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How are Policy Reviews Opened Automatically? 

 
Proformex helps streamline the servicing of your policies by simplifying the process for 

obtaining annual statements and illustrations. The standard schedule is to request 

documents five days after the policy's anniversary date. Once Proformex receives and 

processes all documents for an individual policy, a Policy Review will automatically be 

opened and you can be notified. 
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A Policy Review is Ready To Finalize - Next Steps Quick Overview 
 

If you have the alert, “Policy Review is Ready To Finalize”, you will receive an email 

notification once a Policy Review is opened. Here’s a quick overview of what to do 

next: 

 

1. From the email notification, click the “Take me to the Policy” button 

 
2. Clicking that button will bring you directly to the Policy Details page 

3. Between the hover over values on the Details page and the Change Log tab, 

you can review the policy values that have been updated 

 

4. The illustration and/or statement are stored under the Documents tab for 

reference 

 
5. Once ready, navigate to the Reviews tab 

 
6. Click "Modify" (this button indicates that a Policy Review has been opened) 

 

7. Modify as desired. Other sections are optional to add such as a 

Recommendation  

 
8. Once finished, click "Finalize Review" 

 

9. The finalized pdf will be stored under both the Reviews tab and the Documents 

tab 
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Automatic Policy Reviews – Document Requests 

 
Document Requests are sent to carriers 5-days post anniversary date to request an 

annual statement and illustration.  A follow-up request will be sent 30 days following the 

initial request for any outstanding documents. 

 

Navigate to Servicing > Document Requests 

 

 

View Upcoming Requests (next 90 days) 
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Switch to Request History to view what’s been sent out 

 

Click the Actions button to view the message that’s been sent to the Carrier 
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Automatic Policy Reviews – Document Processing 
 

Once the documents are provided to Proformex, our team will update policy values 

based on the documentation. 

 

Navigate to Servicing > Document Processing 

 

 

Once a Document Request is sent out for a policy, that policy will also be found on the 

Document Processing table. It will remain there until all documents are returned. 
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The icons under the Policy Statement and Inforce Illustration columns indicate status 

•  Upload button indicates a document has not been uploaded 

•  Processing icon indicates that the document has been uploaded 

and is in our queue 

• Complete icon indicates that our team has processed the document 

 

 

 

 

 

 

Automatic Policy Reviews – Policy Reviews 
 

Once all documents have been returned and processed for a policy, a Policy Review 

will automatically be opened.  

 

Navigate to Servicing > Policy Reviews 

 

 

 

 

 

 

 

 

 

Sort by Ordered date to monitor outstanding requests. If 45 days have passed since 

the initial request date and a document(s) has not been returned, it is recommended 

to contact the carrier directly. 
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View and mange Open Policy Reviews 

 

 

Click the Actions button to Preview, Modify, Finalize, or Abandon Review 
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• Preview to see what the report looks like as-is 

• Modify to adjust the review as outlined in Automatic Policy Reviews – A Review is 

Ready to Finalize – Next Steps – Modify & Finalize the Review 

• Finalize will allow you to generate the pdf 

• Abandoning a review will simply clear it from the table and will still allow for 

future reviews to be opened. This option is here in case a review will the client is 

not necessary.  

 

Automatic Policy Reviews – Email Notifications 
 

When a review has been opened by Proformex, you can be notified via email 

 

1. To enable, navigate to Settings > Notification Preferences 

 

 

2. Under Firm Notifications, ensure that Policy Review is Ready to Finalize is enabled 

(must have Admin privileges) 
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3. Select users to enroll 

 

 

 

 

 

Sample Email Notification:  

 

 

Emails will be sent from donotreply@proformex.com 
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A Review is Ready to Finalize – Next Steps – Review Policy 

Information 
 

1. From the email notification, click Take me to the Policy  

 
 

2. In Proformex, review the values updated on the Policy Details page 

 

 

 

 
 

3. Hover over field names to view where the value was pulled from and the date of 

the document 
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4. For a list of policy values that have been updated, click the Change Log tab 
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5. Click the drop-down arrow to expand the list of policy values that have been 

updated. The date will reflect the date posted on the document.  

 

6. Refer to the Documents tab to review the Statement and/or Illustration provided 

by the Carrier 

 

 
 

7. Policy contacts – Owners, Agents, Insureds, Beneficiaries, and Other Advisors – 

can be found under the Contacts tab 
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A Review is Ready to Finalize – Next Steps – Modify & Finalize the 

Review 
 

1. Navigate to the Reviews tab of the policy 
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2. Either Preview the open review as-is, or click Modify  

 

 

 
 

 

 

3. On the Modify Review screen, the template will automatically be set to the 

default. Optional to change the template by clicking the drop-down arrow.  
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4. Policy Details are listed for reference and can be modified by clicking Edit Details 

 

 

 

 

 

5. Click the three dots next to Finalize Review to Preview the review  
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6. From your downloads, open the preview of the pdf 

 

 
 

 

7. Note, on the Cover Page the “Prepared On” date will populate once finalized 
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8. Review the guidelines to evaluate policy performance 

 

 

 

9. Navigate back to the Modify Review screen and scroll down to enter a 

Recommendation based on policy performance by clicking Edit. Be sure to Save 

your changes. 
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10. Optional: Modify the Cover Page and/or Disclosure by clicking Edit in either 

respective section. Be sure to Save your changes. 

 

 

 

11. Optional: Add Contract Alternative(s) 
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12. Optional: Add Product Alternative(s) 

 

 

 

13. Optional: Add Life Settlement Evaluation 

 

 
 

 

14.  Once ready, click Finalize in the top right corner of the page 
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15. Input the Review Name as desired and click Finalize 

 

 
 

 

16. The finalized review will then automatically download and be stored in the 

Reviews tab along with the Documents tab. (Click the back arrow on the 

browser to navigate to the Reviews tab) 
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How to Open Policy Reviews Ad-hoc 
 

1. Locate the policy in Proformex. You can use the Quick Search to search by 

Policy Number, Agent, Owner, or Insured 

 

 

 

 

2. Navigate to the policy’s Policy Details page 
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3. Click the Reviews tab and click Open 

 

 

 

4. To complete the review, follow the steps outlined in Automatic Policy Reviews – A 

Review is Ready to Finalize – Next Steps – Modify & Finalize the Review 

 

More on Guidelines 
 

Guidelines are based on five categories, Lapse Age, Death Benefit, Premium, Crediting 

Rate, and Comdex, and are designed to quickly identify and alert you to polices that 

need attention. Global Firm guidelines apply to all uploaded policies, but guidelines 

can be manually edited on a policy-by-policy basis. For more information, click here. 

 

Home Screen Navigation 
 

Leverage the Policy Servicing widget to quickly navigate to Open and Finalized 

Reviews, along with policies awaiting documents  

 

 

https://4545476.fs1.hubspotusercontent-na1.net/hubfs/4545476/Setting%20Policy%20Monitoring%20Guidelines.pdf
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Help Center & Video Tutorial  
 

Read more about Policy Review’s in our Help Center 

Watch a video tutorial on Policy Reviews 

https://support.proformex.com/en/servicing#policy-review
https://support.proformex.com/en/how-to-create-a-policy-review

