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TRUST SERVICE SESSION 4
Tasks & Calendars

TRUST SERVICE TRAINING - LEVEL 1

SESSION 4.1

ADDING A TASK TO THE

TASK LIST

Select Trust Shortcut, then select Trust from List (double click or select Change)
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You can access the Task List from the top toolbar, however, the most effective route is to go

via the Trust as shown above

Select Tasks from Right Hand Menu to open the Task Listing

&) Trust Maintenance

CCH LEARNING TRUST

Genersl |cher | notes| Legal Summary | Responsigittes |

Trust Type:
Formation Date:
Westing Date:

Westing Evertt

Trust Status:

Trust Categary:

IRD Number:
Accourting Belance Date:
Biank Name(s)

Branch Name(s)
Aocount Number(s):

Signatories:

[Famity Trust -
010622008 =] J
62088 3 |

I

[Livescurrent -
[Gitting -

123456 [V Controlled Bank Account

Manager

AMDREW hd

Inactive Trust [~
Securtty 1=

Trust Group:  [alick >
Fie Locatior:  [ir ancrews Offics
Fees Chargest | 15000

Feference:  [Ciertmoizss
Documert Ref: [Desd PR Mo 1234

[21:08 Commert; |

[~ LAQC Investments

[#5E Bank

[eucitand

|
I
[123458 |
I

[Trustees

Al Links: |Semnrs | Trustees | Beneticiaries | Lawyers | Accountarts | Advisers | cther | clents |

Perzon Mams

Inctive Functions

Active Functions

ABC Trustee Lid

Trustee

Personal Information

Jones, Sarah

Beneficiar

L |

Addl Person to Trust

People

Assets

Distributions
Revenue
Documents
GiftingAoan
Minutes:
Tasks 5

Calendar

Letters
Precedents

Maintain Trust Link | ml
o REmnvEfmmTrusll |\/ o I

September 22, 2008



&).ccH

a Wolters Kluwer business
TRUST SERVICE SESSION 4

Tasks & Calendars

This opens the Task Listing screen.

| & Task Listing
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There are 4 Views available by clicking on the tabs at the top; Outstanding Tasks, Actioned
Tasks, All Task or Recurring Tasks.

Select Insert to insert a new task
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Type or Select the due date

Type or Select a Time if required

Select the Manager of the Task (this will be the Manager of the Trust rather than the
administrator who may actually complete the task)

Type the details of the Task

Click OK to Save
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ADDING A RECURRING TASK TO THE TASK LIST

A recurring task can set to recur on a daily, weekly, monthly or annual basis.
Tasks will only recur once they have been completed

Open the Task List (as before)

Select Insert
Add details of Task (as before)
Select Set as Recurring Task
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Type the number & select the unit (days, weeks, months or years) for the recurrence
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Click OK to Save
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Prepare documents for Annual Trust Review:

Tasks added to the Task List will also show on the Calendar.
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COMPLETING A TASK

Open the Task Listing (as above)
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Highlight the task to be completed, select Complete Task
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Add any Completion Notes & Select or Type the completion date

Click OK to Save
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The completed task will be removed from the Outstanding Tab and will now be seen on the
Actioned Tab

& Task Listing

CCH LEARNING TRUST

Outstarding Actioned |AL | mecurring |

Date Due

I |
Irisert | Change Delete |
X Close

Note: A recurring task will only recur if the original task is completed

DELETING A TASK

Highlight the Task & select Delete

@ Task Listi ng

CCH LEARNING TRUST
Outstanding ]Actinr\ed |an | Recurring | I
[ Datebus [ Time [Marmger | Actioned On | Motes |
| 12082008 | 1000 [Danva | | Check if the documents have been signed and returned. L
120672008 | 11:00 | DANYA Check if Minutes have heen signed and returned (sert 11/08/08
15/05/2005 1000 DANYA Frepare documents for Annual Trust Review I
Ll | A
Complete Task Insert I Change jete J I
X cose ||
-Mums Tr TRCCOUNTarT T
P s Ttis S

Personal Information || w

Note: If the Delete button is not shown on screen (when accessing Task list from top
toolbar shortcut) use the Delete button on your keyboard.

A warning message will appear, click OK to confirm deletion
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The Task is now deleted
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