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This guide is a lot of screen shots and  
 
It is best to have handy while actually navigating the site. 
 
Works best on Chrome or Safari, even Edge.  Stop using Explorer!  Edge replaced it. 

Contact: 
 
Office:  888-567-4119 
Email:  support@insurancexdate.com 
*email is best! 

mailto:support@insurancexdate.com


 

Table of Contents 

Dashboard ............................................................................................................................................................................................................................................................................................ 3 

Health - Search Menu............................................................................................................................................................................................................................................................................ 4 

Health Search Results/List View ............................................................................................................................................................................................................................................................ 5 

Health Details – Overview ..................................................................................................................................................................................................................................................................... 6 

Health Details – Features & Participation .............................................................................................................................................................................................................................................. 7 

Health Details – Insurance Contracts ..................................................................................................................................................................................................................................................... 8 

Retirement - Search Menu .................................................................................................................................................................................................................................................................... 9 

Retirement Search Results/List View ................................................................................................................................................................................................................................................... 10 

Retirement Details – Overview ............................................................................................................................................................................................................................................................ 11 

Retirement Details – Financials ........................................................................................................................................................................................................................................................... 12 

Retirement Details – Plan Features & Participation ............................................................................................................................................................................................................................. 13 

Retirement Details – Provider Info ...................................................................................................................................................................................................................................................... 14 

CRM Details – Notes & Flags ............................................................................................................................................................................................................................................................... 15 

CRM Details – Groups ......................................................................................................................................................................................................................................................................... 16 

Site Navigation Bar ............................................................................................................................................................................................................................................................................. 17 

Settings .............................................................................................................................................................................................................................................................................................. 18 

 

  



 

Dashboard 
 

 
 
 
 
 
 
 
 
 
 

Sub Activity Displays your team’s 

activity (flags) in Latest Flags 

window. Click on a business to view 

details, notes, etc. for Master Accts 

only 

Search Criteria for creating 

prospecting lists is available here.   

Latest Flags show your flagged prospects and 

can be filtered/sorted.  

You can view prospects’ data directly from 

the dashboard by clicking on the prospect.  

The display is called a modal.   

Each ‘Flag’ has its own page accessed via the 

Site Navigation menu. 

(Flag functionality and usage will be 

explained later)   

WC & Benefit Data toggle switch 

Saved Searches  

Prospect Funnel gives you a 

snap shot of your activity based 

on flagging companies 

Calendar Follow ups & 

appointments scheduled show 

up here 

Quarterly Leader Board shows 

the active pipeline of other 

Producers in the agency 

Latest Flags 

Groups- see 

Bus. Details for 

more info 



 

Health - Search Menu 
 
 
  

Saving Search -    

- After you execute a search the results 
will load.  There is a box below the 
Search menu where you can name and 
save the search. 

Location -    
- Toggle County/Zip Code Radius using the toggle link 

Plan Feature -    
- Target by type(s) of plan- Health, Life, Disability, etc. 

Industry -    
- 20 Industry Groups for targeting based on operations 

Active Participants -    
- Total within the org, not an individual coverage 

Contract Type -    
- Redundant with Plan Features, will likely be removed 

Carrier -    
- Target by provider. (1/30/20-working to normalize names) 

Renewal Date -    
- Target by contract renewal date 

Premium -    
- Total premium for all contracts in a plan 

Commission -    
- Net commission for plan, inclusive of fees 

Loss Ratio -    
- A calculated field available when plans are experience rated 

Broker -    
- Target by Brokerage  



 

Health Search Results/List View 
 
 

 
 
 
 
 
 

 
 
 

Click on a business to 
view details – see next 
page for more info 

Financial section 
includes total 
Premium paid 

Commission section shows 
the net commission for the 
prospect’s plan 

List can be sorted by 
clicking on any of the 
header rows 

Export your list by 
clicking button at 
bottom of page 



 

 
Health Details – Overview  
 

 
 
 

 

Auto-Dial 
automates the 
dialing process. 
When enabled 
the next 
business is 
dialed after 
you hang up 

Scrolling 
buttons. USE 
THEM!  

Flags - Stay on 
track from 
Contact to 
Writing the 
account. Links 
with your 
Dashboard and 
AgencyDash 

Use to add 
your own 
contact info Print button  

Groups – Let 
you segment 
prospects 
manually, into 
a group, for 
very specific 
marketing lists 

Create Groups by clicking on the 
Group button and typing in the 
text field 

Phone #’s are 
‘click to call’ 
with a VOIP 
phone 
system 



 

 

Health Details – Features & Participation 
 
 
 
 

 
 

 

 

 

 

Features summarize the types of 
plans the Prospect has 

Participation this section breaks 
down participation – total, active, 
retired & deceased  



 

  

Health Details – Insurance Contracts 
 

  Ins Contracts breaks down the individual 
coverage making up the plan  

Coverage Provider, type of coverage, & 
Covered EE’s listed here.  

Retention, Claims and Loss Ratio are populated 
for Experience Rated coverage.  

This section breaks down premiums by 
non/exp rating, commissions and fees.  

Click ‘Brokers’ to display broker.  



 

Retirement - Search Menu 
 

 
 

Location -    
- Switch between County and Zip 

Code Radius using the toggle 
link 

Name Search -    
- Can be used as a keyword 

lookup (e.g. search ‘church’ and 
all businesses w/ church in the 
name result) 

Size -    
- Use any combination of Active 

Participants, Asset size, and 
Commissions to target based on 
size 

Saving Search -    

- After you execute a search the 
results will load.  There is a box 
below the Search menu where 
you can name and save the 
search for future use (retrieved 
on the dashboard). See next pg. 

Plan Feature -    
- Target prospects based on plan 

features such as 401k, Profit-
Sharing, ESOP, etc. 

Industry -    
- Prospects are grouped into 1 of 

20 Primary Industry Groups for 
targeting based on operations 

Provider -    
- Target prospects based on their 

current provider.  This feature is 
still being developed but works 
appropriately. 



 

 

Retirement Search Results/List View 
 
 

 
 
 
 
 
 

List Scrolling    Record Count    

Save Search – type a 
name to reference 
search, and click the 
‘Save’ button. 

Click on a business to 
view details – see next 
page for more info 

Financial section 
includes Net Assets 
and Liabilities 

Commission Section.  Does 
not include basis-points, see 
Provider details to view 

Export your list by 
clicking button at 
bottom of page 



 

Retirement Details – Overview 
  

 
 
 

 

Auto-Dial 
automates the 
dialing process. 
When enabled 
the next 
business is 
dialed after 
you hang up 

Scrolling 
buttons. USE 
THEM!  

Flags - Stay on 
track from 
Contact to 
Writing the 
account. Links 
with your 
Dashboard and 
AgencyDash 

Use to add 
your own 
contact info Print button  

Groups – Let 
you segment 
prospects 
manually, into 
a group, for 
very specific 
marketing lists 

Create Groups by clicking on the 
Group button and typing in the 
text field 

Phone #’s are 
‘click to call’ 
with a VOIP 
phone 
system 



 

Retirement Details – Financials  
 
 

 
 

 

 

 

 

  

 

 

The Financials section provides a 
historical view of the Prospect’s 
plan 

Contributions are separated from 
the income field and broken down 
by Employer and Employee for a 
more granular view, and accurate 
representation of performance. 

Income/Loss indicates the plan’s 
overall performance.  It is the net 
gain or loss on investments. 

Total Income is the bottom line.  
In this case, we can see that the 
total income was seriously eroded 
by the plan’s performance. 



 

Retirement Details – Plan Features & Participation 
 

  

Plan Features provide insight 
regarding the type of plan the 
Prospect has 

Participation this section breaks 
down participation – total, active, 
retired & deceased  



 

Retirement Details – Provider Info 
 
 

 
 
 
 
 
 
 
 

 

 

 

Provider this section tells you 
about the Prospect’s current 
providers, services provided, and 
compensation  



 

CRM Details – Notes & Flags 
 

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

When you Flag a company, it is logged in 
the notes to keep track of activity 

Follow Up & Appointment flags can be scheduled 
to a calendar (located on Dashboard) 

Download & Import scheduled events to Outlook 
using the arrow icon in upper right corner.  Other 
calendar applications (google, etc) are being 
developed. 

The Notes section displays all notes and flags 
logged by all users within the agency.  This 
provides built in communication for active 
Producers (i.e. it prevents a co-worker from 
contacting your prospect). 



 

CRM Details – Groups  
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Groups are set up within the business details view 
and are available for selection once created. 

Groups can be retrieved as a list for export or 
printing from the Dashboard by clicking the group 

Groups allow you to 
manually add prospects to 
a defined list in a manner 
that is unavailable with 
traditional search criteria.  
For example, if you are 
part of a trade association 
and want to market to 
those members, it can be 
accomplished by assigning 
them to a Group. 



 

Site Navigation Bar 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Flagged companies can be accessed 
as a list from the Site Navigation bar - 
click on the Saved tab 

Access Settings, Billing History, etc 
using the drop-down arrow 

Purchases made from the Subscribe 
page. 

You can also view active 
subscriptions, update payment 
information, and purchase additional 
services.  



 

Settings 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

  

Update email address and password 
here  

Master Acct has option to view agent 
activity in Dashboard (check box)  

Master Acct can add users with the 
provided fields.   
 
Click on the orange ‘X’ next to a user 
to delete their account.  

- Notes/contacts will be 
retained.  

When adding users, your (you being 
the Master acct holder) email should 
NOT be in the email field.  This is the 
email address of the user you are 
adding.      


