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

Methods 

 ñPrintò the application to Adobe, which has a feature that starts an email 
with the application attached. 

 Use the ñEmailò button in Contacts to write an email to anyone in any of 
your Contacts list ï Clients, Prospects, Companies, etc ï 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. 

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

 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 and disadvantages. Letôs review those before we 
go into the detailed steps. 

Printing to Adobe 

Advantages: 
Itôs very easy ï use the Print Preview feature of the TAM print routine, 
then the ñEmailò button in Adobe takes you straight to a regular Outlook 
email. 
You can attach any file thatôs accessible via ñInsert Fileò in Outlook. 

Disadvantages: 
You need to maintain a separate (from TAM) list of all your contacts ï you 
donôt have access to your TAM Contacts so you have to keep all your 
clients, underwriters, etc in Outlook. 
You cannot attach to the email anything thatôs stored in TAM as an 
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 include anything thatôs in Attachments in TAM, as well as 
anything you can access via ñInsert Fileò. 
You donôt need to do an interim step of printing each attachment before 
creating the email. 

Disadvantages 
You cannot include any TAM print product ï an application, claim notice, 
binder, etc ï 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 donôt need to do an interim step of printing each attachment before 
creating the email. 

Disadvantages 
Unknown. 

Fax@vantage 

Advantages 
You can include TAM print products, TAM Attachments, and other files. 
The email 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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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. 

 
The image opens in Acrobat Reader. 
 

Open the application, go 
to File, Print. 

Switch to Preview and 
click on OK. 

Click on E-mail 
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A regular Outlook email opens up with the application included. 

 
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: 
 

 

Use your Outlook 
Contacts to address 
and send the email. 

Be sure to change the 
Subject line in the 
email. 

Switch to Send to Adobe. 
When you click on OK, the 
application opens up; 
follow the rest of the 
procedure as described 
above. 
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How to Send an Email from Contacts 

 
There are setup requirements in order to use this feature. 

Users must exit TAM 
and login again for 
this feature to be 
activated. 

At Home Base, go to 
Tools, System Setup 
and check TAM 
Integrated E-Mail 
Messaging on the 
Settings tab. 
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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.) 
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With the enhancements 
to the Contacts section, 
you can have multiple 
contacts, with 
associated email 
addresses, on Clients, 
Prospects, & 
Companies. 

Particularly on 
Companies, take the 
time to enter these 
contact names and 
addresses in so you 
have immediate access 
to them when writing a 
message within Tam. 
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To send an email to the underwriter, start at the Contact Detail screen for the 
underwriter 

 
 

 

Click on the Email 
button next to the 
email address 

The custom TAM 
Email form opens up. 
See the next image 
for details of all the 
options available. 

Contacts give you access 
to ALL your Contacts in 
TAM 

Address Book gets you to 
your Outlook Contacts 

The grey paperclip is the 
normal Outlook ñFile Insertò 
button 

The red paperclip takes you to TAM Attachments and you can select any TAM 
Attachment, from any client/prospect/company 
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Alternatively you could start at the client contact detail screen and change who the 
email will be sent to ï 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 
youôre already on the correct client when you use the red paperclip to include TAM 
Attachments.

This is the box you get when you click on 
Send & Attach. You can switch the Entity 
Type to Clients or Prospects and attach 
the email appropriately.  

You also get to decide whether to create 
an activity, and whether to save any files 
that are attached to the email. 

Send & Attach not only Sends the message, it also 
opens up the Attachment Dialog box, where you 
can select which client/prospect/company you want 
to attach the message to, and specify whether you 
want an Activity created. 

Send acts just like the 
regular Outlook Send 
button 
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How to Email Attachments using TAM Integrated Email Messaging 
 

 

Right-click on the 
Attachment you want 
to send, and select  
Send Through Email 

The custom TAM 
email opens up. You 
have all the same 
features and options 
available as described 
in the previous 
section. 
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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 
doesnôt matter because a 
cover page is not created in 
an email 

Enter a Subject on this 
screen because this 
becomes the Subject of your 
email and the description on 
the Tam Attachments list 

Use the body of this 
cover page screen to 
enter the text of your 
email message 

Select Phone Books, TAM 
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Select the Entity type and 
the Company 

Then click on Contacts 

Pick the person, and 
Select for Email 

Use the ñActivity Notifyò 
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 donôt want an Activity 
on the company. 
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All the documents you 
printed to fax@vantage 
will be listed here 

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

Click on Finish, or Next if you want to set a 
particular time for it to be sent. 
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 How to Attach Emails in Tam 

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

If you used fax@vantage to send the email, and used the ñActivity Notifyò feature, 
the email was attached automatically. 

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

 

At the correct 
client/prospect go to 
Attachments, Add, Attach 
an Email 

The Email Router 
opens; you can attach 
an email from 
anywhere in Outlook 
including from the 
Inbox or Sent Items 
Highlight the email 
you want to attach. If 
there is an attachment 
to the email it will 
appear under the 
ñAttached Filesò 
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Version 10 Email attachments 

Highlight the clientôs 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. 
 

 

This is the box you get when you click on 
Attach. The Entity Type and Code will 
already be correct; complete the rest of 
the screen. 

You also get to decide whether to create 
an activity, and whether to save any files 
that are attached to the email. 


