
 
 

TRUST SERVICE SESSION 5 
Security & User Settings 

TRUST SERVICE TRAINING – LEVEL 2 
SESSION 5.3 
 
MANAGERS 
Managers are the people within your organisation who are responsible for the Trust 
Manager can be added to each Trust Records (see Session 1.1) 
Managers can be linked to Users, for example if 1 administrator does work for 1 partner only 
(See Session 5.1) 
Managers can be allocated tasks (see Session 4.1) 
Managers can be reported upon in a number of ways, for example, Task Listings, Trust 
Involvement, Gifting Reports (see Session 7) 
 
ADDING A MANAGER 
Select Maintenance, select Users, Select Managers 
 

 
 
Select Insert 
 

 
 
Type a Keycode and Name for the Manager, click OK to Save 
 

 
 
The Manager is now added & can be linked to your User 
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LINKING A MANAGER TO A TRUST 
On the main Trust Maintenance screen, select the dropdown next to Manager 
Select the Manager from the list 
 

 
 

 
VIEW TRUST LIST BY MANAGER 
Select By Manager tab on Trust Listing 
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MANAGERS & TASKS 
Add a Manager to a Task 
 

 
 

View the Task List for Manager 
 

 
 

For more details on Tasks see Session 4 
 
For information on Managers & Reporting see Session 7 
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REPLACING A MANAGER 
 
If a Manager should leave your company or no longer be involved in Trust work then you can 
replace the Manager link on all their Trusts. 
 

 
 

Select Utilities (top menu, main screen), select Replace Manager 
 

 
 

Select the Manager being replaced, with the Manager who is replacing them. 
 

 
 

Select OK & all Trust records are updated to show the new Manager. 


