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Columns, Filters & Pro Reports 

Q: Can I add or remove columns on a standard report? 

A: Not in base Reports 5.0 — that's a Pro Reports feature (paid, per-person upgrade — talk 

to your account rep/sales rep). Workaround: download and edit in Excel (you lose in-report 

hyperlinks doing this). 

Q: Can I share a filter set with teammates? 

A: Yes — Actions > Filters > Share. It then shows up in their filter dropdown for that report. 

Default is private to the creator. 

Q: How do I know if I have Pro Reports already? 

A: Have your agency admin confirm internally first. Still unclear? Contact your account 

rep/sales rep to confirm whether the agency is licensed for Pro Reports. Details 

Q: Can I reorder or freeze columns, and does a freeze setting persist after saving? 

A: Yes, you can reorder by dragging headers and freeze/sort/copy values/auto-size via the 

column's three-dot menu. Freeze itself is a view-time setting, not a saved property — 

freezing on a master/default report (which can't be edited directly) is temporary and won't 

carry over. To make it stick: Copy Report, freeze columns on your copy, then Save. Caveat: 

5.0 does save some table settings with a report (column widths, collapsed subtotals), but 

freeze isn't one of them, so it may still not persist even on a saved copy — if it doesn't hold 

there, that's a platform limitation, not user error. 

Q: Can I change what a dashboard chart is grouped by? 

A: Use “Compare By” on the dashboard (e.g., switch to Line of Business or Master 

Company) then click Update. Deeper visual customization needs Pro Reports — talk to your 

account rep/sales rep. 

Q: How do I save a filter set? 

A: Actions (top right) > Filters > Add New > name it > save. 

Q: How do I delete a filter? 

A: Select it, then Actions > Delete. 

Q: Is there a guide for building and applying filters? 

A: Saving and applying custom filter sets for Reports 5.0 

https://ezlynxsupport.freshdesk.com/support/solutions/articles/8000046286-contact-ezlynx-directory-hours-of-operation-
https://ezlynxsupport.freshdesk.com/support/solutions/articles/8000116805-saving-and-applying-custom-filter-sets-for-reports-5-0


 

Page 3 

Q: Besides adding/removing columns, what else does Reports Pro unlock? 

A: Custom visualizations (graphs, pie charts, plot lines) on dashboard reports, “reporting 

alerts,” matched/unmatched filtering on Policy Transactions, and the ability to merge data 

across categories (e.g., combine Book of Business fields with Applicant fields in one report) 

instead of running two separate reports. 

Q: Where do I go to access Reports Pro once my agency has it? 

A: There's no separate page — it's an additional icon inside your existing standard reports 

that lets you add and build your own reports right from there. 

Q: Do saved filter sets pull fresh data every time I run them, or replay old results? 

A: They auto-refresh with current data every time you select and run them — it's not a 

static snapshot. 

Access & Getting Started 

Q: How do I get access to Reports 5.0? 

A: Start with your agency admin. If you're a Member agency/child office, check whether the 

parent/main-office admin controls that access. If the admin can't confirm or enable it, 

contact EZLynx Support. Details 

Q: Is Reports 5.0 available for both standard and advanced packages? 

A: Yes — Reports 5.0 is available on both the standard and advanced packages. 

Q: What's the difference between a Dashboard and a “Look”? 

A: Same underlying data, different display. Dashboards are visual/clickable charts; Looks 

show rows-and-columns detail, closer to what legacy reports looked like. 

Q: Coworker doesn't have reports access — can they still get a report? 

A: Schedule it to be emailed to them as an Excel file instead. 

Migrating from Legacy Reports 

Q: There's no auto-migration — how do I actually rebuild a legacy report in 5.0? 

A: Find the matching category in Reports 5.0, set your filters, save as a filter set (Actions > 

Filters > Add New), then set up scheduling again via the gear icon. Tip: document what your 

legacy report does first, then rebuild — and use this as a chance to clean up duplicate 

saved reports. 

Q: My legacy and 5.0 numbers don't match — why? 

A: Same underlying data pool, likely different default filters. 5.0 numbers are considered 

more accurate and refresh faster. 

https://ezlynxsupport.freshdesk.com/support/solutions/articles/8000046286-contact-ezlynx-directory-hours-of-operation-
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Q: Did any report category get renamed between Legacy and 5.0? 

A: Only one — “Policy Management” in Legacy is called “Policy Transactions” in 5.0. Every 

other category name carried over as-is. 

Q: I built my own reports in Retention Center or Sales Center — do those need to be 

rebuilt too? 

A: Yes — the same manual-rebuild rule applies to any self-built Retention Center or Sales 

Center report, not just standard reports. 

Q: Will my client automations (text/email notifications) be affected by the reports 

migration? 

A: No — automations are separate from reporting and are unaffected by the Legacy to 5.0 

transition. 

Q: How do I request a report, column, or feature that doesn't exist yet? 

A: Actions > Reports > Feedback (“Give Feedback”) — this routes directly to the product 

team. 

Q: Is there a confirmed replacement for the old Policy Master Report? 

A: No confirmed 1:1 replacement yet — this remains an open gap. One workaround a 

presenter suggested: use Book of Business Detail plus Applicant Detail together, linked via 

the clickable Applicant ID field on the policy record. 

Date Filters 

Q: Why does my report seem to be missing data through the last day of my selected 

range? 

A: This is the “midnight rule” — Reports 5.0 date-range filters process up to midnight of the 

end date you enter, which effectively excludes that end date. To include 9/30, for example, 

enter 10/1 as your end date. Applies to Policy Effective Date, Policy Expiration Date, Policy 

Transaction Date, and statement-date filters. 

Q: Why don't Book of Business Summary and the Monthly Pulse Report match? 

A: They're different reports by design and aren't meant to reconcile 1:1 with each other. 

Q: I favorited a report — why can't I find my filter settings on it later? 

A: Favoriting a report and saving a filter set are two different things. Favorites just 

bookmark the report itself (Favorite Reports); your filter values only persist if you 

separately save them as a filter set, which then shows up in the Custom Filter Set 

dropdown. 

Q: What's the easiest way to build a report of just upcoming renewals? 

A: Book of Business > Policy Expiration Detail. 
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Q: Does Reports Pro or Pro licensing affect the accuracy of my commission data? 

A: No — Reports Pro only changes which columns and visualizations you can display. The 

underlying commission data is identical with or without it. 

Q: Why is there no column for the commission statement's download date anymore? 

A: It was removed; commission reports now default to filtering by statement date instead. 

(See the Commissions section below — this is being restored.) 

Q: How many Reports Pro seats does an agency typically get? 

A: Typically only 1–2 seats per agency — it's a limited, named-user add-on, not an agency-

wide upgrade. 

Q: How do I make sure future-effective business (policies not yet in effect) shows up 

in a report? 

A: Check the Policy Effective Date filter — it defaults to “any time,” so future-dated policies 

should already be included unless that filter's been narrowed. 

Q: If I save a report filtered to a specific month, will it keep showing that month, or 

roll forward automatically? 

A: It auto-updates with fresh data, but it's still bound by whatever filter values you saved it 

with — a report saved for “June” will keep showing June, not roll forward to the current 

month. 

Commissions & Payroll Reporting 

Q: Is there still a way to filter commission reports to only “Approved” statement 

lines? 

A: Yes — in both Commission Grouping and Commission Detail, there's a filter called 

“Commission Detail Approved” (yes/no) that replicates the old approved-checkbox 

behavior. It is not available in Commission Summary. 

Q: A carrier statement came in on the wrong date — how do I get it counted in the 

right payroll period? 

A: Commission Statements > find the statement > Actions > Edit Statement > manually 

change the Commission Statement Date. The change flows into reports in about 1–2 hours. 

Q: My commission report's subtotal for a producer doesn't match what they're 

actually owed — why? 

A: You're likely filtering by “Assigned Producer,” which pulls in everything tied to that 

person as the client's record owner — including splits credited from other producers' sales. 

Filter by “Commission Detail Producer” instead to see only commission actually paid to that 

individual. 
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Q: Does the Commission Detail report show a running total, or just line items? 

A: Just individual line items — there's no built-in sum. Export to Excel and total manually, or 

use the pre-aggregated Commission Grouping report instead. 

Q: Is the removed commission statement “download date” filter/column coming 

back? 

A: Yes, it's being restored — as of mid-August the estimate given was “this week,” though 

that timeline had already slipped once, so treat it as directional, not firm. 

Q: Is the Commission Grouping or Commission Detail report changing in 5.0? 

A: Functionally the same as Legacy. New addition: a “Statement Summary” dashboard (a 

visual view) that didn't exist before. 

Q: Can I still pull commissions by Producer Code Override? 

A: Yes, it's still usable for building reports and rules — though a presenter hedged on a 

follow-up question about the related “Service Team” column, so treat this as confirmed for 

the primary use case but not fully nailed down for every edge case. 

Downloads & Scheduling 

Q: How do I download a report? 

A: Use the Download button (gear icon on Looks, top-right on Dashboards) and pick PDF, 

Excel, or CSV. 

Q: Download is capped at 500 rows — how do I get everything? 

A: In Advanced Options, toggle from “current result table” to “All results.” 

Q: How do I edit or cancel a scheduled report? 

A: Reports icon > Reports 5.0 > Scheduled Reports > three-dot menu > edit or delete. 

Q: Is the data real-time? 

A: Not real-time, but close — it refreshes multiple times a day. Most data is visible within 2–

6 hours of entry; commission reports take about 4–6 hours. If a report isn't updating within 

that window, contact support. 

Q: Can I download a dashboard as an Excel file? 

A: No — dashboards only offer CSV or PDF. A CSV opens fine in Excel, so that's the 

workaround. 

Q: Is there a “quarterly” option when building or scheduling a report? 

A: No built-in quarterly filter — set a custom date range for the report itself, and for 

delivery pick from the standard daily/weekly/monthly/specific-month scheduling options. 
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Q: Can I rename a report if I originally saved it with the wrong name? 

A: No — reports themselves can't be renamed, only filter sets can. 

Q: How do I register for the dedicated Reports Office Hours (separate from regular 

office hours)? 

A: Support/Knowledge Base icon > Instructor-led Trainings > look for “What's new for 

reports” — registration for Office Hours is listed right next to it. 

Q: What formats can I export or schedule report delivery in? 

A: CSV or XLSX for export, download, or scheduled delivery; you can also set up delivery via 

webhook or Amazon SFTP to a shared agency resource. 

Finding Specific Reports 

Q: How do I see manual vs. downloaded policies? 

A: Check the policy's Source field on the policy record — manual policies explicitly show 

Source = Manual. There is no confirmed Reports 5.0 report path yet for pulling this in bulk. 

Details 

Q: Where do I find retention performance? 

A: Retention Reports > Renewal Detail, Premium Change Detail, or Renewal Summary. 

Q: Is there a training session specifically dedicated to Retention Reports? 

A: There's no confirmation of a dedicated Retention Reports session. Workarounds: check 

EZLynx University for on-demand training, or contact Training/Support for the current 

learning path. Details 

Q: Where do I find production by carrier? 

A: Book of Business Summary or Detail — filter by Master Company and use the LOB 

Origination Date filter. 

Q: Is there a named “Policy Expiration” report in Reports 5.0? 

A: Yes — it's the Policy Expiration Detail report. 

Q: Is there a subtotal-by-carrier view, like legacy reports had? 

A: Yes — available today via the group-by selector on summary reports. Confirmed on 

Book of Business Summary (Compare By → Master Company), Policy Transaction Summary 

(Compare By → Master Company), and Commission Grouping (Group By → Carrier); each 

totals counts/premium (or commission) by carrier, one row per carrier — the 5.0 equivalent 

of the legacy subtotal. If the need is carrier subtotal rows inside a detail report specifically, 

that's a separate ask. 

https://ezlynxsupport.freshdesk.com/support/solutions/articles/8000064135-policies-creating-managing-your-policies
https://ezlynxsupport.freshdesk.com/support/solutions/articles/8000069630-ezlynx-university-how-to-access-ezu
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Q: Where do I find client tenure or longevity? 

A: Use a report that includes the Customer Since field — EZLynx documentation confirms 

it's intended for reporting and tenure-type analysis. Details 

Q: Is there a report for applicants turning 65, or a birthday report? 

A: Birthday Detail, or Age Detail with a ≥ operator. 

Q: Where do I find quotes by producer? 

A: Quote Reports > Quote Detail. 

Q: Can I pull historical Book of Business data by date range? 

A: Not as a direct pull yet — use Agency Pulse Reports to look back month by month. 

Q: Where do I find commissions by producer? 

A: Commission Grouping, filtered by Commissioned Detail Producer. 

Q: How are commissions actually calculated? 

A: Commission reporting is driven by commission statements plus commission rules and 

producer code logic — not just the “Total Commission” display value on the policy. Details 

Q: How do I find policies missing a Producer Code Override so I can fix them? 

A: Remove or blank out the producer filter and run the full Book of Business — any policy 

without an override entered will surface in the results. 

Q: Where did the “New Business” report move to in 5.0? 

A: Policy Transactions category (the renamed Policy Management category) > New 

Business. 

Q: Do I need to build a “Pipeline” to see a colleague's renewals or new business? 

A: No — there's no “Pipeline” object. Just apply filters (e.g., by producer, by date) within the 

relevant report. 

Q: Can I schedule birthday reports so I don't have to manually update the month 

each time? 

A: Yes — use a relative date filter like “Current month” (or “1 month in advance”) instead of 

a fixed date range, and schedule it. Separately, Automation Center can send automatic 

birthday emails to clients — a different feature from reports. 

https://ezlynxsupport.freshdesk.com/support/solutions/articles/8000090317-create-assign-a-customer-account
https://ezlynxsupport.freshdesk.com/support/solutions/articles/8000064100-frequently-asked-questions-commissions

