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TRUST SERVICE SESSION 4
Tasks & Calendars

TRUST SERVICE TRAINING - LEVEL 1
SESSION 4.5

VIEWING THE TASK REMINDER LIST

Select Task Reminders from the top toolbar
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File Maintenance Reports LIt
People

Trusts
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on Minutes doc TR
Sat 2082008 Annual Reviev of Trust COLBERT FAMILY TRUST
Tue 12/08/2008  |DaNYA Check if the documents have been signed and r{ CCH LEARNING TRUST

Ll | |
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@ Print X Close |

There are 5 views to choose from by selecting the appropriate tab at the top
You can Complete a task from this screen, highlight task and select Complete
You can Edit a task from this screen, highlight task and select Change

You can Delete a task from this screen, highlight task and use your keyboard Delete button
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VIEWING THE TASK REPORT

Select Reports
Select Tasks
Select Incomplete Tasks

& CCH Tinust Service

File Mairkenance [GELGER Lkiities Task Reminders Help

Trusts ¥
Persons ¥
Gifti

Select or type the date range for your report

Select the Manager or leave blank for All Managers

Select the Trust or leave blank for All Trusts

Type a Keyword if required, for example ‘Review’ or “Gifting’

% Incomplete Tasks |X|

From Diate: T 4 |
To Date 31082008 2] [=]

Manager: J (Blank for Ally
Trust 0| (Blank for Al

Task Keyword: (Blank for Al

Sorted By
& Trust Namme " Date

W Include Inactive Trusts

8 o

Select Print to print to screen
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= Report Preview:
Zoom

élgl EBage EI: Across: ’_il Down, ’_il EI

Incomplete Tasks

CCHNZ
Printed: 12/08/08 10:50

Trust Name Date Time Task
ANDREW  Andrew Doidge

DOIDGE FAMILY TRUST 1/08/2008 Chase up signature on Minutes doc
DANYA Danya Urlich

CCH LEARMNING TRUST 12/08/2008  10:00 Check if the documents have been signed

and returned

JAYNE Jayne Colbert

COLBERT FAMILY TRUST 2/08/2008 Annual Review of Trust

This report can be printed or saved to PDF

September 22, 2008



&).CCH

a Wolters Kluwer business
TRUST SERVICE SESSION 4
Tasks & Calendars

TASK REMINDERS AT START OF DAY

You can set the Task Reminders screen to appear automatically at the start of day or each
time you log into the Trust Service

I Task Reminders

Overduie | Due Today | Due This Week | Due This morth &1l Qutstanding |

X
Cliertt Name
GLY st G AN

Fri 1M/2008 |ANDREW |Chase up signature on Mnutes doc DOIDGE FAMILY TRUST

Sal  2MB/2005 | JAYNE Annual Review of Trust COLBERT FAMILY TRUST

Tue 1208/2008 |DANYA | Check if the documents have been signed and r{ CCH LEARNING TRUST
Ki | 2|
Conpiete Tack

< oot |

v rinee |

Action Point: Do you want to change your user settings to see the task list each time you
log into the Trust Service
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VIEWING TASKS FOR ALL TRUSTS/SINGLE TRUST

Select Task or Calendar from the top toolbars to view for all Trusts

& CCH Trust Service

Fil= Maintenance Reports Utiities [QEENGSIREREN Help

&

Trusts Lerters

CCHNZ

Baople Precadants Tasks Calendar

Website Helpdask

Select Task or Calendar from the Trust toolbar to view for that Trust only

) Trust Maintenance
T o

‘ CCH LEARNING TRUST

General ‘cher | Hotes| Legal Summary | Responsinites |

Trust Type: [Famierrst =] Mereger:  [anoREW <]
Formation Date: [ otmezos 4 | Inactive Trust [~ Zose
Vesting Date: [ oimezoms 4] .| Security 1= _
westing Evert: | Trust Group:  [sck __I'
Fie Location:  [in ancrews otiee | 2550 |
Trust Status: [veicuret +] i | IR Distributions
Trust Cafegary: [Gitting - Ratoencs:  [Chortho T2 Reverue
IRD: Number: 123456 IV Cortrolled Bank Account Document Ref: [Deed PR Mo 1234 BRI
Accounting Balsnce Dats: [3103  Comment [ [ LA@CInvestments Gifting/Loan
Bank Mame(s): |A55 Bark ‘ Minutes
Biranch Name(s) [Buckiand [ % Tasks
Aceourt umber(sk [1zs5e I Calendar
Signatories: [Trustees I
#llLinks |setiors | Trustees | Beneficries | Lawyers | Accourtants | advisers | other | clents | .
Person Name Active Functions Inactive Functions _—
Precedents

Personal Information

Jones, Sally Ann iar
ABC Trustes Ltd Trustes
Jones, Sarah Beneficiar

Acddd Person to Trust

Ll |

X cancel

v| _ Remove fram Trust_| [ o |

Waintain Trust Link_|

September 22, 2008



