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Seminar Type: Training and Staff Development

Seminar Level: Basic: An introductory level course is basic in nature and addresses
fundamental concepts. We expect attendees to have a basic level of insurance knowledge,
have been oriented to an agency’s processes. For functional courses, it is not necessary for the
attendee or participant to have previous knowledge of the agency management system or
software program.

Class Description: This session will cover various items to turn on for efficient utilization of the

system as well as making your users more effective. It will give you ideas on how to organize
and how to get certain features enabled.

Learning Outcomes:

e Understand what various buttons accomplish in the system
e Know how to set up your system to be efficient
e Discover effective workflow shortcuts

Assumptions: This seminar is based on the following
Applied TAM Version 2015
Microsoft ® Word Version 2007/2010
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From the File bar of Home Base, ChooseTools, User Setup. This will bring up 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.

%= User Setup Options

— DOn Startup Load

I Clients & Files [T Receptionist
I Reports [ Utilitie=
I TakStart [ Hail

— Mail ¥iew on Startup
i Mew Mail Al Mail

(] I Cancel

It is a good idea to NOT
check any items under
“On Startup Load”. If
Clients and files are
checked, this skips home
base when logging in and
will bypass activities. Mail
opens Outlook and should
be done after logging into

—Ana
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BEucrscwpopions |

Statup  Settings | Double Click | Screen Defaults |

q

— Message Scroll Sp

Slow ——————— fJ——————— Fast _
1. Check the Reminder
~ Activity Follow-up Time Box for Activities to work
' Reminder: |15 Minutes = like Outlook when the time
iy —— is entered on the activity
v il down dirsaily o viewing sischmanis] when created.
2. Check the Drill Down
~Local Time Zone Box to open attachments
| 4! 3. Click on the Mail Setup
¥ Utilize Daylight Saving Time Button to add email
: address for TAM
MalSep | foceip | TimerSeup | Intearated email
[ ok ] conca |

x

Slartupl Settings ;92‘-@2%' Screen Deial.tsl

—Mouse Double Click On ...Goto

— Client List
" Client Detail * Policy List
1. Set your double
~Policy List click options for
" Biling Screen (+ Application going to Policy List
or Client Detail

when highlighting.

2. Set the double
click of your mouse
when highlighting
the policy to go to
the billing screen
or application

| 0K I Cancel
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=

&% User Setup Options

Set the Screen Defaults
for entering client for
Commercial Lines or
Personal Lines Format.
Choose other options
desired
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Click on the Magnifying Glass to Open Activity Center
Setup the Columns by clicking on the Filter Options Tab

Filter Options

|08/1122011 vl

¢ Upto Selected Date

|Laura Melson

A

APPLIED

Client Network

LI LI ll (" Selected Date Only

il Dptions I

Follow Up ... | Follow Up ... | Client/File ... | Name

03/10720...
03/31/2011

081742010 01:00 PM

Filter Uptions i

v I Available Fields

—

Box Hill Systems Corporati...
Box Hill Systems Cor...
Michael & Colleen Brown

Selected Fields

Activity Ty... | Description =
APPO Appointment =
CALL Re Deductibles &
ACCT Ik frnalik o

Action Code

Activity Classification ™~

Agency

Amount

Branch

Broker

Closed By

Closed Successfully
Company Code
CSR

Date Entered
Department
Marketing Plan
Operator ID
Personal/Commercial
Palicy Type
Producer

Follow Up Date
Fallow Up Time
Client/File Code
Name

Activity Type
Description

home base.

Items on the left are
columns available for
open activities list on

right are the items you
choose for setup. Use the

Items on the

Applied Client Network | www.appliedclientnetwork.org
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B Activity Center K1 I3 1 =] B . .. .
Fle: Options Note: When th_e_Ac_t|V|ty Center is
~ Open Activity List — ; open, each activity is on the top
— Filter Client/File Information . h h I ..
[REHRRERET ~] [Loura Nelson i e (e =] Wlt t e actual activity screen,
& UptoSelected Date " Selected Date Only |<ALL> L] InCI_udl_ng notes, on the bOttom
— — : = Activities can be Closed, Revised,
Follow-Up ] Code I Cllentfﬁle...l Name | Description | Action-On | Entere = . .
08/17/2010 APPO BOXHI1  Box Hil Systems Comporati..  Appointment wazz2om x| | Attachments Viewed or Drilled
03710/2... CALL BOXHI-1 Box Hill Systems Cor... Re Deductibles 0371172... 0472 & H H i
03/31/2011 ACCT BROWMI3  Michael & Colleen Brown Ikfmglik 03/31/2011  03/247 ] DOWh to by CIICkIng the optlons
= key.
< | »[ =]
- Activity Detail Trick: The right click in TAM is the
| Dperator [(N [Caua Nelson Plan same as the Options Key. This
Type |BOP Business Dwners Policy can aISO be done from Home
Category [4PPO  JAppointment sk [F i Framdin
Descrption I Appointment Company |CIN Cincinnatilns.. co*
Producer {JKR Hoseph K. Reihel
Amount I 0.00 Broker
Note =]
7 |
Wwha [LN |Laura Nelson Follow-Up [08/17/2010 [Tuesday | 01:00 PM
Action |MAP  [Missed appointment on [08/17/2010
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Clients & Files

Setting Columns

CSR Proc .

: ﬁﬁ Insert Column Add, Delete, Revise Columns on
LRNCONS Ky KM Ee““t‘“; 'ICE"”"‘” all screens in TAM the same way.
MaTURD1T AR CJH  Reset Columns at : ;
MOHULA o kR . Columns insert to the left, so if you
NELSLAT Ky R itgtenct‘f want to add the producer column
MEUM&-1 MH GG(  Atkention ( Sh : : ;

EKPLA o KB Branch ot m_front of the client name, right
P Broker click on the Header Field for
e " TOn Business Ph - Name, Insert a New Column, a
PHELCH1 JF GG City new column will appear. Now right
vt o iy E;it;;“: Code Ine. click on the header for the new
SMITKE2 T GG cop column and pick the Producer.
TEMPLA AF; CJH . .
ERRE-] s RRn o Anything on the list can _be a
TEST-0 AR RFr.  Heading column. Some suggestions would
TEST2 AR ey [l il be to add the attention line after
TESTIA JF RFM Invoice Page Break .
TESTI-2 AR REN ek Plar the name and business phone for
Egm ;'jf jﬁg - commercial account managers
TYSON-1 DU KRk Maoke iates and residence phone for personal
UNITE-1 4R SGH  Oceupation nies ic i
LIMITE-2 JF S5GF  Producer hies _acc.o.unt managers. Thisis a
UMITE-3 K AV o individual user setting.
UINITE -4 AR sGk e bies
WEBERN Tl CIH  Skp a W
WwiOBLR-1 AR RFr- Skate Co
1 Skatememt .
| Street -
User Field 1 —
User Field 2
User Figld 3
Zip Code J
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Och Graphics

Sean M. O'Malley
*Pet Store

Charles Phelps
Remco Yending, Inc.
K.gith Sraith

K.&ly Srmith

Temple Steel

Terell, Turner and Jones, Inc

test

Test Inc

Test Inc

TestL&H Inc

test progpect

Tyzon and Aszociates Trangpart
Idnited Technologies Corp.
[dnited Techhalogies Carp.
[Inited Recycling

[dnited Techhologies Corp.
Richard J. & Sheila \wWeber
The wioburn Ins Co

Enter Code

Steve Ochs

SEE OMALSET

Client Detail

Move Client
Conglomerate Customer
Surmary af Insurance
Call Hiskorsy:

Client Screen Defaults
Forms Transfer
archives

Find Firsk Qpen Ikem
Update Sureties
Real-Time Interface
Generake Map

Print a Barcode

Links

Search

Customer Filker
Create Label

v v v v

Listings Menu
WharkFlows

-

E14
435

252
185
F44

338
1

123

270
210
210
544
210
363
123

Detal |

H T Tt

A

From the main client list, highlight
any client, go to options — or right
click- and choose Client Screen
Defaults.

A blank client screen will come up.
Fill in everything that would be on
all clients. This is a user setup so
each person would do this
individually. Some suggestions
would be to add in the agency,
branch, CSR code.

Tip-If you require a field to be
completed, go to each account
managers client screen defaults
and put XXX in the boxes you
want to make sure get completed.
Phone might have XXX-XXX-
XXXX.
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Client Detail Screen

Email from Client Screen

™ Customer Detail : Box Hill Systems Corporation : BOXHI-1

Marne [Be Hill Systems Corporation Bes Fay |708-756-4321 I BOXHI-1
Altn |Malk Schurr Mobile 1 |708-751-2309 Bus 1 |708-756-4300
Street [1671 Avenue O Mabile 2 | Bus 2 | |
City |Chicago Heights StatelIL Email 1 |mschulr@boxhillsystems.cnm %jl
Zip [60411 Q| | Emaiz] =
Hdg |Mr. Sch
G Schun Aacy |1 [The Agency Manager
Ocp [DISTRIBUTOR —
Brch |1 |Un|ver3|ty Park
Mate |CL-SP :
CSR |.&F| ll’-‘-.nne Richrnond
Web I : Motes  Infos
Frad |JKR lJnseph K. Reihel IT IT
| PersonalLines £ Commercial Li 4 [Eommercial-15001/25000 Fremium
Statement Sy LExXGR1 [The Alexis Group
& No N
IBaIance Forward j User Fields
I~ Do Mot Purge
Irwoice Page Break I I Balance I 3458.00
i - Last P t
IF'D|IC_I,J J | I ast Payrien o
| | |1IJ.f"I2.f'D? | 200000 |

When you click on the Envelope:

(B Mew Mail Message

File Edit

FALY

Insert  Tools
s | 2 seotvoncn | 010 | g+
To... ||Laura@Lrnc0n$ulting.net
Co.. ||
Boo ||

Subject: I
I =
Laura Melson
LBEM Conzulting Services, LLC
Ph. 561-310-5247 Fax: B61-828-2297
wiebzite: wea Irconzulting. net
COMFIDEMTIALITY -- This E-mail and any files transmitted with it may contain privileged and confidential information and is intended
zalely for the use of the individual ar entity bo whorn they are addreszed. IF vou have received thiz E-mail in eror pleaze notify the
aystem manager. Pleaze note that any views or opinions prezented in thiz E-mail are solely thozse of the author and do not necesszarily
reprezent those of the company. Finally, the recipient should check this E-mail and any attachments for the prezence of viruzes, The
zender accepts no liability for any damage cauzed by any wviruz tranzmitted by thiz E-mail. _|
-
£
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By using email through the client you now have the red paperclip that accesses all the
attachments under the client and the black paper clip that access any file outside of TAM.
There is also a Send and Attach button that will automatically attach the email and create an
activity. Emails under contacts can also be accessed. If you used Outlook you would have no
access to the existing attachments under the client and you would also have to attach the email
after it was sent.

Additional Tips:

e Under Options setup Conglomerate Customers

Under Options, Search, you can do a name search not only on the first line but on the

attention line as well.

Under Options, Activate/Inactive Client (Must be set up in Utility Manager)

Under Options, Search, you can search clients by policy number

Under Options, Search, you can search a client by an invoice number

Setup Prospect Prefill screens by going to any Prospect, Options, (or right click) and pick

Prospect Screen Defaults

Set your columns for Prospects, Vendors and any other type file you may want.

e MapQuest Button is located next to address, as well as on all applications where an
address is typed, Homeowners, Dwelling Fire, Commercial Application
Set Account to Personal or Commercial

e Skip is for Reports if you want the client to be included or not in a search report

Policy List
Prefills

Prefill Billing screens defaults can also be setup like client screen defaults. Go to any client, any
policy and under options (or right click) pick Billing Screen Defaults. A suggestion would be to
change the Bill Mode from agency bill to direct bill

Applied TAM Tips & Tricks // PAGE 14
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Policy Attachments
Billing Screen Detail

& Eilling Screen: BOAT-WA3475123

Tvpe [BOAT  [watercraft Tstwiitten [04/0171993 ~ | I 1_001[ 1]
Status [REN |Policy Renewal
MHate
CSR [4R {nne Richmond = |
Dept |3 |Personal Lines
[~ Turn OFf Palicy Download LI
Biling————
Policy [wi3475123 Eff |04/01/2014 | Esp[04/01/2015 - | Pay Mode |g “Direct vI
— Company — Producer 5
ICa [PRO [Progressive £ Carmm
aca [PRO |P - 1 |GGO IGEII_',' Goodman = 40.00 43.06
= OAIEEEE 2 | 0.00 0.00
%[z [ 1400 Comm | 12264 | |3 | 0.00 0.00
Ln I Ln# | Prem I av6.00 Bal 000 Dbal 0.00

0k I Options | Cancel |

1. The red paperclip on the billing screen will give you all the
attachments ONLY associated and attached to that policy

2. There is now a field on the billing screen to Turn Off Policy
Download (This also turns off Activity Notes and Claims)

3. Set up the View Mode for policies to only include current policy types
and not cancelled or RED policies. Go to any policy, under options pick
Active Policy View. The go to Active Policy Setup and pick the current
status codes. This should give you your list of current policies only.
You should not see any cancelled or expired policies. To see all the
policies click on the Active Policy View and uncheck Use Filter.

Applied TAM Tips & Tricks // PAGE 15

Applied Client Network | www.appliedclientnetwork.org



SESSION HANDOUT
Applied TAM Tips & Tricks

A APPLIED

Client Network
Drop and Drag Feature

From Email or Documents, you can now drop and drag emails or just the attachments directly to
a policy/claim/client.

Additional Tips & Tricks

¢ On the Billing Screen Detail screen, the right click works on the company and producer
fields to bring up the addresses and phone numbers.

¢ Add the Notes Field as the last column so you can see things like addresses on multiple
policy types, jobs for multiple Bonds.
On the main policy list, the right click brings up your options list

e Print Summary of Insurance to FILE. This will open Word so you can edit.

Applied TAM Tips & Tricks // PAGE 16
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Activities
: i3 Mew Activity Detail
.| Entered [09/03/2015 Blan | |
Operatar |DE |DEMEI Type IEEI.-’-'-.T |'W'atern::raft
C5R |,.f_-.,F| I-‘l'-.nne Richmond
Lategory |I:H|3F| |I:hange request/Describe Cornpary |F'H|:| |F'ru:ugressive
Description [Added New Matar oducer [GGO [Gary Goadman
Slat I1DD'I Broker | |

Palicy # [\/43475123

Amaink | 400.00

Add Mate ﬂ Open
i Yes
;I & Mo
E sizting ;I
Succesziul
% Yes Clozed By |DE DEMO On IEIEI;"EIEI.-"EEHE 'I
" Mo Reference [u/43475123 Subld |
k. Options | Cancel |

NEW: There are new fields on the billing detail screen, slot number and policy number. If at all
possible, attach an activity to a billing screen. The activity detail will let you know which policy it
is attached to and the policy number of that policy.

Applied TAM Tips & Tricks // PAGE 17
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{3 Activity List

| DAVIHE1  |Herbert C. Davis
Al | open | Closed | Filter i
E rtered | Time | Faollow-Up Date | W | Cate... | D egcription | Co... | Produ.... | Cloge... | Arnount | Drill ... |
03/03/2015  OF.23 P 100742015 AR CHGR  Added Mew Motor PRO - GGO DE 400
041742014 0350 P 0449742014 DE CLFU  Claim Fallow-Up FRO GGO 1]
111042006 11:19 Ak 024258,2007 Ex E<DT  Exdate follow-up... PRO  GGO o g56
1111642005 OF:14 P 02 /258,/2006 Ex ExDT  Ewdate follow-up... PRO  GG0O s 845
110142004 04:23 P 02/258,/2005 Ei ExDT  Exdate followe-up... PRO  GGO0O e 845
110742003 OF:29 P 024262004 Ex ExDT  Exdate follow-up... PRO  GGO o 965
1120542002 10:07 Abd 024258,/2003 Ex E<DT  Exdate follow-up... PRO  GGO o 965
110742001 10:29 Abd 02 /25842002 Ex ExDT  Ewdate follow-up... PRO  GGO0O W 893,45
1141542000 11:35 Ak 02425842001 Ei ExDT  Exdate follow-up... PRO  GGO0O s 859345
06MEA2000 o8s30 201 [rbd Call  Getbdatesforal... PRO GGO Dbl ]
041442000 04,47 4,/2000 Cy CASH  Boatpd CEH3Z04 PRO GGO AR 293.45
02/04/1393  11:52 Ak 0841141933 Ex LOS5  Loss notice zent...  PRO GGO o o "
04/1441339 v CasH Pd$876E32o0n.. PRO  GGO [y 87632

Add the Amount Column next to the Description. For changes and new and renewal policies you can see
the premium if entered in the amount field of the activity.

The * at the end of the activities mean there is an attachment to the activity and you can go to options,
right click, and drill down to the document

Additional Tips & Tricks

Security for Closed Activities:

Because Existing Notes cannot ever be changed, agencies may wish to reconsider Security
Manager settings to allow users access to edit closed activities. The only line that can be
changed in that process is the description line, so if an agency chooses to make a change,
procedures might need to be revised to always include what is in the description line also in the
Add Notes box (particularly if agency procedure dictates that the field be overwritten). If users
cannot delete Open or Closed activities, revising a closed activity no longer has the same effect
as it did on earlier versions. It will however change the way Management reviews activity
reports, as an activity might be re-used instead of having a new one added.
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Invoices
| wovniea | IS, avia
General | Pending I Filter |
zacti.. | Tlan...l Policy Mumber | Item # | F'Dlic:...| Effective ... | B.I E.J Description | .t’-‘n.mountl Balance| Fieference =
0241999 REM  ‘'wiA3475123 117 BOAT 040141933 D Y Palicy renswal a76.32 0.00 =
441993 PAY  'wiA347R123 122 BOAT 04144933 D Y CkH3214 Boat policy ... 876,32 000 DPE 46 "a
441993 ELT WAITEIZY 130 BOAT 040141939 D % Direct Bl Co's ELT af F... a76.32 0.on s
N5/2000 REM  ‘'wial475123 . ar2 BOAT 040172000 D Y Policy renewal 893,45 n.o0
42000 PAY  wiA347R123 380 BOAT  04M14/2000 D % CkH235E Boat Pymnt .. 89345 noo oPg T
Nz2/2000 ELT WAITETIZ 386 BOAT 0440172000 A %Y DirectBill Co's ELT af F... 893.45 n.on
COAZ2002 REM 'wiA3d7e123 295 BOAT 040172002 D % Map 2002 965.00 n.o0
01/2004 REM  'wiA3475123 .. 1997 BOAT 040172004 D % Apil Renewal 245.00 n.an
/2006 REM  'wiA3475123 . 2307 BOAT  04/01/2006 D % Apil 05 Renewal 856.00 n.on
B/2007 REM  ‘'wiA3475123 .. 2572 BOAT  04/01/2007 D %  Mar & bpr Renewal ave.00 n.an

e Add the Reference Column — This will show the check number or payment receipt
number

¢ Messages used when printing are not stored or saved in TAM. These should be used
for Generic messages only

e Messages to be saved should be done at the invoice level by hitting the Message button
e Add the item number as a column for easy reference
e The total client balance is on the main client detail screen on the bottom right
e Set your filter to put the newest invoice on top instead of bottom of list
Info Tab

Used mostly for Commercial Lines the Info Tab also allows you to find SIC codes and NAICS
codes.

Miscellaneous Tips & Tricks

e Under Utilities, Forms, you can print stand-alone forms such as auto accident
information

¢ When moving between fields the Tab key moves to the next field and the Shift-Tab
moves back a field

o Escape key closes a window
Alt-Print Screen copies a picture that can be pasted in another document

e Control-Insert and Shift-Insert work like copy and paste when those options are not
available
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Set up Prefill Applications under Utilities, Forms, Install Prefills

To access Spell Check in many parts of TAM click F7

You can drop and drag an email from Outlook and attach to a client, policy or claim
Any ACORD form in TAM when previewed will automatically create a PDF document
The Contact Tab allows you to add additional detail screens with multiple phone
numbers, email address that can be accessed from email and fax@vantage

When adding a lienholder to an Evidence of Insurance, right click to check the address.
This also works under the lienholder name on billing screen
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