MyTAM

Introduction

myTAM can be used to develop standard workflows for your new or experienced CSR’s to follow.   You can create your own workflows or assign existing shared workflows to myTAM buttons.  

There are two different parts to myTAM, the actual Workflow Editor and the myTAM Button Editor.  In order for a user to be able to edit, create, etc., either workflows or buttons, they will need to be granted access in these areas in security manager.  Once a user has been assigned rights in security, they can begin with part one, creating the workflows.

Workflow Setup

From within Utilities, expand the System Administrative Folder and select Workflow Editor.   You will be brought to the TAM Workflow Editor Screen below.
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Show: Click All Workflows to display all shared workflows or My Workflows to display only the workflows you created.

Once you click All Workflows you will see standard and custom Libraries and Workflows on the left side of the screen and displays workflow Properties for selected workflows on the right.
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New: Click to either copy an existing workflow (the existing workflow must be selected prior to clicking on new), or create a completely new workflow.

Save: Click to save changes to the current workflow Properties.  This option is only active if you have made changes to the selected workflow or created a new one.

Delete:  Click to remove the selected workflow and all of its steps.  You can only delete workflows that you have created.

WorkSteps:  Click this to add or modify steps in the selected workflow.   You cannot add or modify worksteps for workflows that you did not create.   You need to copy and create a new workflow first.

Run:  Click to execute the selected workflow.

Exit:  Click to exit Workflow Editor.

Libraries

There are currently four libraries.  These are:

Creators – These contain all items which contain TAM data.  These include:  add a customer, an activity, cinfo, pinfo, memo, note, policy, claim, claim note, claim payment, claimant, change request, transaction, etc. 

Editors – Contain all items which edit TAM data.  These include:  edit a customer, an activity, policy, claims info, etc.

Selectors – Select TAM objects.   These include:  Select a customer, policy, prospect, activity, claim, etc.

New Worksteps – A new library added by Patch 21.
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It is necessary to understand how to use the libraries before you begin to create your workflows.  It is a good idea to review the canned workflows to help you determine how to create your own.  This will help you determine the proper order required.  For example, you cannot add a policy before you select a customer.

Create a New Workflow

To base a new workflow on an existing workflow, first select the existing workflow in the list, then click New. 

[image: image26.png]TAM Workflow Editor
Fle Edt Options

est =lolx]

Add Worksteps T Edit Worksteps 1 Validation Details Current Workflow Steps
Avallable Source Woksteps ——————————————————— || |11 -Adda Cuslomer
S 2-Add a oy
Workfow Name Ouner 3 cdan Applcation
Library - Creators EX o L 4 Add a Transaction
Libray - Edors £x € Workows 5-Add a Leter
Library - New Worksteps 2 6-Merge existing or ew Lt
Libray - Selestors EX 7-Merge now or Queue 2
= 8- Ackd an Actiiy
END
Step Nome Prongt =
Select a Customer
Select Policy by Policy Nu
Selest aProspect —
Select an Activty
Select 2 Clrio

- Curent Warkstep Prapeties

ok tep [FIEVILS = roistep [TERIATE _ Sesis | _emoyesie |
[ — T PO | SRR





In the Create New Workflow frame, give your workflow a name.  The name must be different from the original name selected.  Then select to copy Properties and Worksteps (if desired).
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Properties:  Since you are using an already created workflow or library as the basis for your new workflow, you would want to keep the same properties, click this box.

Worksteps:  These are the actual steps in that workflow and typically you will always select to copy these.

Share this Workflow: To share the workflow with other employees, click Yes in the Share this Workflow frame. If you do not want to give others access to the workflow, click No. 

Note: You can change this setting later on the TAM Workflow Editor screen. To do so, select the existing workflow, click the desired radio button in the Share this Workflow frame, and click Save. 

Then click on OK.  You will notice that you now have Save, Delete, Worksteps, etc., available as options.  You may also notice that your operator id is now shown as the owner of this workflow.
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Add Worksteps
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Once you click on Worksteps, you will be brought to the following screen on the Add Worksteps tab.  This tab lists the current  workflow steps in your workflow.  On the lower portion of this screen, you will see the properties assigned to the selected workstep.  


Back Step:  This is what will happen when the user clicks on the “Prev” button during the workflow.  Whatever step you choose should be where you want the wizard to take your user if they click on the “Prev” button.  
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Fail Step:  This is what will happen if a user skips a step.  For example, should the user be taken back to the last step, continue on without completing the skipped step, or terminate the wizard entirely.

Note File:  You can double click on the Note File field and select any .txt file you have created to further inform the user about that particular step the workflow.   

Create the note in notepad or wordpad & save it in the *:\TAM\SAV\WIZARDS\NOTES directory.  When you double click on the Note File field, you will see the available .txt files – select the one appropriate for the particular workstep & click OK.

On the user side, the note you are inserting ONLY appears if they click on the “Notes” box while on that step in the workflow.
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Use Dialog:  By checking the Use Dialog box, your users are given an option to do the next step or not.  If a user decides not to take that step, this is where your Fail Step will come into play.  

If you want to force a user to go to the next step, do not check the Use Dialog box.  

It is important to note that you have copied an existing workflow with existing steps.  You need to review the current Back Step, Fail Step, Note File and Use Dialog for each of the workflows steps in the current workflow to ensure that they are the appropriate actions for your agency’s workflow.

To add an additional step that does not appear in the current steps, highlight  the library that contains the step, then select the appropriate step and click add.  This will add the selected step into the Current Workflow Steps window where you can then change the order if needed.  

Note:  If you add a step and it is out of logical order (ex:  you cannot add an activity if the client does not yet exist OR you have not selected a client), it will appear in red as shown below.  To correct this, simply select the out of sequence step and by using the up and down arrows to the right of the screen, move the step to the appropriate location within the worksteps.
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In addition to adding steps, you have the ability to Remove Steps.   Please note that once you remove a step, you can Restore the step ONLY if you have not yet clicked on Save Steps.  Once you have your workflow steps in the correct sequence, click Save Steps.   

Edit Worksteps

If you want to change the properties of any step, you will need to click on the Edit Worksteps tab.
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From this screen you can choose to change the Back Step, Fail Step, and Use Dialog box.

NOTE:  The workstep “Add an Activity” gives you the ability to set a “default” activity code that will be added at that particular step of the workflow.  To set the specific activity code you want to associate with that step, click on the “Defaults” tab:

The following screen will pop up showing the current default:
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Click the “Change” button to access your activity code list – select the appropriate code & click OK.  The selected activity code will appear; Click Exit.

On the user side, when you force a default activity it takes them directly into the activity detail box for that activity code.

NOTE:  At this time, the Workstep “Merge existing or new Letter” does not allow association of specific formletter in TAM with this workflow.  This function is available in 7.1.1 where you would click on the “Defaults” button to select the formletter.

Validation Details
This area lets you know if your workflows steps are valid or not.  This will also advise what the problems are.  Below is an example of a workflow with invalid steps.
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Make sure you have clicked “Save Steps”

Once you have finished with your workflow, click the Exit button to exit worksteps.

RUN (Testing of Workflow):

Once you have created or edited a workflow, it is a good idea to test the workflow to verify the steps you have included take the actual logical procession in the described workflow from a user’s perspective.

To test a selected workflow, click the “Run” button.

NOTE:  You are running the selected workflow on LIVE data!  It is important that you have a sample client in your system to use when testing MyTAM.

Once you click “Run”, the Workflow Wizard will start and you will be able to see the exact steps your Users will follow.  This will also assist you in “detecting” what steps have been left out that are still needed.

Configuring MyTAM for the Users – Button Editor

Once you have designed your workflows, in order for the users to access them, you’ll need to turn on the MyTAM Buttons and associate these buttons with the workflows you want your users to utilize.

At TAM Main Menu, click Utilities button

Click on System Administrative

Click on MyTAM Button Editor & then click on the right arrow at the bottom middle of the screen

The MyTAM Button Editor screen appears:
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My Buttons creates MyTAM Icons ONLY for your use.

System buttons creates MyTAM Icons for all users you specify

To associate a button with your newly created workflow, click on System Buttons

Click on “Insert” (to put your button in “front” of the existing buttons or “Append” (to put your button at the “end” of the existing buttons – you will see your new “blank” button.  
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Once you have created your new button, click on EDIT to add an picture to your button & to associate it with your workflow:
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Step 1 – Selecting a Button Visual – scroll thru the list of available .bmp files OR click on the “Import” button to select other .bmp files you may have one your network.

NOTE:  The .bmp needs to be small (actual visual size) – about ¾ inch square.

Step 2 – Complete the “Label” field – allows up to 20 characters.  This is the name the user will see under the button image you select.

NOTE:  Tool Tip field is not currently active

Step 3 – Under Button/Menu Items, click ADD you’ll see the screen below:
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Select the workflow or workflows you want to tie to the button to & click OK.

Click OK again.

You have now created a button to go with your newly created or modified myTAM workflow(s).

You will be brought back to the myTAM Button Editor screen where you will see your newly created buttons:
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You can click on a particular button & move it up or down in the order your users will see it by clicking on the “move up” or “move down” buttons.

myTAM Button Editor – OPTIONS

Click on the options buttons to determine some preferences about the myTAM buttons the users will see:
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On the Preferences tab:

Do you want them to see System First, User First, User Only or Merged?  Click on your choice

Click on the “Adjust borders on Startup” so that the myTAM button bar will adjust to fit the buttons the user will see

The Buttons tab:

These choices come into play if you are creating a myTAM button bar for ONLY you.

To link or copy buttons or menu definitions to multiple users, see Group Assignments

Group Assignments

This functionality allows workflows created by certain users to be copied or linked to other users.  This assumes two things:

1) You are allowing users to create myTAM workflows


AND

2) The workflows they are creating are not being created as “System” workflows.

Use the following steps to access the utility. 

1. At Home Base, click Utilities. 

2. On the Utility Manager screen, open the System Administrative folder and select Group Assignments. 

3. Click the arrow to continue. 

Available Sources Tab

Use the Available Sources tab to view existing workflow setups that you may want to copy to other users. Any user listed on this tab can be used as a source. You can copy button and menu definitions to other user setups or link a user setup to a specific user on the Link/Copy tab. 

The listview contains the operator IDs and user codes of those who have existing workflow setups. 

The number of buttons and the number of menu definitions (items) assigned to those buttons is listed under the Buttons heading in the listview.

The button bar beneath the listview displays existing buttons in the selected users' setup. Click any button to display the menu items assigned to the button. 

Link/Copy Tab

Use the Link/Copy tab to link or copy button setups to other users. 

· When you link to another user, each time you run myTAM, your button and menu definitions are automatically updated, based on any changes made to the linked user's definitions. 

· When you copy from another user, your button definitions are overwritten with those of the other user. 

The top listview displays All Users or members of a selected security Group previously defined in Security Manager and the current status of their setups. You can change the listview contents by making selections in the Show frame.

The listview displays the Current Status as No setup defined or Linked to: XX, where XX is the OPID linked to. 

Link to User

Use the following steps to link a setup from a source to another user: 

1. In the top listview, select the user you want to link a setup to. 

2. In the bottom listview, select the Source you want the setup linked from. 

3. Click Link to User. 

4. Click Exit. 

Copy from User

1. In the top listview, select the user you want to copy a setup to. 

2. In the bottom listview, select the Source you want the setup copied from. 

3. Click Copy from User. 

4. Click Yes to confirm that you want to overwrite your old definitions with the user's definitions. 

5. Click Exit. 

View/Clear Links Tab

Use the View/Clear Links tab to view users and the sources they are linked to or to clear existing links. 

To clear a link, select the user and click Clear Selected Links. 

myTAM at User Level

Enable myTAM

Once you have created your myTAM workflows & assigned buttons, you will need to enable myTAM for your users to access the workflows.

· From TAM Main Menu, click Tools, System Setup

· Click on the Settings tab, scroll down & click on the myTAM checkbox

· Click OK

Once myTAM is enabled, your users will see the myTAM “thumbprint” button:
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At home base, by clicking on the thumbprint ‘myTAM” button, the myTAM toolbar opens showing workflows buttons available to that user.
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If you tied more than one workflow to a particular button – when they click on the button on their myTAM bar, they will have a choice of the workflow to start:
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To start a workflow, the user clicks on the button and follows the prompts & performs the requested/required tasks.

At any time, while running the workflow, the user can decide to “suspend” the workflow by clicking on the “suspend” button.  The will see the following box & can enter a note if they want to AND “reassign” the suspended workflow to another user.
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To REASSIGN, the user would click on the “Reassign to” box and selecting the users WHO code:
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Once they click OK, they will see the following box ….
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The suspended wizard will show up as an open followup on the assigned users’ main menu, with any notes they may have entered in the Suspend Workflow box showing up in the Activity Notes:
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By double clicking on the WIZD activity at the main menu, the user it taken into that specific customer & the myTAM workflow opens up EXACLTY on the step it was suspended.
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