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How to Create a New Policy Report 

 

Organize your data the way you’d like to view it. Add or remove fields to include 

only the information that matters most to you. Plus, you can tailor the layout to 

prioritize the data that’s most relevant - here’s how: 

1. Navigate to Business > Life Policies 

 

 
 

 

2. In the top right corner, click Filter 

 

 
 

3. Use the Operation and Value options to determine how the selected Field 

will be filtered. Multiple filters can be selected. Click Apply 
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4. Click the gear icon above the top right corner of the table to Configure 

Columns 

 

 

 

5. Add, remove, reorder, and/or rename columns in the table. Click Apply  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click a column header at the top of the table to sort by ascending or 

descending 

 

 

 



3 

 

6. Once ready to finalize the report, click Save As in the top left corner 

 

 
 

7. Enter a Name, and it’s optional to enter a Description, along with 

selecting Share with All Users (otherwise will only be accessible by you). 

Click Save 

 

 
 

8. The report can then be found under Reports > Policy Reports 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click into an existing policy report and use the Save button to save new 

changes. Use the Save As button to create a brand new, separate report. 

 

 

 

For additional questions, please refer to our Help Center or reach out to your 

Customer Success Manager 

https://support.proformex.com/en

