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TRUST SERVICE SESSION 5
Security & User Settings

TRUST SERVICE TRAINING - LEVEL 2

SESSION 5.1

UNDERSTANDING TRUST SERVICE USER SETTINGS

To set up Users correctly within the Trust Management Service you need to understand a
number of other areas of the system. These are the areas explored in Session 5

USER
Maintenance/User/
LogonNames/General

:

SECURITY
Maintenance/User/
LogonNames/General

MANAGER
Maintenance/User/Managers

USER SETTINGS
Maintenance/Users/
LongonNames/UserSettings

&

Add a logon code & name
Add a password

Add a security level

Add a Manager link

Set default view for Trust list
Add User Group (if used)

USER GROUP
Maintenance/SetupOptions/
UserGroups

TRUST GROUPS
Maintenance/SetupOptions/
TrustGroups

TASK REMINDERS
Maintenance/Users/
LogonNames/TaskReminders

ﬁ

LEGACY
Maintenance/Users/
LogonNames/Legacy

L& L4 L4 d

Works with Security Level in Trust
Records. Used to control Access by
individual Trust (e.g large accounts
have higher access available to
Partners only)

Added to Trust Records. Used to
show responsibility for Trust,
Reporting, Tasks & Notes. Can be
linked to Users (if user works for 1
particular manager only)

Used to control Document Saving &
Naming per individual User

Used to control Document Saving &
Naming by Groups of User (saves time
if all or many users share same
settings)

Added to Trust File. Used to Control
Access by Groups of Trusts. Gives
option for View Only Access (not
available with Security Level setting)

Sets preferences for Reminders per
individual User

Used only if site has Word 6 or Word
95
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ADDING A NEW USER OR CHANGING USER SETTINGS

Select Maintenance, select Users, select Logon Names

& CCH Trust Service

Entry Types
Libraries
Setup Options b

Select Insert or highlight name & select Change

&' Logon Names X

Logon Code | Name Marager Link] Security | User Group

CCH CCH 9 |CCH Staff

CHARISSA | Charissa Yan Reenan & |CCH Staff

DANY A Danya Urrich & __|CCH Staff

GUY Guy Hodgson G |CCH Staff

JAVINE Jayne Colbert 8 __|CCH Staff

JEANETTE | Jeanette Moore & |CCH Staff

KAREM Karen Rogers & |CCH Staff

HURT |Kurt Girdler & |CCH Staff

MATTHEW | Matthew Leoneli & |CCH Staff

KT |
Select | Insert | Change I Delete |

¥ Close

This opens the Logon Maintenance Screen

& Logon Maintenance.

Genersl | User Setings | Trust Groups | Task Beminders | Legary |

Logon Codle: |

Mame: |

Password
Security Level 1 ;[: (9 = Manager)

Manager Link: J

’rDe!Euﬁ Trust Listing Sort Order

1. Trust Mumber 2. Trust Name 3. Reference 4. Cliert Name

User Group: | Ll QI

See User Settings Tab for Details

X o

Type Logon Code, Full Name & Password
Go to Session 5.2 to learn more about security Levels

Select or Type the appropriate Security Setting for this User

October 6, 2008



&).CCH

a Wolters Kluwer business

TRUST SERVICE SESSION 5
Security & User Settings

Go to Session 5.3 to learn more about Managers

Select the appropriate Manager or leave blank if this User does work for multiple Managers
Note: If a User is linked to a Manager, the Manager field will be automatically populated
with that information when adding Tasks, etc. It is best to leave this blank if Users are

doing work for multiple Managers

Select the default view of the Trust Listing for this User

& Logon Maintenance

General |Lser Settings | Trust Groups | Task Reminciers | Legacy |

Logon Code: |

Neme \

Password
Security Level: 1 3: (8 = Manager]

Manager Link: J

Default Trust Listing Sort Order
7 1. Trust Number @ 2. Trust Name " 3 Reference 4. Cliert Name

User Group: ‘ j St

See User Settings Tah for Details

X corod

The default view will control which tab is shown on the Trust Listing when this User enters
the system.

& Trust Listing

Ict | User Def (status) Trust Partner |«
1 Currert CLl Client Mo 001 Family Trust  Gifting i
2|Current RUST Client Mo 002 Family Trust | Gifting A
3 | Current COLBERT FAMILY TRUST Clignt Mo 003 |Jayne Colbert (JAYNE) | Colier, John Family Trust | Gifting £
4| Currert HODGESCN FAMLY TRUST  |Client Mo 004 |Guy Horton (GL'Y) Hodgson, Guy Family Trust  |Gifting +
5 |Draft GIRDER FAMLY TRUST Cligrd Mo 005 |Kurt Girdler (KURT) Girdier, Kurt Family Trust | Gifting W
B | Draft LEONELLI FAMILY TRUST Client Mo 008 |Matthewy Leionelli (MATT Leonell, Matthew Family Trust | Gifting C
7 Draft ULRICH FAMILY TRUST Clignt Mo 007 |Danya Urlich (DANYA) |Uirich, Danya Family Trust | Gifting £
8 | Draft ARMSTRONG FAMILY TRUST |Client Mo 008 | Andrevw Doidge (ANMDRE Armstrong, Amanda — |Family Trust | Gifting 4
9 |Current STEPHENSOM FAMLY TRUST |Client Mo 003 [Jayne Colbert (JAYNE) |Stephenzon, Artory |Family Trust | Gifting IS
| |2 v 1]« |
Anywhere: col| i Insert I Change Delete J
Query J Res J @ Print | X Close

Set the view for each individual User. The User may select a different view by clicking on
another tab at any time during their session. The default will always be the first view shown
at log in.
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Go to Session 5.4 to learn more about User Groups

Select the appropriate User Group for this User if required. If you are not setting up a User
Group, go to User Settings

g Logon Maintenance 7‘

General User Settings ‘Irus‘l Groups | Task Reminders | Legacy |

Lacation: [ J

-

Documert Mame Format: -
Trust Document Register: -

|~ Display Confirm Document Details Screen

Reports Location: [ J
Other Documerts Location: [ J
X o

Select the location for documents created by this user to be saved, e.g. M:/Clients/Andrews
Clients

Select the appropriate Document Name Format (as per User Group Setting, see 5.4)

Select the appropriate Trust Document Register Settings (as per User Group Setting, see 5.4)
Select “Display Confirm Document Details Screen’ if appropriate (as per User Group Setting,
see 5.4)

Select the location for Reports or Other Docs created by this user to be saved.

Go to Session 5.5 to learn more about Trust Groups

Insert appropriate Trust Group or Groups as required. Set selected Groups as View Only if

necessary

General | User Seftings  Irust Groups |Task Reminders | Legacy |

Group Mame

ALCKT Auckland CBD
AUCKS Auckland South

X
@ Trust Group Maintenance
General
Group: [socks =]
g Onily Modes v
X e
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Task Reminder Settings

Check Display Task Reminder on Logon if you want the reminder list to appear for this User.

I this Users works only for 1 Manager, select that Manager. Only Tasks for this Manager will
now appear on the list

Select the Date Range for the Reminder list

Select how you would like the Tasks to be sorted

& Logon Maintenance.

General | User Settings | Irust Groups  Task Reminders ‘g&gacyl

IV Display Task Reminders on Logon

Menager WURT |:| (Blank for Al

Dafautt Date Range: [0

overdue Tasks
Sort Tasks By asks Dus Today

‘asks Due This Week
asks Due This Morth
Al Outstanding Tasks

X o

Note: You can open the Reminder List at any time when the Trust Service is open by
selecting Task Reminder on the top tool bar. This will show tasks for all Managers and

give the full selection of data ranges. See Notes from Session 4 for more information on
Tasks

Legacy

If you are using Word 6 or Word 95 you will need to check the box in Legacy to ensure
compatibility

ik Logon Maintenance er
General | User Setings | Trust Groups | Task Beminders Legacy |

I Word B or Word 95 User?

X cancel

Your User Settings are now complete.
Click OK to save

October 6, 2008



