upon saving
the report will automatically populate the date range that was saved on each subsequent run.

Statement 3
B cEme2 Commission

Your reports are now ready to load, login to AgencyKPI https://onboarding.agencykpi.com

If you need any assistance, please contact help@agencykpi.com


https://onboarding.agencykpi.com/
mailto:help@agencykpi.com

