
                   
                         

                               
                  
Getting Started with Transformation Station! 
 

1) Make sure the agency code for the company is entered in the 
Company/Agency Codes section. No hyphens or spaces, 
please. If there are office branches using the same system, 
make sure their correct codes are entered the same way in 
the BRANCH section. 

 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2) In Customer List, select the customer and click the Butterfly.  



 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In the next screen click the HOUSE in top left corner under 
FILES or click FILES. Run the Account Update Wizard. 
Highlight all company transactions and enter ICO (Issuing 
Company Code), then click OK and click FINISH. 



 
 

 
 

 
 



When submitting a FNOL from TAM: 
 

1) When submitting a First Notice of Loss (FNOL), you should 
first create a claim for the policy based on the loss 
information. Please refer to TAM help to learn how to create 
a claim. 
 

 
 

2) Once the claim is created, add an ACORD Loss Notice to the 
claim. To learn how to create an ACORD Loss Notice, refer 
to TAM help. 

 



 
 
 
3) After the claim and the loss notice has been created, click 

the Butterfly. 
4) In the real-time screen, select “First Notice of Loss” and 

select the claim from the list of claims at the bottom of the 
screen. 

 
 



 
 
5) To send attachments along with the loss notice, click 

“Attachments”. In the “Attachments” screen, select a 
document from the available documents and click “Add” or 
click browse to select a document from a location on your 
computer. Selected attachments should appear in the 
“Selected Attachments” section of the screen. When done, 
click OK. 
 



 
 
 

6) Click “Go” in the real time screen. 
7) After a few seconds, you will see a comment box with the 

claim number within the comment. 
8) Click “OK”. 

 
 
 

 
 
 
 
 
 
 

 



Service Inquiries: 
 
For all service inquiries performed such as checking Billing 
Status, Claim Inquiries, Policy Inquiries (Dec Pages), FNOL, 
Endorsement Bridge, Loss Runs, Website Sign-on, this is what you 
do, once all tasks are performed above in the 3 steps listed above. 

 
Highlight the customer and click the Butterfly. 
 

 
 

 
 
 
 
 
 
 



 
 

Select the policy from the list below and place a dot in the 
available inquiries for that carrier, then click GO 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Within 15-30 seconds, the agency code is verified, the 
credentials for the CSR are verified and the inquiry is 
displayed for review. 

 
 
 
When session is closed, agent will click OK for document to 
attach to customer (If carrier provides Routed Attachment). 
Agent will click the noted document over to the middle 
section and click the category field to name the document 
being attached. After document attaches, agent will enter 
and close Activity. 
 
If company does not provide an attachment of Dec Page, Claim Detail, 
Billing Inquiry; CSR should e-mail the viewed items to themselves so they 
can attach to customer in TAM. 
 


