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Efficient Use of TAM for the End User
Objective: Button by Button, we’ll go through setting up and using TAM in the most efficient manner possible, using all the features TAM has to offer.  

Assumptions:  This seminar is based on the following

TAM Version 8.4.0
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Home Base
Home Base: User Setup

When you log into TAM, the first screen you will see is what is called Home Base.  The first step any user should take when starting to use TAM is to set it up the way that he/she wants TAM to work for them.  By clicking on Tools from the File bar of Home Base, then choosing User Setup, you are presented with the option box shown below.  Any changes made in User Setup are for the workstation – so it will not follow that user from station to station, as the settings apply to the workstation. It is important to note that any changes made in User Setup will not be activated until that user has logged out of TAM and logged back in.
[image: image28.png]ASChret

Applied Systems Client Network
Formerly NAUGAS





The first tab of User Setup is to choose what you want TAM to load for you first when you “Startup” or log in to TAM.  If you check a box here, you will be taken to that area upon logging into TAM.  For instance, if you choose to go directly to Clients and Files and bypass seeing Home Base when logging in, you would check the box next to Clients and Files.  This is also where you select the default for your mail view.
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The next tab, Settings, allows you to select a few more options.  You can alter the Message Scroll Speed of the message scrolling at the bottom of Home Base by adjusting the lever on the slider between Slow and Fast.
You can also check the box next to Reminder to be alerted (at an interval you determine - for example 15 minutes as shown) before the time indicated on your follow-ups.  This reminder applies only when you have entered a time on your activities.  This is similar to the reminder that you can select when setting up an item in Microsoft Outlook’s calendar.
This screen also lets you choose to Drill down directly to viewing attachments rather than a detail screen of that attachment by checking the box under Attachment Drill Down.  This option applies when an activity has been created by adding an attachment. 

If you are connected to @vantage fax, the Fax Setup button will be activated, allowing each user to setup that program for efficient use.
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If you are using TAM’s Integrated Email messaging, the Mail Setup button will be activated, and when selected will allow signatures to be set up.

The Timer Setup button lets you choose how often certain items should be updated or refreshed.  You can select from Open Activity, Mail Inbox and System Date.
On the next tab, Double Click, you have the option to choose how fast you can move around in TAM.  You can select where you will go to when you double click on the Client List and on the Policy List.  This selection makes it easier to navigate through TAM and get to where you want to go easier.
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The last tab of User Setup, Screen Defaults, lets you select some other very important options that will enable you to navigate around TAM more efficiently.
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First, you can select if you want the system to default a Commercial or Personal client number when you are adding a new client or prospect.  This setup option can save you a simple click on the client level, but that is one less click each time you add a new client!  You can also setup whether you will default Effective or Expiration Date on the Policy List, Issuing or Billing Company on the Claim List.  Keep in mind that making a selection here in User Setup does not prevent you from changing your selection through user setup later, or from selecting the other option at the client level.  This tab also lets you select to Use Custom Filter on List Screens (which is highly recommended for efficient use of TAM!)  We’ll discuss filters later as we go through each button of TAM. You can select to Stack Screens – a helpful option if you tend to have multiple sessions of TAM open at once.  By stacking screens, you will always see a part of each screen to remind you to finish previously started tasks.  And, since TAM now prompts you to save your applications as you work, you can select to have TAM Automatically Save Applications so you don’t have to worry about it later or have to answer the question “Do you want to save” as you work.

Home Base: Email

If you are integrating TAM with Microsoft Outlook, you can mange your email from Home Base.  
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First you will want to choose between seeing New Mail or All Mail from the Mail View option from the File Bar.  You will see email messages in this section according to that choice.  Then you can work your messages with the small buttons at the top of the message area.  The buttons, left to right, are: Open, New Mail Message, Delete, Reply, Reply to All, Forward, and Attach to Client.  If you hover your mouse over those buttons, you will see what each button is named.  These buttons will manage whatever mail message is highlighted in the display box below.  We will discuss attaching emails in more detail later in this handout.
Clicking on the larger Mail button to the right opens up your Outlook.  The My TAM button takes you into that area and Messages takes you to view TAM system messages.

Home Base: Activity Center
The bottom portion of Home Base lets you manage your activities. Before we discuss managing activities from this area, we need to explain how to setup this area for maximum usage. In the picture of Home Base below, there are two tabs, Open Activities and Filter Options.  To choose the way you view activities under the Open Activities tab, select Filter Options.
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In this area, you can choose on the left whether you will see activities of a certain Type of Entity only, or select <All>, which is the most common choice.  The next two options are not used often, but allow you to choose a particular Client/File Code or Policy type (if installed).  You can also set your filter to display activities that are Open, Closed or All Items.  For the most efficient use of the activity center, it is common to display only Open Items so you can attend to them as they appear for follow-up.
The two columns on the right allow you to choose the type of information that you want to see on Home Base in the activity center.  Once an item is selected in the Available Fields column, the Select button is activated, allowing you to move it to the Selected Fields column.  Conversely, once an item is highlighted in the Selected Fields column, the Remove button is activated, allowing you to remove that field from your view.  Once you have your chosen fields in the Selected Fields column, you can highlight items and use the up and down arrows to change the order of appearance.  The order top to bottom is how the items will appear left to right in the activity center.  Once you have selected how you want to view your activities, simply switch back to the Open Activities tab and your view will change according to the selections you made under Filter Options.  You can change the column widths of that view by moving your cursor over the line separating the columns until you get a crossbar icon, then click and move the line appropriately.  It is extremely vital to select fields appropriate to your position in the agency for the most efficient use of this area. 
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There are several more filter options to discuss before we actually start managing your activities.  The date defaults to the current system date.  You can change that date with the arrows below that field, allowing you to view activities that you will need to attend to on other days.  For example: if you are going to be out tomorrow, advance the date to that day to see what activities are currently set for follow-up.  This allows you to attend to your activity before rather than later.  Selecting the pause button (the button between the arrows) returns you to the system date. 

You can also select to see activities Up to the Selected Date or activities for the Selected Date Only. 

If you are an Activity Administrator (assigned through Security Manager) you will be able to click the down arrow next to your name and select other names to see their activities.  The selection box below the name allows you to select only certain activity codes to view.
Now we are set to learn how to manage activities through the Activity Center. You can do so in a variety of ways.  You can highlight an item in the list and right click on it or you can highlight an item and click on the Options button, or you can click on the Magnifying Glass button to open up a more detailed view of your activities.
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The Magnifying Glass takes you into the Activity Center which allows you to see many of the same filter options as on the Home Base activity center as well as the detail of the activity highlighted and then manage it by selecting Options from the File Bar – where you will be given the option to:

· Close Successfully (meaning this item has been attended to and is completed)
· Close Unsuccessfully (meaning this item has been attended to but is not completed – more steps must be recorded to accomplish the task it required)
· Add Activity (when you add an activity here, it creates a miscellaneous activity that does not attach to a client, this is useful if you want to record an appointment for instance to the dentist!)

· Revise Activity (the activity you have selected)
· View Activity (the activity you have selected)
· Delete Activity (if your security allows this)
· Client Drill Down (this takes you to the attachments for the client you have selected)

· Item Drill Down (this takes you to the item that created the specific activity highlighted)
· Refresh (recreates the list of activities, which is useful after you have made revisions or closed activities)
Now we are ready for a discussion of each of the buttons under Clients & Files.  It is important to note that through the rest of this handout when Options are indicated, you can access Options in one of three ways:  Click on the Options button, right click on a highlighted item from the list view, or click on Options from the File Bar.  
Also, when you are on a list screen, you can change what information you see by right clicking on the gray bar listing the column headings and choosing to Insert Column, Remove Column or Reset Column.  Once you choose to insert a column, a blank column heading appears reading “not set”.  If you right click once more, you can select the category that you wish to insert in the column that you just added.

Clients

Clients: Client List
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When you first come to this area, you are presented with a list of your clients. There are significant Options available to you from the Client List.  
Conglomerate Customer allows you to link clients together.  It might simply be that you want to connect a business with the owner’s personal insurance, or you might have subsidiaries of a business that are related but need to have their own client information.  To do so, highlight the main client from the Client List, click on Conglomerate Customer and choose Main Account, then click OK.  Next, go to the client you want to link to this main account, highlight it, click on conglomerate customer from Options, choose Sub Account, then highlight the main account name in the box to the right, then click OK.  Now on the client list, the main account lists next to it, Parent, and the sub account lists the main account’s client code next to it.

Client Screen Defaults allow you to prefill the fields of a new client screen to save you time from typing it each time you add a new client.  For instance, enter in the agency code, branch, CSR code, producer, and client code that you typically work with.  When you enter the information you want, click OK.  The next time you add a new client this information will already be typed in.  This works in prospects as well.
Search allows you to find clients in a number of ways.  You can Search Clients, Clients by Policy Number, Claims by Claimants, and do a Name Search.

Customer Filter allows you to setup the way you view the client list –choosing to see clients based on the CSR, producer, or certain client codes.
Earlier in User Setup, you had the choice to select to Use Custom Filters on List Screens.  If you selected this option, when you click on any of the buttons we are about to review for the first time after selecting this option, you will be prompted to setup your filter options.  We will discuss how to do this under each button section below.  When choosing your options in Filter Setup, it is most common to setup your daily view in a broad way, then remember that you can come back to Filter Setup at any time to narrow your selections for a particular search need, and then choose Reset to take you back to your normal view.
Clients: Policies
When you first enter the Policies, you will be prompted to choose your options in Filter Setup if you choose to use Customer Filter on List Screens under User Setup.  This will allow you to choose to view policies in a certain way: Current versus History, Billing modes, Date Filters, Policy Status Codes, and certain Policies.  You can also access Filter Setup at any time you want to change the way you view policies.
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Billing Screen Defaults are similar to Client Screen defaults – they let you setup the way a billing screen looks when you add a new policy, for instance, the policy status CSR code, producer, billing type, etc.  It is important to note that certain information like the department will default from the policy type selected when the policy is actually added.
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When you are on the Billing Detail of a policy, you can right click on the company code or the producer to see address and phone number information.

Displaying Attached Items will take you to the items from the attachment list that have been attached to the policy highlighted.  Those items are indicated by a paper clip icon shown to the right under the detail information. 

Clients: Activities

When you come into Activities for the first time after choosing to use custom filters on list screens from User Setup, you will be prompted with the Filter Setup options.  You can also access Filter Setup at any time you want to change the way you view activities by clicking on Options, Filter Setup.   
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You have the choice to see Open/Closed or All Activities, you can choose the date order: Most Recent first or Oldest first, you can also select to see activities based on certain dates either by date of Follow Up or Date Entered.  Lastly, you can choose to see only certain activity categories (you can select up to four).  On the right, you can highlight a specific policy if you want to see activities connected to only that policy.  If no policies are highlighted, you will see activities for all policies.

It is important to remember that filter setup is more than just for choosing how you see your activities on a daily basis, but is a very useful tool to use when you are searching for a certain activity – you can come to filter setup and change your selections to find the activity you are looking through very quickly rather than searching through screens and screens of all the activities.  When you are finished with a particular search, then you can come back to Filter Setup and click on Reset to go back to the way you had it setup before.
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Activity Detail is very essential to using TAM most efficiently.  Since the lifeblood of TAM is the activity system, it is vital to learn how to correctly complete activities for the most efficient use of TAM.
The activity detail shows you the current date and time as well as your operator code in the top left.  This information cannot be changed.  The top right of the activity detail is pre-filled with information from the billing screen of the policy that was chosen when the activity was added.  With this information filled in for you, you don’t have to type that same information again in the detail of your activity.  Next, the activity category that has been chosen displays.  Double clicking in this field allows you to look up the list of activity categories if you need to change this.  The Description field will show a default description based on the category – this default should be overwritten with the detail surrounding this particular activity.  Since the description line is all that you will see at the activity list level, it is important to put specific information in this field.  The Amount field lets you enter a dollar figure if applicable to your activity.  Next is the Note field which allows for you to continue with the information you started entering in the description line.  You can then indicate whether this activity should remain Open for follow-up at a later time by selecting Yes or No.  If you select Yes, then you need to proceed through the remaining fields selecting who should follow up, the date for Follow-Up and if applicable, the time for follow-up.  This information should default a certain user for follow-up and the date based on the activity setup that your system administrator chooses.  The Action code and date should also default based on the activity category.  This information can be overwritten if necessary, agency procedures will dictate.
If you choose to close this activity by selecting No under Open, then the screen changes slightly, prompting you to make a selection whether this activity was Successful – Yes or No.  If you choose Yes, then the activity records your operator ID and user name and the date it is closed, then you can click OK to close the activity.  If you choose No, it was unsuccessful; you are prompted to select a Rejection Reason.  Your rejection reason will depend on the situation, but remember this is a very important selection to make, and it is for more than sales purposes!  The activity will now show your operator ID and name as closing the activity, the date closed, and the rejection reason will appear in the reference field.

You can also choose to close an existing activity through Options – Close Successfully or Close Unsuccessfully without going into the Activity Detail.  The choices are the same as described above.

One other efficient use of activity options is the Drill Down feature.  If an activity has been added as a result of a memo or attachment being added in TAM, then the Drill Down feature will be active on that particular activity.  When looking at the activity lists, you can tell if the Drill Down feature applies to an activity by looking for the * in the DD column.  When you find the item with the Drill Down, highlight it, go to Options, Drill Down and the system will open up whatever it was that created the activity – for instance if it was a document, Preview will open the document.  If it was an email, it will open up a view mode of the email.  Drill Down is an efficient way to navigate between activities and what created it so you don’t have to search multiple areas.

Clients: Memos

When you come into Memos for the first time, you will be prompted to setup your filter view.  You have the following options: to see Pending/History memos, most recent or oldest first, and to see memos only from a certain date range.  
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Pending memos are memos that have not been printed (or not accepted after printing). History memos have been printed and accepted, and cannot be altered. 
One very efficient tip for using memos is to setup and use Titled Memos.  A titled memo is similar to a formletter - you type it once and can use it over and over again.   The picture below shows the screen you will see once you click on Add to add a new memo.  You are asked if you want to add a Titled memo and if this is what you want to do, then you highlight the titled memo you want on the left, select the applicable policy on the right, then click OK.  If you do not want to add a titled memo, then at this screen, simply select your policy on the right and click No.
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You are next taken to a screen to select who this memo is being sent to.  If you choose Company, you are then asked to select whether you want to send this memo to the Issuing Company or the Billing Company.  Once that selection is made, then you are provided the company lists from which you can select the appropriate company address.
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Once you have made these selections, you are then taken to the memo to complete and print.  Once you have printed a memo, it appears under history memos.
If you need to send a history memo for a second request, rather than adding a new memo, simply find the memo under the history tab and select Print from the options.  You will be prompted to select if this is a Second, Third, or Fourth request.  If you choose one of these options that will print on your memo.

Through options, you can select Send From History which copies the history memo to pending allowing you to edit the pending memo.  Keep in mind that it does not change or delete the history memo at all.  (Once a memo is in history, it can not be altered.)

Clients: Contact Management and Info Screens
Another feature of TAM is Contact Management (this is the handshake button).  In this area, you can track many client contacts, members of the household, drivers, etc.  You are able to record primary contact information, multiple numbers for a contact, email addresses, and identify the preferred method of contact for that person.  You can also use the Driver Info tab (similar to the Info Screens - which is why they are included together for this topic) to record driver information and choose to move this information to the application, or move information from the application to the Info screens to avoid having to type the information twice.  
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You can access Info Move to accomplish this task from Options on the Contacts screen.  
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Your first choice is to select whether you are going to Move Info Screens to Application or Move Driver Information to Info Screens.  Then select whether you will be adding the info to a Personal or Commercial type of an application.  In the box above, Commercial is selected and the Commercial Auto app that exists for this customer appears.  On the right you are prompted to choose a Class Selection to move, or you can check the box for Move All Classes (this is recommended).  

When you select to move Driver Information to Info Screens, the bottom right selections are activated allowing you to choose to Add Drivers as New Contacts and to Replace All Existing Contacts with These Drivers.
When you have made your selections, clicking OK starts the information move.
Clients: Notes and Sticky Notes
Notes and Sticky Notes allow you to record information about your client that would normally not appear anywhere else.  When you add a note, you are not prompted to add an activity, so use caution when using Notes as way to document your information. 

Sticky Notes are a great way to add a quick reminder to a screen – for instance if you want to note that the client likes to talk only with the producer, you can add a sticky note to the policy screen so that at quick glance you are reminded of that information.  (Sticky notes should not replace activities though as they are can be altered or deleted if security allows.)
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Clients: Claims
When you enter claims for the first time, you will be prompted to setup your Filter view.  
[image: image16.png]iew Cl

Open/Ciosed—————————————— [& [ Typs [ Poliy Nurber
GE  Comn O e T PO HeTedTa0e
. “ 2 WS aEois
-Date Ot
& Most Recent  Didest
DateFiters
From To
Loss = =
Beparted H H
bssioned = =

ok | cod | o





You can select to see claims based on whether they are Open/Closed.  You can choose to see claims in Date Order – Most Recent first or Oldest first.  Then you can choose Date Filters according to Loss date, date Reported, or date Assigned.  Finally, on the right, you can select to see claims associated with a select policy.  
When you add a claim, you click Add from the option bar located just under the picture buttons.  You are prompted to select Claim Coverages by choosing the type of claim and policy that this claim applies to.  It is vital to choose the correct policy because coverage information will default from the application selected to the loss notice, saving you time not having to complete that information on the loss notice.  
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You are now brought to the Claim Detail screen.  Again, completing this screen as completely as possible will save you time later when completing the loss notice because information from this screen carries over into the loss notice.
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The information on the top right of the claim detail fills in based on the policy selected when the claim was added.  The only field that is mandatory is Date of Loss.  Clicking the down arrow next to any date field will bring up a calendar for you to use to select a date.  Complete as much information as possible – especially the Description, as this information pulls into your loss notice.  

Once your claim detail screen is complete, you have many options available.  You can complete the loss notice – Automobile, Property, Liability or Work Comp.
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Other options that provide for efficient use of TAM are listed at the top of the options list.  Claim Payments allows you to record each payment received on the claim, totaling all payments and putting that amount in the Paid field of the Claim Detail.  Claim Notes allow you to record information about the claim.  This is efficient to use so all the information about the claim is kept attached to the claim, rather then listed in multiple activities that may be difficult to track.  The Claimants option is very useful to record name and address information for any claimants involved in the claim.  If you list the claimant in this area, then when you perform a search at the Client List level, you can find the claimant and then connect to the client who had the claim.  When you click on Search Clients from this menu, it takes you directly to the search option that is available on other screens, but it defaults you to the Claim tab of the search menu since it knows you are in claims.  
You are also presented with options to Merge Formletters or Queue Formletters.  These two options allow you to add a formletter associated with the selected claim without having to go to Attachments, and go through the process to add a formletter.

Clients: Invoices
As in other areas of TAM, setting up your Filter for how you view invoices is an extremely important step in making sure you are working most efficiently.  How you view invoices will depend greatly on how your agency transacts direct and agency billed items.
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The first choice you are presented with is Open Items.  Selecting All Items will set your view to show you all items that have been transacted on this client.  Selecting Open Items sets your view to show only those items with a balance.
Using the same concept of Open Item when it comes to View Mode, if you choose that option you will view items showing its balance (even if it is a zero balance) and also a cumulative total balance for the client.  If you choose Balance Forward, the view shows each item one after another without providing you an item balance, or a final total balance of all items. 

The next selection is for Item Order, with your options being Most Recent first or Oldest first.  Selecting a Date Filter allows you to choose a specific date range for which to see your transactions.  You can also select to see items according to a certain Bill Mode (or keep them all checked to see all modes).  And finally on the right you can select to see transactions associated with only specific Policies.  

Remember that you want to set up your daily view to what suits your position best!
To print an invoice, under Options, and Print, you are given two options – print invoices or print transaction history.  When you choose to print invoices, this selection box appears.  Keeping in mind this accounting feature of TAM will help you determine what you want to print: Every transaction has its own item number.  That item will only have an invoice number once it has been printed.  Because you can print more than one item on an invoice, multiple items may share one invoice number.
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When you have chosen the Select Items radio button on the top left, items that have not printed yet will appear on the box to the lower left.  To print those items, highlight the item and click Add to move it to the box on the right.  Then the Print and Preview buttons will be activated allowing you to print the item. If there are a number of items appearing in the left side box, you can Filter those items by the three options above that box: Include Zero Balance items; Transaction Date (then you can select the date), and Start Item Number (then you can enter in the item number).  

Before you print, check the Page Break options on the top right.  These selections determine how an invoice will print – if you want one item per page, select Item.  If you want to see all items for a specific policy, select Policy, or select Customer to page break invoices per customer.  Customer Default refers to the selection made on the main client detail screen.  Once you have printed an item, it no longer appears on the left side.

When you choose the Select Invoices radio button on the top, the items appearing on the right disappear and the date selection box under Reprint Invoices is activated.  Clicking the down arrow lets you select the invoice you want to reprint according to either invoice number or date printed.  Once an invoice has been selected, the Print and Preview buttons will be activated allowing you to print the invoice.

One other option that aids in efficiently using TAM is Account Views.  
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You can do a quick Date Balance or Account Aging while on the phone with a client to quickly determine if you should also talk with them about a balance due to the agency.  View Payment lets you answer those questions from your clients about how a payment was applied.  When you choose that option a selection box appears listing all the payments made on the account, and when one is selected, items the payment was applied to are listed.
The other options are not used as frequently in daily use of TAM but are efficient ways of researching client invoices.  Complete View lets you view all transactions for the client in a number of ways and print that view.  This can provide a more detailed view than to print the transaction history from Options/Print.  Invoice Utility lets you Update, View or Print an invoice for that client by searching for an invoice number or item number.  Invoice Search lets you enter an invoice number and TAM will search for the client it applies to.  Transaction Date Range is another way to filter the transactions as it lets you see either All or Open Items for a specific date range and allows you to print this view also.  
Clients: Attachments

Once again, Filter Setup is an important first step to take in selecting how you will view attachments for the most efficient use of them.  Keep in mind that filter setup should be setup for the broadest view necessary for your job functions, and you can go back into it time and again to filter for specific items when necessary.
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Options to select are very simple – Category, Subcategory, Description (probably not used for your basic filtering needs, but can be useful when searching for a specific attachment), File Type (again, not used for your basic filtering options because you want to have a broad view, but can be helpful when searching for a specific file type), Date Order lets you choose to see Most Recent or Oldest first, Date Filter lets you select to sort by date Attached, Edited or the Custom date (which is the original date an attachment was created/added), you can also go so far as to select to view according to Who Attached or Edited the attachment.  On the right you can select to see attachments associated only with select Policies (highlighting none of the policies allows you to see all attachments) or select Claims.
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The first option available under attachments is to view the Attachment Detail.  This allows you to update the attachment detail or associated category/subcategory if necessary.  View Attachment opens up a view mode only of the attached item.  (Documents show in Microsoft Word Viewer if installed.)  View Attachment With… lets you choose the program to open the attached item.  This is useful if you want to use a photo editor to manage your photos for example.  Edit Attachment lets you edit the Word Documents that have been attached by opening Microsoft Word.  Send Through Email lets you email the attachment to someone.  Filter Setup allows filtering of attachments.  Purge All Attachments (with security granted through Security Manager) allows for the purging of attachments.  Display Attached Items opens up an attachment to an email that has been attached to TAM.  Print Attachment opens up the item for printing only.  Print FSR allows for printing of fax@vantage fax sent receipts from the customer rather than having to do it from within fax@vantage.
Adding an attachment can be done in one of four ways. Clicking on Add from the menu bar beneath the picture buttons allows you to choose to: 

Attach an Existing File 
Attach an Email

Acquire and Attach an Image 

Letters: Formletter, Proposal, or Blank Letter
Attach an Existing File opens up a dialogue box for you to search for the file you want to attach.
 

Once you have selected an item from either the list defaulted or from browsing for your item, select it by highlighting it and clicking on the right arrow to move it to the box on the right.  Note: this is one area of TAM where double clicking an item will not select it but rather open it.
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When you are adding more than one file to the same client at a time, you will want to make selections to keep those files grouped together and create one attachment instead of three (in this instance) and also one activity instead of three. Once you select the Entity Type, Entity Code, Policy, and if applicable, Claim, on the left side, you will want to also check the box next to Apply settings to all files.  This will activate the option for Group Files, and you want to check that box as well to create one attachment instead of three. 
Then on the right side, you are prompted to select a Category and Subcategory, then type in a Description of the items being added.  Once again, check the box next to Apply settings to all files.  The box next to Add Activity defaults to be checked (if you are required to add activities this option will not be available since you cannot uncheck it).
Notice that you can use the Prev and Next buttons to move from file to file when you are attaching more than one file at a time – this is especially useful if you are not grouping files or applying settings to all files because it will allow you to enter specific information for each file by clicking on the Previous and Next buttons.  Clicking Open to the right of the file name will open the file for you to view.
Attach an Email lets you attach an item in Microsoft Outlook to TAM.
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Once you have clicked on Attach an Email, the Attach Email box appears.  The Attachment Detail box shown above appears only when you have selected an item on the Attach Email screen.  You can see on the Attach Email screen that you can select any area of Outlook from which to attach an email – Inbox, Sent Items, etc.  When you are selected on a folder, the items in that folder appear below it allowing you to select the item you wish to attach.  

One very important option on the Attach Detail box is – Save Attached Files.  Make sure that this box is checked before selecting your item to attach that way you won’t lose a file that was attached to an email.  You also now have the option of selecting Delete from Inbox to remove the item from your Outlook Inbox if desired.
In the Attachment Detail box, you are now prompted to identify where you want to attach the email.  This allows you to attach emails to a variety of Entity Types and not just the client you entered the attachment area from.  You can also select the appropriate Entity Code, Policy and Claim that you want to attach this email to.  You must select the Category, and if you are using them, a Subcategory.  Finally, in the Description field, you should type in what the email is concerning as this appears on the list screen of attachments.  The Create Activity box will be checked by default (if your system is setup to require activities, you will not see this option as you do not have the ability to uncheck it).

Letters is a third attachment option.  When you choose to add Formletters, the following selection box appears.
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First select the Folder that you wish to choose your letter from.  When you click the arrow next to Folder you will see your options.  Selecting a folder will then display the Letters in the box below that have been assigned to that folder.  Folders are setup by the system administrator.  A letter can be in more than one folder.  If you are not finding a particular letter in a folder, check other folders, or click on All Folders.  If you are still not finding the letter, check to see what policy is selected on the left as that will affect the letters listed to the right.
Once you have selected the letter, check the boxes on the left as to whether you wish to make an Association with a Selected Policy or No Policy.  If you choose to associate with a policy, then highlight the policy below.  Selecting and associating with a policy on this screen will save you time later from having to type that information multiple times, and make the document easier to locate.

If your letter has been setup to associate with a claim, when you have that letter highlighted on the right, the Selected Claim option will be activated.  The same goes for Loss Notice, Contact Information and Commercial Information –those options will be activated if the letter selected was setup to associate with those items. 

Finally, you are prompted to choose an Attachment Category if one is not already defaulted.

When you are choosing to add Proposals, the following selection box appears.
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You must first select a Proposal Setup in order to see the list of Documents on the right from which you can select to incorporate into your proposal.  Once you have selected a setup, to select documents on the right, simply click each one that you want to include in your proposal.  If you decide to not include a document after it has been selected, simply clicking on it again will deselect it.

Once you have the documents selected, you can choose to make an Association with All Policies or Selected Policies on the bottom left.  When working with Proposals, it is required to select at least one policy in order for TAM to pull information from the application into the proposal document.  You also have the option to select to pull information from Current Apps or Future Apps on the bottom left.

Your selections on the right side are to Include Blank Application Sections – which allows you to pull in documents associated with a policy that does not exist.  You can also select to include Multiple occurrences of Applications which tells TAM to repeat a proposal document if it finds more than one of the same type of policy.  You are also prompted to select an Attachment Category if not already defaulted for you based on the proposal setup you selected.
Clients: Real-Time
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If your agency is enabled for Real-Time transactions, the Real-Time butterfly icon will take you into the area where you can transact in real time based on what your carriers have activated.  Real-Time transactions include Inquiry Options: Billing, Claim, Loss Run and Policy, and Transaction Options: First Notice of Loss, Rate, Endorsement and Make Payment.  
To conduct a Real-Time transaction from this screen, select the policy you want to work on from the policy list in the lower part of the screen.  Your options above in the middle area will then be activated based on the company listed in the policy selected.  Note that you can also change from Current to History policies if you need to.  If you are doing a claim inquiry, you have a space to enter the specific claim number.  This can save you time from sorting through all losses for a client on the company site instead of just the one claim you are inquiring about.
Depending on the transaction or inquiry option chosen, your options in the right section at the top will change.  Inquiry Options show date ranges to select and Transaction Options show a list of the possible carriers installed on your system with which you can perform that transaction type.
Some setup options need to be performed for Real-Time to work for you.  Your system administrator needs to perform the Account Update periodically to make sure you have the most recent transactions available to you, and then each user has to complete the Local Security Products section to fill in your user id’s and passwords for those carriers that require it.

Clients: Links

The Links button is a quick way for you to navigate to 3rd party software located on your system or to Websites that have been added through security.  
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