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TRUST SERVICE TRAINING – LEVEL 1 
SESSION 3.7 
 
ASSETS, REVENUES & DISTRIBUTIONS 
 
Select Trust Shortcut, then select Trust from List (double click or select Change) 

 
 
Select Assets from Right Hand Menu to open the Trust Register of Assets & Liabilities 
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Select Insert to add a new Asset 
 

 
 
Type Date, Select Asset or Liability & Add the details 
 

 
 

Assets are shown in Black, Liabilities in Red.  A total current value is given, bottom left 
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Assets & Liabilities that are Sold or Settled 
 
Highlight the item on the list  
 

  
 

Select Change 
Type a Date Sold & Amount Sold 
 
The item will now appear only on the Sold/Settled Tab 
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To print a summary of the Assets & Liabilities Register, select Print  
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DISTRIBUTIONS 
 
Select Distributions from Right Hand Menu to open the Trust Distributions Screen 
 

 
  
Select Insert  
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Select Distribution Type – Income or Capital 
Select Beneficiary to receive Distribution 
Select/Type date 
Type Amount 
Type any Comments Required 
 

 
 

Select OK to Save 
 

 
 
A total is shown on the bottom left of the screen 
 
To print a Summary of the Distributions, select Print 
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REVENUE 
 
Select Revenue from Right Hand Menu to open the Trust Revenue Screen 
 

 
 

Select Insert 
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Select/Type date 
Type Group (if required) 
Type Amount 
Type any Comments 
 

 
 
Select OK to Save 

 
 
There is no Total on the Revenue Screen 
 
To print a Summary of the Revenue Screen, select Print 
 

 
 
 


