Applied Systems Client Network

SEMINAR HANDOUT

Outlook Integration

with TAM




Outlook Integration with TAM

Prepared for ASCnet

Applied Systems Client Network
801 Douglas Avenue #205
Altamonte Springs, FL 32714
Phone: 407-869-0404 Fax: 407-869-0418

Copyright © 2008 by Applied Systems Client Network, Inc. (ASCnet), 801 Douglas Avenue #205, Altamonte Springs, FL 32614.
Protection claimed in all forms and matters of copyrightable material and information now allowed by law or hereafter granted

including both electronic and conventional distribution of herein products. Reproduction or transmission unless authorized by
ASCnet is prohibited. Al'l rights reserved. Specific product
Vision, as well as other products copyrighted and mentioned within (ex: Microsoft, Excel, etc.) are the product of the individual

company and no endorsement or ownership of product should be implied by its mention and use. All workflows are suggested and
common workflows. Users of this material agree that ASCnet cannot be held liable for any omissions or errors within the guide.

Original Author:
Graham Blundell, CIC, CPCU, BHB Insurance Services

Contributing Authors:

July, 2006 2 A

ASC ner

inforr



Outlook Integration with TAM

Objective: To describe the various methods of using Microsoft Outlook to send an
email from TAM and have the email attach to the client/prospect.

Assumptions: This seminar is based on the following
TAM Version 8.0
Microsoft ® Outlook 2003
Fax@vantage Version 5.0
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Outlook Integration with TAM

Sending an Email from Tam

There are at least 4 ways of sending an email from Tam and including Tam
documents i applications, attachments, scanned items, memos, etc 1 with the
email.

Methods

e APrinto the application to Adobe, which h
with the application attached.

e Use the fAEmMail o button in Contacts to wri
your Contacts list i Clients, Prospects, Companies, etc i and attach
anything from TAM Attachments or any other file on your system. This
also allows you to attach the email to the Client/Prospect automatically as
part of the process.

e Send an Attachment by email using the TAM Integrated Email Messaging.

e Use fax@vantage to build an email, in the same way as building a fax,
with as many attachments as you wish, and with the ability to have it
automatically attach to the client.

Advantages and Disadvantages

Each method has advantages andelikfioremedvant ages
go into the detailed steps.

Printing to Adobe

Advantages:
| t 6 s v & usg theePaird Rreview feature of the TAM print routine,
then the AEmMail 6 button in Adobe takes yo
email.
You can attachccaensysifdllee wihaatMisnsaert Fil eo

Disadvantages:
You need to maintain a separate (from TAM) list of all your contacts i you
dondt have access to your TAM Contacts so
clients, underwriters, etc in Outlook.
You cannotattachto t he emai |l anything thatods stor
Attachment to the client/prospect, etc.
The email does not get attached to the client/prospect in TAM, and no
activity documenting sending the email is created. If you want these to
happen you have to do them separately.

Email from Contacts

Advantages
You have access to all your Contact information in TAM.
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You can send the email to an underwriter and have it attached to the
client, along with the activity.
You can i ncl ud & Aachypnénts in TAM, ds well asd s
anything you can access via Alnsert Fil eo
You dondét need to do an interim step of p
creating the email.
Disadvantages
You cannot include any TAM print product T an application, claim notice,
binder, etc 1 unless you first print those to a file and save them.

Emailing Attachments using the TAM Integrated Email Messaging

Advantages
Very quick access to email.
You have access to all your Contact information in TAM.
You can send the email to an underwriter and have it attached to the
client, along with the activity.
You donét need to do an interim step of p
creating the email.
Disadvantages
Unknown.

Fax@vantage

Advantages
You can include TAM print products, TAM Attachments, and other files.
The emalil is automatically attached to the client/prospect and an activity is
created.
You can specify that the email goes to one party (underwriter) but have
the attachment and activity go to the client/prospect.
There is a separate record, in the fax@vantage log, of every email that
was sent, which can be used as an additional backup and documentation.
Disadvantages
You can only attach TIFF files, so you cannot include pictures in the email,
for instance.
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Outlook Integration with TAM

How to Print from Adobe

In version 8.0 an additional feature has been added which allows you to print
directly to Adobe. However it is currently available only for Personal Lines
applications. Here is the procedure for all other applications, and for versions
prior to 8.0.

Print / Communication

Print: Brother HL-2040
(ELCI e Date 06/13/06 Producer 4B | darn Brower |
Printer %elup I -
[ All Sections [T Beiter & Machiness Selected Compani Add Delete | . .
IE Application F Haote Pad Fi|FMI Insurance Company Open the appllcatlona go
Property Vehicle Schedule - H
I General Liability [T #edpmant Sohed to Flle) Prlnt'
I iimiselia [ Property Schedule
[ #iavs & B [ Driver Schedule
[ Business Auto [ Eioe fais Fran
[ Hacaus & Bealess [ W Assioned Rivk % Print [ Electronic
| [T Bses Gwness Polics
™ Ficdoity Suppt [T Agsiessture App. |Agenc_v |Eoyarin Hourigan Blundell Ins jJ
I fruackers [ Agsiedire Propery 1 1
[ franspeation [ At Parvonat Pron I_ﬁlanch 1 | Boyarin Hourigan Blundell Ins | SWItCh to PreVIeW and
™ Workers Comp [ Agsiotivre Linbifiy Cl |Ck On OK
™ Acvousis Bes [ eamive Slagan | [ Print House Copy [% Activity Record
™ ouipment Floater [ Statoment of Yaluea = =
[ et & Buiidess Risk | ~ Queue ~ Print #

¢ K xCanc:eI

The image opens in Acrobat Reader.

f&-Adobe Acrobat Standard - [TRAIIAZP-1.pdf]

File Edit Wiew Document Tools Advagced indow Help
E ® open @ [ Save [ Print (B Email iﬂ Search E _,._I Crf Click on E-mail
() Imssesen - fa)] @ - ) []L) © 1w
£

il acomy  commerciaL
= IL,/ APPLICAR
=]

- BGENCY CAR
L] a 2 FT‘
o Boyarin Hourigan Blundell Ins Pl
= CH 2100

s Toms River NJ 08754-2100 | G
i Adam Brower INDI
e Al No, Ext); 732-349-2100

d '-E?pfé.lr:l_u]: 732-349-0186

= ADDRESS:

: CODE: 1098 SUB CODE: ||
i AGENCY CUSTOMERID: TRATJAZ

% STATUS OF TRANSACTION PACKAGE
o ¥ | QuoTE |_‘ISSL.E POLICY |_|RENEI.-".I ENTER THIS IH

EOUND (Give Date andior Attach Copy) PROPOSED
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A regular Outlook email opens up with the application included.

ER TRAIIAZP-1.pdf - Message (HTML) M=l E3
Eile Edit Wew [Insert  Format  Tools  Actions  Help
gend [ [ JfE JAasussiziz¢ B Use your Outlook
: Contacts to address
| This message has not been sent, | .
| and send the email.
VBeos |
e ||
B, | I
Subject: | TRALIAZP-1.0df
Attach,., | ITRAIJAZP—I.QCIF Attachment Options. .. | Be Sure to Change the
= Subject line in the
email.
| -

Follow the procedure described later to attach the email to the client/prospect.
For Personal Lines Applications in version 8.0, this what the
Print/Communications dialog box looks like:

@ Print/Communication

PlinlelP |-Broth;r HL-2070N | ‘ N IHFN e NEEE ‘
rinter Setup
Selected Companies Add Delete I
Date I 7r24/ 2006 'l Cods I Name
FRO Frogreszive
[~ AlSections
¥ Homeowners
[ Inland Marine
I wWatercraft ¥ Print I~ Electronic
L bzl Fiis Switch to Send to Adobe.
™| Umbrella ‘ Agency |TheAgenc_l,l Manager, Inc. ﬂ ‘ Wh | k OK th
: €n you Click on e
[~ | Automobile . X '
™ NotePad Branch |1 The Agency Manager, Inc. appI|Cat|On opens up;
I~ Flood ‘ _ ‘ follow the rest of the
 ReplCost(pg1) [ PrintHouse Copy procedure as described
¥ Prem Diagram [pg 2)  Queue  Print " Preview | SendtoAdobe above.

Ok I Cancel
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How to Send an Email from Contacts

There are setup requirements in order to use this feature.

System Setup | x| |

Settings |Efiling| Miscellaneous |

Suppress ACORD 42 Premize Diagram [pg 2) ;I
Suppress ACORD 42 Replacement Cost (pg 1)

[ 5vnchronize Conglomerate Children

TAM Integrated E-mail Meszsaging
[ T4M tessaging - Chat

O T4M Messaging - Enable

[ T4M tessaging - Urgent Messages J
O Track |
Descrption

ith FAPI &-mail integration, thiz option enables the TAkM
custorn e-mail form for zending e-mail through TAR. Allows for
|inztant attaching of zent e-mailz along with the ability to ineert
existing TAk attachmentz and retrere TAKM contact e-mail
addrezzes.

Ear Setup Timer Setup |

s | Cancel

At Home Base, go to
Tools, System Setup
and check TAM
Integrated E-Mail
Messaging on the
Settings tab.

Users must exit TAM
and login again for
this feature to be
activated.
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User Setup Options |

Stattup  Settings | D ouble Elin::kl Screen Defaultsl

—Meszage Scroll Speed
Sl ); Fast

— Activity Follow-up Time
[ Beminder: |15 Minutes j

—Attachment Drill down

[~ Dl dewery directly bo viewing attachments.

Faw Setup | Tirner Setup |

k. | Cancel

Each user then has to go
into Tools, User Setup,
Settings, Mail Setup and
enter the signatures for new
mail and for replies/forwards.
(Because Applied had to
design a custom form for
this, it does not pull the
signatures entered in
Outlook.)

2% Mail Setup |
—Auto Signature
Mew Mail Signature BHE Inzurance :I
M 2100, Tam er, MJ 08754-2100
1]
Reply. Forward Signature |5rsham ;I
ok Cancel
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;-;\\_'Enntact List M= B .
| TRAUAZ  [Jane T. Trainer Method of Cortact
Contact Indicator
Deomiption [ Bompory _______________ JobTile_Z| | Formal Heading
e e o - With the enhancements
el Addrces to the Contacts section,
[roomselemeen you can have multiple
- contacts, with
associated email
addresses, on Clients,
Prospects, &
"« Contact Detail [_10] CO m pan | eS .
Desciiption [5hop Manager
Mame |William I_ IJDnES Eormal Heading |
Company Informal Heading I
Job Title
Street | 150 Throop St
City [Morth B abylan State [N Zp [08754 g
Primay Phone |Business v [00626638 |
Frimary Email | Business j IWJnnes@Trainel com

Contact Info T Driver Info T Info Classes ]

Method of Contact - Cantact Indicator -

Phane Mumber Emnail Addr
| S—_—
B articularly on
;: ; I - Companies, take the
[ — = time to enter these

contact names and
addresses in so you
have immediate access

0k | Optiohs | Cancel I

"
to them when writing a
| SEL ISeIective Insurance Co. thi
message within Tam.

MName Description Prirary Email Job Title Primary Phane

C, Lois S73-948-3000

Cagliatti, Pat Patt.cagloti®eelective. com

Camelo, Camwn cameloc@selectiveinsuran.. 973-948-3000

Caro, Teresa teresa.caro@selective.com

Clark, Matt 973-887-3503

Commini, Len Underwriting M

Coronato-Corklin, C... S73-548-3000

Csejtley. Margaret Margaret. Ceejtep@selectiv. .

Daniiels, Theresa Theresa.DanielsEselectiv. . 973-948-3000

Devlin, Carla Clairng carla.devin@selective.com  Claims B03-239-75973

Dondarski, Steven

Drag. Ed edward.drag@selective. com

Estel, Kara estelk1@selectiveinsuranc.. S73-948-3000

Falconio, Lisa liza falconin@selsctive. com

Geiger, Pam Pamela. Geiger@selective....

Gorry, Bill bill. gomy(@selective. com Claims

Guera, John

Haraksin, Fobert 973-548-3000

Help, Desk Transformation Station Support 800-777-9656

Kinsella, Jean jean kinsella@selective.com 973-948-3000

Lawrence, Linda Linda. lawrencei@selective. .. 973-948-3000

Mattin, Yalerie martinvi@selectiveinsurans 973-348-3000

Miller, Geonge 973-948-3000

Mitchell, Gene 573-948-3000
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To send an email to the underwriter, start at the Contact Detail screen for the

underwriter
“ Contact Detail Hi=
Descrigtion
Name [Fat [ [Cagioi Formal Hearing |
Company |Selective Insurance Infarmal Heading |
Job Title
Street [P.0. Box 7950 . .
Ciy [Trenton swe [N zin 00750 | @ Click on the Email
Frimary F’hun.e Eus!ness j I I : button n eXt tO the
Primary Email |Business j |Patt. caglioti@selective. com g
Contact Info r Info Classes ] e m al I ad d reSS
Method af Contact vl Contact Indicator vl
Phane Mumber Email Addr
Buginess Fax | | l_ I ﬂ
[= || I
=]l [ |
= || I
=l I =
El I
Ok | Options | Cancel |
B New Mail Message [_ O]
File Edit Insert Tools
v|eq The custom TAM
0T — n .
Eu :F’att.caghotl@selectlve.com E m al | fo r m 0 p e n S u p .
] Ce .
subiect | See the next image
B for details of all the
Graharmn Blundell OptlonS avallable
BHE Insurance
CM 2100, Toms River, NJ 08754-2100
732-818-3700, »209
T32-349-0196 fax
GBlundelEEHEIns com
|
4

(B New Mail Message
Fil= Edit Insert Tools

Bl To.

IF'att Cag|IDtI@SE|ECtIR7/CDm

Contacts give you access

The grey paperclip is the to ALL your Contacts in
nor mal Outl ook TAM
button

Address Book gets you to
your Outlook Contacts

The red paperclip takes you to TAM Attachments and you can select any TAM
Attachment, from any client/prospect/company

July, 2006 8

ASCaer



Outlook Integration with TAM

(B New Mail Message
File Edit Insert Tools
v|=

Send | 2 Send & Attach ‘U 0|0 e t|¥]

To) |F'att. caglioti@zelective Nom

N\

Send acts just like the Send & Attach not only Sends the message, it also
regular Outlook Send opens up the Attachment Dialog box, where you
button can select which client/prospect/company you want

to attach the message to, and specify whether you
want an Activity created.

i3 Attachment Detail Ed |

~Attach To This is the box you get when you click on

Entity Type | Company = Send & Attach. You can switch the Entity

Ertity Code [SEL Type to Qlients or Prospects and attach
Policy | the email appropriately.

Claim |

—Attachment Details

Categary

Subcategaory

D ezcription

You also get to decide whether to create
an activity, and whether to save any files

— Options o Croate Activiy that are attached to the email.

¥ Save Attached Files
[T Delete fram [nbos

Cancel |

Alternatively you could start at the client contact detail screen and change who the

email will be sentto i click on TAM Contacts to access all the Contact lists in Tam.

Remember to delete the Client's email address from the To box. If you do it this way

youbdbre already on the correct client when yo
Attachments.
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How to Email Attachments using TAM Integrated Email Messaging

Right-click on the
Attachment you want
to send, and select
g —— T oam o Send Through Email

CDRRESPOHDENTE
CORRESPOMDENTE
CORRESPOMDENCE
CORRESPOMDENCE
CORRESPONDENCE
QUOTING

QUOTING

CORRESPONDENCE e oo e
CORRESPONDENCE

FICTURES e oot
cLams

Clams
CORRESPONDENCE
CORFESFONDENCE
CORRESFONDENCE
CORFESFONDENCE
CORRESPONDENCE
CORRESPONDENCE

- - | | -
o] | @ (33 006 § | 5 mbe- ouwdoskex | [ 5] nbox - marosaft .. | 2 the sasncy manaer | £ 1amHos [z merosc offi.. «|[#h Prospects Jane 1... E]oreoukirks-... | [« O] 1:m

New Mail Message =

File Edit Insert Tools
sord | A sendtavech || 0 [0 || EBPSY| ¢ 4| ¥|% The custom TAM
: email opens up. You
[GER Cc..
ouiees [/ TE oot have all the same

| features and options
Graham available as described
e W in the previous
??t Infoﬁ:;‘(;T‘;?ﬂ;ir&i&gg;ffo?r:'%enn\far Godwin'; 'Daniel And Henny' SeCtI 0 n .
gabwct: Fw': AE: Handout

| thirk this and the purge piece should be included in the Marketing class; whether they are covered in detail or not would depend on
the time available and the level of interest in the room. 'l ook at purge - now that Jennifer has reminded me of it | plan to investigate it
far my own office 20 that will help me write it
=l

4
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How to Use Fax@vantage

Print each document, Attachment, etc individually to fax@vantage
Once you have printed everything you want to send, go into fax@vantage.

The Cover Sheet setting
Hﬂw' _DEoverShe‘et S Subject doesnot matter
oDy kn p—, =]..| [Emal bt comes fom here cover page is not created in

e e - an email
v \
o Use the body of this
cover page screen to Enter a Subject on this
enter the text of your screen because this
email message becomes the Subject of your
e = email and the description on
the Tam Attachments list
< Back | Mext » | Firizh | LCancel |
[Mo Pending Jobs | [ Data Connection Active | BA13/2008
«&> Applied Systems far@vantage - Service Options

File ©ptions View Pending Received Help

Phone Books <1 KETTE Tess | Fax rumber | Compary Izt | Select P h one BookS, TAM

Email Addiess Bocks | 0 —

£ far@vantage - Selection

; | Integrated Phone Books | LI
faxi@vantage /
—————
ber Ext.
Ext.
oK | LCancel | I
ever o Dial &rea Code

< Back | Meyt > | Firizh | LCancel |

|MaPendingJabs | [ Data Connection Idle | BAzs2008
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& TAM Address Book - Select FAX Recipients

ICompanles 'I < + T Subcategory I
Available Recipients E Selected Recipients MI | S | h E 1 d
e — — | elect the Entity type an
ode ame =
SEA  Seabuy & Smih I Y the Company
SEA-D0T  ‘Wausau Insurance Compa.. -
SEL Selective Insurance Co. 4=
SEL-001  Selective Insurance - Flood Select for Email |
SEL-002  Selective Insurance ry . .
SELO0G  Selective Insance Co. e Contacts for Selective Insurance Co. Then CIICk on Contacts
SEL-O04  Selective Insurance = — Contact
SEL-005  Selective = — —
SEL-O0E  Selective Insurance Co =l Description | Hame | Company | =
=l Aromando, i Selective In.. =
C, Loig Selective In.. a
Enter Code ISEL | Cagliotti, Pat Selective In... <\<-§ .
Carmelo, Caryn Selective In... — Plck the person and
Caro, Teresa Selective In.. / '
Code [5p1 Clark. Matt Selective In... 1
oo |SEL Commini, Len Selective In... L// SeIeCt fOf Emall
Mame |Selective Insurance Ca. Coronato-Con... Selective ..
Aittn Caejtley, Marg Selective In
Street |40 wantage dvenue @ SeleslinE .
City |Branchvile State l s 9
Zip |07530
Hext LCancel

TAM Address Book - Select FAX Recipients

Use t hwi tiyAcN g
feature to attach the

email to the
client/prospect.

Pick the Entity and
client/prospect, then click
on Select

Highlight the company
and click on Remove if
you dondt wa
on the company.

I Companies - I Lategory IQUDTING Subcategomn | /
Available Recipients Cantacts | Selected Recipients Activity Motify
Code | Mame = F/E | Type [ Code | Name
SEA Seabury & Smith = Select for Fax Email v SEL Selective Insura
SEAON Wausau Insurance Compa.. _
SEL 3 N — —
SEL0m {2 TAM Address Book - Select Activity Recipients
SEL-002 e P .
SEL-003 Activity Notification for Recipient SEL
SEL-004
SEL-DO0S Available Recipients Selected Recipients L — |
SEL-006 —
| Code | Mame | = e _'I
: TRALCY-1 = SEL Selective Insurance Cc [~
! TR, .. IS
TRALIAS . S
TRAITHT  Thomas Traina
el TRAMT...  Thomas '/ Tram...
290 [SE | TEANA A Tranente Bemove
Name |5e TRAMERT Brian Trangone -
Attn TR&PDO1 Donald Trapp =1
Steet [47) TRAPMIT  Michael A Trapan... E .
Ciy [Bre = ; j\k
Zi ! Enter Code ITHAIJAZ | Bolicy
p |07 .
Claim
Code |TRANAZ
Name |lane T. Trainer PHR [a00-626-5368
&ltn PH-E
Street [150 Thioop St e
City [Morth Babylon State [41 Emal |ghiundel@bhbing com
ip |0a754
oK | Cancel |
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«; Applied Systems fax@vantage - Service Options

Eile ©Options Wew Pending Received Help

—Add/Remove Documents

N

v Include all documents

2

Available Selected
Documents | Time/Date Documents | Time/Date
) || ARATE.L 13Jun-06 11:5:
44
4
“
4

Delete document after use

e Do |

All the documents you
printed to fax@vantage
will be listed here

Browse to any existing
TIF file and add it to the
email

Full Screen Fiefresh I ____ """""" Acquire | Bemove |
< Back | Mest » | Finizh 4 LCancel |
[Mo PendingJobs | [ Data connection\w | &13/2008
Click on Finish, or Next if you want to set a
particular time for it to be sent.
July, 2006 13
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How to Attach Emails in Tam

If you used the Tam custom form i integrated e-mail messaging i you can have
the email attach automatically by using the "Send & Attach" button.

|l f you used fax@antage to send the email,
the email was attached automatically.

If you didn't use the custom form, but sent the email from outside Tam, here is
the procedure:

| G197 il P51 )] 4 der D O At the correct

[ TRAAZ ™ [Jane T Trainer cllent/prospect go to
Pl |7 | Fantforrs
‘ T e [T — Attachments, Add, Attach
] Convertion rrdsion CORAESPONDENCE OWIENE  0350am KN 3| | b — ] y
v, CORAESPONOENCE LG OTEen 10 o[ | Pesstete .
| @ Showing test fan- CORRESPONDENCE A8 1036 am
> 1cate CoPrESFONGENCE 2o moean an emal
r CORRESPONDENLE 200 Bl
[EpE—— CORAESFONDENE WA 1200,
3 CORAESPONDENCE AV 0226
QUG AVE  031dam
auammG NVH 314 68
CORRESPONDENCE W 103
CORRESPONDENE WO 103 anm
o HAYE  12m
» CLiMS A {20
» WAE 2
nasarce CORRESPONOENCE e
e s— CORRESPONDENCE 20 ke
0 Coticn of v CORAESPONGENCE 2 100
ok Lot wicu ks ot CORRESPONDENLE e Qe
] Lo Provsions CORRESFONDENE WOERE  103am
] ence 3559 CORAESPONCENCE @oE G
Ei
L e
et |

[123FM

[Res B0 52E B [Fa
| 8) ot - vt | [T praepect Tame 7. €160 Gk ik, | [w ] 24P

5 T - Outock x| [ 7] e - Werosol .. | 27 The Aganey Manager | £3 TaM Host

|
Boa| #@ 2006 &

I3 Attach Email !EI m .
~Email Router The Email Router

Services B / .

| =l | Fvew CEd [ feddw || opens, YOU can attach

Folerls) = Search subfalders Fram i an emall from
ST i anywhere in Outlook
- Outbox =

ublic Folders - Bavesian Leamin J'mbosing@landmarkins e entifer Godwin';D aniel &nd Henr |nC|u d | n from the
E Eu::ic Eo::ars - Ehgims.co::n [Publ Lc /u‘( Attach I n bOX 0 rgSe nt Ite m S
Highlight the email

- Public Folders - Intemal Contacts

-~ Regional User Group Conta
SEAS Members

Subject
JRE: Handout

- Sent ke .
5 Shared Fders o Message | you want to attach. If
- Tasks | think this and the purge piece should be included in the 3
Marketing class; whether they are covered in detal or not

Dl there is an attachment
to the email it will
appear under the
AAttached H

‘WorldClient Calendar
- whorldClient Contacts

K

From | Subject | [iate Sent ;I Attached Files
Graham Blundell RE: Florida Users Group of 45 06/13/2006 —
Graham Blundell RE: Commons at Stonegate/Cal .. 06/13/2006
Graham Blundell  HE: Handout k1372006
Grahsm Blundell  Prospects database 06/ BRZDTILI
4| | B

would depend on the time available and the level of interest in
the room. Il ook at purge - now that Jennifer has reminded me
of it | plan to investigate it for my own office <o that wil help me ;I

L
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x|
_‘“"a':'_' To This is the box you get when you click on
Eniy Type | Customer i Attach. The Entity Type and Code will
Entity Code |TRAIAZ already be correct; complete the rest of
Falicy | the screen.
Claim I
—Attachment Detailz
Categaory
Subcategory You also get to decide whether to create
D escription an activity, and whether to save any files
that are attached to the email.
— Optiong

[+ Create Activity

¥ Save Attached Files
[T Delete from [nbox

Cancel |

Version 10 Email attachments

Highlight the client® policy or claim that you want the email attached to.
Go into Outlook and highlight the email(s) you want to attach in TAM.
Drag and drop the email(s) to the policy or claim.

Complete the Attachment detail and activity.

':',; Efiling - File Router M= EE |

Enter Routing Information For Selected Files

File 1 of 1 | ...... <Prev || Mest> | F outing File IMarketing report. msg Open |

—&ttach To — Attachment Details
Entity Tupe IEustDmers j Categom I
Subcateqor
Enlity Code [2EE0J01 =HBEEEae !
Dezcrphion ... |
Policy |-2EIEI'| I
Claim I
Custom Date I 'l
¥ &pply settings to all fles v Group Files [~ Apply settings to all files v Add Activity

¢ Back Attach Files Cloze |
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