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TRUST SERVICE SESSION 1

Adding Trusts, Adding People & Companies, Assigning Trust Roles

TRUST SERVICE TRAINING - LEVEL 1

SESSION 1.3

ADDING COMPANY

Note: Before Adding Company, Add all Company Directors as ‘People’. You will need this

information to add the Company

Select People
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GENERAL
Complete all required fields

4] Company Maintenance
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Note: You may have a link to Lawbase or MYOB. This will allow you to import client details
directly. If you do not have this feature but would like to discuss it please contact your

Account Manager for more details

Select Insert to add Directors
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Select the Square to find the Directors names you should have added already.
Sort Order will determine which order their signatures appear on documents, 1 will be first

Select Signatory or not
You can add notes if required

You can select Active/lnactive as appropriate. Use this if someone becomes inactive as a
company direct rather than removing their record completely

OTHER TAB / NOTES / ALTERNATIVE CONTACTS

All exactly the same as People

CLICK OK TO SAVE
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