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View My Agents 
The View My Agents screen displays all the agents within an office. From this screen, you can add retention activities, track agent’s recent production, 

birthdays and anniversaries, and view their estimated volume growth. 

 

Accessing the View My Agents screen 

1. Click the Menu icon. 

 

2. From the menu click View My Agents.  

 
 

Defining Parts of the View My Agents Screen 

These screen parts are defined below: 

 

A. Next Activity Date  
This icon shows the next date when an 
activity is scheduled. It also reports what the 
type of next activity is (Phone, Meet, Email, 
Text). 

 

    
Red=Overdue Date Green=Today Blue=Future Date Grey=No Date Set 
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Defining Parts of the View My Agents Screen (continued) 

These screen parts are defined below: 

 

B. Agent Photo 
This photo is auto populated from the dash 
application. 

 

C. Recent Production  
If the agent had production in the last 7 
days, the appropriate bar is shown with 
color. Clicking any of the bars opens the 30-
Day Production Detail screen.  

D. Agent Name 
Click the agent’s name to see their Prospect 
Profile page with detailed information about 
the agent. 

 

E. Preferred Agent 
The Preferred Agent data is calculated 
quarterly within the agent’s MLS. Those in a 
higher tier are expected to have better 
volume growth in the next 3 years. 

     

F. Phone Number and Email 
The agent’s phone number and email are 
auto populated from the information 
entered in the dash application. This 
information can be updated within iProspect 
using the Edit Agent screen. 

 

  



View My Agents 

P a g e  3 | 7 

 

Defining Parts of the View My Agents Screen (continued) 

These screen parts are defined below: 

 

G. Last Contact Date 
The date of the last phone call, email, and 
meeting are reported here. The most recent 
date is highlighted in blue.  

H. Expand Icon for Recent Activities 
Click the plus sign to expand the agent’s card 
to display the last five activities you’ve 
entered for this agent. 

 

I. Recent (LTM Production) 
This agent’s recent production is listed here 
including: the MLS, and data from the Last 
12 Month’s Total Units, Listings Sold, 
Volume and Estimated GCI.  

 

J. Anniversary and Birthdate 
The agent’s anniversary with the company is 
auto populated from dash. The agent’s 
birthday does not automatically appear but 
can be edited from using the Edit Agent 
screen. It reports only the month and day, 
not the year. 
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Defining Parts of the View My Agents Screen (continued) 

These screen parts are defined below: 

 
K. Icon Set  

Edit Agent – Click to edit the Agent’s phone 
number, email or birthday and to add 
general notes on this agent. 
Add Activity – Click to add an activity for this 
agent and plan a next activity. The Purpose 
field on the agent card includes retention-
type activities. 
Create Contact Card – Click to email contact 
information which can be imported to your 
contact software. 
View Production Graph – Click to view a 
graph with listings taken, sold units and sold 
volume over the past several years. 
View Production Map – Click to view a 
Google map showing production for the last 
12 months or year to date. 

 

     
Edit  
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Sorting the View My Agents screen 

The default sort order for the View My Agents 
Screen is by Next Activity Date in Descending 
order. To change the sort order, use the Sort By 
menus. 
 
1. The first Sort By menu allows you to choose 

the field to sort by 
2. The second Sort By menu allows you to 

choose Ascending or Descending order.  
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Filtering the View My Agents Screen 

1. In the upper left corner, click the Filter 
button.  
 

Note: If you only want to filter by Production, 
you can also click the Recent Producers toggle 
on the dashboard. See the next section for 
more information on focusing on Production. 

 

 

2. The Agent Filters menu appears on the 
right side of the screen, choose from these 
options to filter: 
A. Enter numbers for the production. 
B. Click the toggle(s) for the available 

filters.  
C. Click the Close box to apply the filter.  
D. Click Reset to remove all filters. 
 

Note: You can apply multiple filters. 
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Filtering the View My Agents Screen by Recent Producers and Sending a Congratulatory Email 

1. In the upper right corner, click the Recent 
Producers toggle.  
 
The only agents displayed have had 
production in the last 7 days. 
 

Note: You can also click the Filter button and 
choose Recent Producers in the Events section. 

 

2. Click on any of the colored Production 
boxes to see the last 30-day production 
Detail screen. 

• Red – Last Sale 

• Blue – Last Contract 

• Green – Last Listing 

 
 

3. To send a congratulatory email, click on the 
email icon  in the Actions column. 
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4. Edit the email as needed and click Send. 

 

5. Once you click Send, you will be brought 
back to the production detail page. 

 
As confirmation, you will see that the email 
icon disappears. This is to prevent you from 
sending a duplicate email for that 
transaction. 

 

 


