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InsuranceXdate.com User Guide 

 

 

Contact: 
Email – support@insurancexdate.com 
Phone – 215-839-9991 
 

 

 

 

 

 

 

 

 

*Search by key word or phrase in this document using ctrl+f  
*Click on any Heading the in the Table of Contents to go directly to section  
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Getting Started 
 
Free Trial Sign up – home page for www.InsuranceXdate.com 

 
- To sign up for a free 3 day trial, enter your First name, Last name, Email address, create a Password and click 

“Join Us” 
- Your email address is your User ID 

 
Logging In – top of home page for www.InsuranceXdate.com 

 
- Whether you are using a Trial account or a Subscriber, you will login here with your email address and the 

password you created 
- Once logged in you will be taken directly to your Dashboard 
- Forgotten Password?  Email support@insurancexdate.com to have it reset 

 

 

  

http://www.insurancexdate.com/
http://www.insurancexdate.com/
mailto:support@insurancexdate.com


Updated 2/10/15 4   

Settings Menu 

 
 
Master Subscription Settings Menu – Adding/Deleting/Updating User Information 

 
 
 
 
 
 
 
 
 

 

  

To Access your Settings click on “(your 
name’s) account” and choose “Settings” 
from the dropdown menu 

Master Subscribers can add or delete Agent 
Users here  

-To Delete a user click on the to the right 
of their name 

Master Subscribers have the option of 
viewing Agent Users’ activity (notes & 
contacts) in their Dashboard by checking this 
box  

Users can update their email address and 
password here (available for all users) 
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Purchasing a Subscription 

 
 
Subscriptions Page 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

After logging in click on “(your name’s) 
account” and choose “Subscribe” from the 
dropdown menu 

Enter your payment information here 
and click “Add Card” 

Once you add payment information 
subscription options will be available 
for purchase on the page 

A Master Account is the minimum requirement for 
access and must be purchased first – choose your 
state from the dropdown box and click the 

button that matches your preferred 
billing cycle (monthly or annual) 
 

To add an additional State’s data set, choose 
state from dropdown box and click the 

 button that matches the billing 
cycle of your Master Account 

A Master Account includes a total of 3 user Licenses 
 
-To purchase additional Licenses click the 

 button in the “Additional Agent 
Account” section 
 
-Pricing discounts are available if more than 4 
additional licenses are required, contact us to 
discuss 
 

Premium Datasets: 
1) Carrier Search – Enables you to search for 
businesses with a specific insurance Carrier 
 
2) Mod Trends – Enables you to search for 
businesses who’s Mod is trending up or down 
over a specified period of time (available PA 
only) 
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Information Availability by State 

 
 
 
Search Capability by State 

 CT FL GA NJ PA SC TX 

County ☒ ☒ ☒ ☒ ☒ ☒ ☒ 

Zip Code ☒ ☒ ☒ ☒ ☒ ☒ ☒ 

Xdate ☒ ☒ ☒ ☒ ☒ ☒ ☒ 

Class Code ☒ ☒ ☒ ☒ ☒ ☒ ☒ 

Mod Range    ☒ ☒   

Carrier ☒ ☒ ☒ ☒ ☒ ☒ ☒ 

Name ☒ ☒ ☒ ☒ ☒ ☒ ☒ 

Premium   ☒ ☒   ☒ 

# EE’s ☒ ☒ ☒ ☒ ☒ ☒ ☒ 

Gross Sales ☒ ☒ ☒ ☒ ☒ ☒ ☒ 

Assigned Risk ☒  ☒ ☒    

Mod Trend    ☒ ☒   

*NJ – Carrier & Premium information limited to Assigned Risk Accounts only 
*Premium estimates for all states do not include all rating factors    
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Creating & Saving a Search 
 
Search dialogue displays on the right hand side of your screen or on the bottom of your screen page, depending on your 
monitor size.  Here is an overview of how to create a search: 

 
  
 
 
 
 
 
 
  

Location – 
1) Select State 
2) You may choose a County or Zip Code Radius (this is detailed in the 
following page) – this example shows the Zip Code Radius option 

Effective Dates –  
1) Enter your dates in MM-DD format, do not include the year 
2) If you want to search based on 1 day, enter that date in both fields 

Class Codes – This example shows the Range option for choosing Class Codes 
1) Make sure codes are sorted numerically, by code # (sorting is detailed in 
following page) 
2) Choose codes – ensure your ‘from’ and ‘to’ codes are in order 
 - Example:  0601 to 0681 (correct) 
 - Example:  0681 to 0601 (incorrect, will result in error)  
 

Current Carrier – (Premium Feature) 
1) Simply choose the Carriers you’d like to target by checking them in the 
drop down box, you may choose a maximum of 10 carriers per search  
 

Company Name – 
1) Type the name of the company you are searching for, it is recommended 
you clear all other search fields when using this method  
 

Demographics - # of Employees & Gross Sales Estimates – 
1) Choose your ranges using the available options in the drop down box 
2) Make sure you choose a value for both the ‘from’ and ‘to’ fields  
 

Assigned Risk – availability depending on state –  
1) Checking this box will limit your search to Assigned Risk businesses only 
 

Saving a Search – 
1) AFTER clicking on the “Search” button, your results will appear, and you 
will notice a “Save Search” dialogue appear below the search menu 
2) Before saving your list, ensure it is sorted the way you want, for details on 
sorting see the “List View” section 
2) You have the option of saving your Xdates “statically” or as a “range” 
 -Static – dates remain the same each time you open the search 
 -Range – dates are treated as a range (i.e. 30 to 90 days from the 
    day you open the search) 
3) Name your search by typing a name in the text box 
4) Click “Save” 
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 Creating a Search – Additional Features 
You have several different options for Location and Class Code search criteria as indicated below:     

 

 

 

 

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Location – You may toggle between a Zip 

Code Radius or County search by clicking on 

the ‘link’ above the State selection drop 

down box, indicated here with a green 

arrow (“County” or “Zipcode”) 

Class Codes – You may toggle between a 

Range of Class Codes or selecting individual 

Class Codes by clicking on the ‘link’ to the 

right of the heading “Class Code”, indicated 

here with the green arrow (“Multi”) 

Sorting Class Codes – You may sort class 

codes by clicking on the “sort” link to the 

right of the “Multi” link.  Options are to sort 

numerically by Class Code # or 

alphabetically by Class Code Description 

Important Notes about changing Search Fields – 
1) When changing between Zip Code Radius or County, class code Range or Multi 

select, or Sorting class codes - previously entered search criteria will be 
erased 
2) It is advised that you determine which type of search you will use before 
inputting your search criteria to avoid this 
3) For example – if you enter your effective dates, then choose to switch from 
Class Code Range to Multi Select, your effective dates will be erased  

Important Notes about Replicating a Saved Search – 
1) When loading a Saved Search, your search criteria will reload into the search 
fields 
2) You can quickly create a new search by editing the fields you wish to change, 
rerun the search and saving it 

Multiple Code Selection Display 
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List View  
 Sorting your list 

 
- List is sortable by clicking on any of the header rows, highlighted in green, in ascending or descending order 

 
Basic Information Display 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Options 

 
 
 
 
 
 

1- Business Name 
2- Website (as available) 

Business Address 1- Primary Class Code 
2- Description 
 

Renewal Exp Mod 
(as available) 
 

Expiration 

Date 

Contact Information 
- The # (2) refers to the # 
of contacts available 

Notes Section 
- The # (0) refers to the # 
of notes made by agents 
within your organization 

1- This allows scrolling 
through pages 
2- Function is available at the 
top and bottom right corners 
of your list 

1- Allows you to change the # 
of listings per page 
2- Available at the bottom 
right corner of your list 
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Viewing Detailed Account Information 
Each listing has additional information available and is accessed by clicking on the listing with your mouse.  Below are 
further details on how to access and what information is available. 
 
Demographic Info 

 
- Clicking on the area highlighted in green (name and address area) will display available demographic information 

(# of Employee, Gross Sales & Premium estimates – as available) 
- Users have the option to add information to their database using the drop down selection box and clicking the 

‘add’ button 
o Fields available: # of Employees, Gross Sales, Payroll, Losses and Premium 

 
Detailed Workers Comp Info 

 
- Clicking on the area highlighted in green (Class, Mod and Exp Date area) will display available Workers Comp 

information (See Information Availability section for a list of what is available by state) 
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Viewing Detailed Account Information (continued) 
 
Contact Information 

 
- To view Contact information, click on the area highlighted in green 
- The # (3) shown in this field relates to the # of contact information available 
- Users can add their own contact information to their database using the structured contact fields 
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User Tools 
 
Making a Note

 
- To make a Note, simply type in the “Make a Note” field in the lower left corner of a listing and hit enter or click 

the        button to save 
 
Accessing Notes 

 
- To view notes click on the area highlighted in green 
- Notes will display below the listing including the day/time the note was made and the person who made the 

note 
- To delete a note, click on the        button  
- The # (1) indicates the # of notes made for this business listing 

 
Saving Company for Follow Up 

 
- To save a company click on the        button, highlighted in green 
- To view your Saved Companies, see Dashboard section (page 12) and Saved Companies (page 13) 

 
 
Printing a Detailed Account Summary 

 
- To print an Account Summary RIGHT-CLICK on the link, highlighted in green, and open in a new tab or 

new window 
o Opening in a new tab or window will keep your place on the list 
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Printing a Detailed Account Summary (continued) 

 
*Controls for saving, loading and exporting info available on following page 

Fields prefill with all 
available information 

Users can enter payroll 
info here, which will 
transfer to an Acord 130 

If Exp Mod history is 
available, the % change 
from previous year will 
automatically calculate 
here

re Form prefills with all 
available info for Carrier, 
LCM and Policy #’s 

A current term summary 
of Exposure, Premium 
and Losses is available 
for user input for typical 
Commercial coverages 

If user enters Premium 
and Loss information, 
the Loss Ratio will 
automatically calculate 
here 

Any special notes can be 
made here  
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Printing a Detailed Account Summary (continued) 
 
(Enlarged view of controls at top of print page) 

 
 
 Steps for Saving & Loading information: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STEP 1 - After 

entering 

information, you 

can save by 

clicking here 

STEP 2 - When saving info, it 

is date and time stamped for 

future retrieval and can be 

selected here 

STEP 3 - After 

selecting your 

saved file, click 

here to load it 

To Print your 

form, click here 

To Export to an Acord 

130, click here.  

Information entered by 

user, such as payroll and 

# of EE’s, will also export 

Important Notes about Exporting Acord 130: 
1) This feature only works using the Google 
Chrome web browser and has glitches 
2) There is a specific, but easy, procedure to 
avoid theses glitches, detailed below 

Procedure for Exporting to Acord 130: 

1) Click  button as indicated above 
2) A box will appear at the bottom left corner 
of the page as shown here:

 
3) Click here to open file (this will open file in 
web browser and is the only way to have 
information transfer to a fillable form) 
4) You can complete the form using the 
fillable fields before printing 
 
Procedure for Saving/Printing Acord 130: 
1) You may print using the web browser’s 

functions or by clicking on the  icon in 
lower right corner of Acord form 
 
Option 1 - Select a physical printer and print 
 
Option 2 - Choose the “Save to Google Drive” 
option (if you have an account) and save – 
this will provide you with a PDF version of 
form 
 

Causes of Error when Exporting to Acord 

130: 
1) If you open file from your computer (as 
opposed to the web browser) it will be a blank 
document 
 

Causes of Error when Printing or Saving to 

Acord 130: 
1) If you try to save as a PDF, it will save a 
blank form 
2) If you try to print to PDF it will save a blank 
form 
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Exporting a Search 

 
 
 
 
 
 
 
Lists export as an Excel CSV file, below is an example of the output: 

 
 
 
Call Sheets 

-  allows you to print Detailed Account Summary pages for all businesses in a search with 1 click 

 
 
 
 
 
 
 

 

 
*please note it takes 3 seconds per business to process 

(A list of 100 businesses will take approximately 5 minutes) 
 
 
 
 
 

The Export function is located at the 
bottom left corner of the list view 
page 

To Export your list, click on the button and your list will 
be downloaded 
 

The Call Sheets function is located at 
the bottom left corner of the list view 
page 

To produce Call Sheets RIGHT-CLICK on the  button 
and open in new tab or page.  Your list will begin processing 
 

Once complete, you may print pages to your printer 
or print to PDF.  Do not save the file, it is PHP and 
will be unreadable.   
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Bookmarking a Search 

 
 
 
 
 
 
 
 
 
 
Retrieving your Bookmark 
 
(Enlarged view of Header Tabs found on Upper Right Corner of webpage) 

 
 
Bookmarks Page 

 
- Bookmarks are date and time stamped for reference 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Bookmark function is located at 
the bottom left corner of the list view 
page 

To Bookmark your page, click on the button and retrieve 
it at a later time in the Bookmarks section of the site 

A Bookmark allows you to quickly return to the page you last left off on a prospect list without having to scroll through 
pages, as you would by loading a saved search 

1) Click on “Saved” in the 
header  
 
2) Click on “Bookmarks” in the 
dropdown list to open page 
 
3) Load your Bookmark by 
clicking on the link 

To delete a Bookmark click on 

the   
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Dashboard 

 
- Upon logging in you will be taken to your Dashboard 
- The Dashboard is a snapshot of your most recent Saved Searches, Saved Companies, Notes and Contacts 

 
 
 
(View of Header tabs on Upper Right Corner of webpage) 

 
 

 
 
 
 
 
 
 
 
 
 

Each section of the Dashboard has its own page, which can be accessed using the instructions below 

To Access your Saved Companies or Searches pages, 
click on “Saved” in the header row and make your 
selection from the dropdown menu 

To Access your Notes or Contacts pages, click on 
“History” in the header row and make your selection 
from the dropdown menu 
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Saved Companies Page 

 
- Saved Companies Page is similar to the List View and has the same functionality 

 
 
Saved Searches Page 

 
- Saved Searches Page is a list of your searches with the basic parameters used 

 
 
Notes Page 

 
- Notes Page provides the date/time you made the note, company and note 

 
 
Contacts Page 

 
- Contacts Page displays user entered contact information 

 
 
 
 
 

To delete a company from this 

list click on the located here 

To delete a Search from this 

list click on the located here 

To delete a Note from this list 

click on the located here 

To delete a Contact from this 

list click on the located here 
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Common Errors 
 
We regularly monitor and review activity in an effort to identify common errors and make adjustments to minimize 
them.  If you are experiencing an error, chances are it is covered in this user guide, but if it isn’t please contact our 
support team using the “Contact Us” webpage - http://www.insurancexdate.com/contact.php - this will ensure your 
request is sent to the appropriate team. 
 
Here are the most common underlying factors that result in site errors – 

Error Fix 

Not being logged in while searching Log in 

You are not subscribed to “State’s” dataset Make sure you’ve chosen correct state from dropdown box 

No Results (location based) Make sure Zip Code is appropriate for state 

There was a problem with your Class Codes (range) Make sure your Class Codes are in order 

No Results for Business Name Search Reset Search Parameters before searching by name 

Saved Search parameters are not what I saved When modifying parameters, make sure to rerun search by 
clicking “Search” before saving 

Saved Search is not Sorted correctly Make sure to Sort your search before saving it 

Search fields keep resetting while creating list See Page 7 (Important Notes about Changing Search Fields)  

 
 

http://www.insurancexdate.com/contact.php

