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How to Access Loss Runs 
Portal Instruction Guide – Agent Portal 

 
NOTE: Log in to the Agent portal using Google Chrome, Microsoft Edge, or Mozilla Firefox.   

 
1. From the Quick Links, select Generate a Loss Run.  

 
 
 
 
 
 

Or from the Policies Tab, select the Policy Number Hyperlink, then select Generate a Loss 
Run. 
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2. Select a Policy.  
 

3. The Start Date defaults up to five years back. To change the dates, select the Date Field. Use 
the Calendar to choose a date or Enter a Date using the MM/DD/YYYY format.   

NOTE: Loss runs can be accessed for single or multiple policy terms by changing the dates.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

4. The End Date automatically populates with the current policy term expiration date. To change the 
dates, select the Date Field. Use the Calendar to choose a date or Enter a Date using the 
MM/DD/YYYY format.   
 

5. The Validation Date should default to today’s date, ensure today’s date is listed.  
 

6. Select Loss Run or Loss Detail.  
 

7. Select Generate Report.   
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NOTE: The message “Please wait while we are generating the report” will appear. 

 
 
 

8. Once generated, the loss run or loss detail will appear in a separate window where they can be 
Downloaded, Saved or Printed.  
 

 
 
NOTE: If the loss run report window does not open, check the internet browser's pop-up blocker 
settings.  

Where to Get Help 
If this document does not address your questions, please contact Customer Care at 
customercare@mem-ins.com or 800.442.0593. 
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