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TAMBRIGHT IDEAS from the Fast Track Guide

Objective: Thi s c¢cl ass reviews some of the best Bri
firhe Fast Track Guidet o Getti ng the Most out of TAMO.
how agencies are using the tools TAM provides. The topics of discussion will include:
e Tips and ldeas for organizing defaults such as Activities, Attachments, and
Document Setup
e Tips and Ideas for improving day to day workflow. This will include various
aspects of servicing including Detail Screens, ACORD forms, Transactions, and
Attachments.
e Tips and ldeas for customizing field usage.

Assumptions: This seminar is based on the following
TAM Version 10.x
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Bright Ideas for Defaults
Fast Track Task

Adding a company

Setting Company
Comm ission Defaults

& Setup Issues

Bright Idea

:BRIGHT IDEAS

Set up an "agency standard"” for
how you would prefer company
codes selected. Do you want to
use the first 3 letters of the
company name (e.g. HAR for
Hartford) or the first letter of
each word in the name (e.g. HIC
for Hartford Insurance
Company)? Sticking to a
standard will help users avoid
confusion when selecting
company codes.

:BRIGHT IDEAS

Train users to tab through new
billing screens to see the
defaults pop up, or double click
on existing screens to see the
descriptions and defaults.

Notes

September, 2008
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Fast Track Task

Adding Company Additional
Addresses

Adding a Lienholder

" September, 2008

Bright Idea

:BRIGHT IDEAS

Add as many additional
addresses as desired to keep
users from having to use a
Rolodex or other separate listing.

:BRIGHT IDEA:

Make an agency standard for
how to create Lienholder Codes
when adding. (e.g.. Commerce
Bank, Denver might be
COMMDE1, etc.)

Notes

ASCnet
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Fast Track Task

Setting Activity File Defaults

Installing Policy Types

" September, 2008

Bright Idea

:BRIGHT IDEAST

Group similar activity codes
together alphabetically to eliminate
confusion {e.g. claims default to
LOSS when printed, so loss
infarmation might be LINF) .

Activity code "Groups” can be
added for reporting purposes to
group codes such as those used
for the renewal process.

:BRIGHT IDEASS

Add policy types for any types of
business that you write in your
agency including specialty lines.
Create Custom Dec Pages for any
non-standard application (e.qg.
Directors and Officers, Employment
Practices, etc.).

Add a policy type of APPL or 1254
to be used for ACORD 125 apps
that are part of a monoline policy.

Notes
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Fast Track Task

Optimizing Field Defaults

Setting A CORD Form
Defaults

" September, 2008

Bright Idea

:BRIGHT IDEAS

Set security under customers
and prospects to deny insertion
in validation windows. This will
prevent users from being able to
add new codes on the fly and
cluttering the lists.

:BRIGHT IDEAS

For all of the ACORD
Form Defaults:

Make life as uncomplicated as
possible for your users by setting
these defaults. These defaults
can also assist your agency with
some of the procedural
standards that you wish your
users to follow.

Notes
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Fast Track Task

Creating Prefilled Forms

Creating Formletters

" September, 2008

Bright Idea

:BRIGHT IDEAS:S

Consider grouping prefill codes by using a combination of
letters and numbers. (e.g. EVIDO1, EVIDD2, etc.)

Have descriptions of prefills match code and make sense
to your users who will select the prefill based upon the
description.

Make multiple prefills for different situations (e.g. one
evidence for HOME with apps and another for HOME
without (waiting for download).

:BRIGHT IDEA:

To keep the form letter activities
from cluttering your activity list,
group them together with one
common letter. Start all of them
with a W {for Word) or a Z (to
put them at the bottom of the
list.)

Notes
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Bright Ideas for Day to Day Workflow

Fast Track Task Bright Idea Notes
:BRIGHT IDEA:

The prospect database is
separate from the customer
database, therefore it is possible
to have the same code assigned
Adding a Prospect to different clients {one in
prospects and one in
customers). Prior to adding a
new client into the prospect
database, check the current
customer list to see if the client
code is already in use.

:BRIGHT IDEAS

The company field on this screen
is pulling from the Prospects
Current Company Default list.
Adding a Prospect Policy This list may contain the same
Detalil company codes in your company
list or you may want to create a
listing of competing agencies/
brokerages to identify who is
currently writing the business.

September, 2008
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Fast Track Task

Moving a Prospect to
Customer

Adding a Customer

" September, 2008

Bright Idea

:BRIGHT IDEAS

If only a portion of an account is
written, move the entire account
to customer and then market the
unwritten coverages from there.
This way all of the activities and
correspondence (documents,

emails, etc.) are in one place.

:BRIGHT IDEAS:T

Set up Customer Screen Defaults
to pre-fill common fields.

Customize your User Setup so
that the Personal or Commercial
radio button is automatically
checked for the one you use most
often.

10
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Fast Track Task Bright Idea Notes
:BRIGHT IDEA:

Change the default billing mode
from Agency to Direct through
Billing Screen defaults.

Adding a Policy/Billing

Screen
:BRIGHT IDEASZ
Send the summary to Microsoft
Word with the File output option.
Issuing a Summary of This allows you to further edit
Insurance your summary, adding additional

notes, comments or inserting
dollar signs and commas where
needed

" September, 2008
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Fast Trac k Task

Completing Acord
Applications

Printing Applications

" September, 2008

Bright Idea

:BRIGHT IDEA:

Automatically Save Screens —
Access User Setup and check
the box marked "Automatically
save applications”. This will
prevent the pop ups from
constantly appearing asking you
to save the data input into the
applications.

:BRIGHT IDEAS

If submitting apps to multiple
companies electranically (e.g. an
email attachment), it would be
wise to have the company name
on the applications be
anonymous. To accomplish this,
create a "dummy" company code
to use for application printing.
The name of the dummy
company can be blank or include
your agency's name.

12
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Fast Track Task

Creating Titled Certificate
Templates

Adding Holders to Existing
Certificate Templates

" September, 2008

Bright Idea

:BRIGHT IDEA:

et up Certificate Titles for the
coverage term and coverage
type. (05-06 GL). You may even
want to separate those cert
holders that are identified as
additional insureds by attaching
them to a different titled
certificate (05-06 GL with Al
wording).

:BRIGHT IDEAS

Mot all certificate holders need to
be a part of the universal holder
file. Create a"ONETIME" cert
holder code to use and write
over each time or answer no
when prompted with the question
"This holder was not found...?"

13
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Fast Track Task Bright Idea Note s
:BRIGHT IDEAZ

Select delete/change radio button
to prefill auto information then
change to add radio button.

Completing a Personal Auto
Change Request

:BRIGHT IDEAS

Use the rejections report to
identify all activities that are
closed unsuccessfully. This

] o could range from quotes that
Closing an Activity were too high, to claims denied,
to additional service requests.
The rejection reasons list can be
tailored by accessing field
defaults in the utilities area.

" September, 2008
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Fast Track Task Bright Idea Notes

:BRIGHT IDEA:

Contact screens will not get
overwritten by company
downloads. Use class codes to
Adding a Contact identify active drivers versus
inactive or excluded drivers. If
an active driver becomes
inactive or excluded, simply
update the class code on his/her
contact screen. All other
information is still available for
viewing or searching.

:BRIGHT IDEA:S

Sticky Motes are referenced in
the Notes list. If you delete the
ward sticky from the Regarding
. line the "sticky" pop up will be
Adding a Note removed but the note will be
maintained in the Notes list. To
have the item reappear as a
sticky, edit the Regarding line
and replace the word STICKY.

" September, 2008
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Fast Track Task Bright Idea Notes

Adding a General
Transaction

Adding a General
Transaction

" September, 2008
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