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a Wolters Kluwer business

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

& CCH Trust Service

Select Insert

@ managers |X|

active |nactive |1 |

Weycode | Name

4nd e
DANYA | Danya Ulch
GUY Guy Hortan
JBYNE Jayne Colbert
KURT Wurt Gircler
MATTHER | Matthew Leionell

C% [ | .
Ingert | Change Delete |

X Close

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

@ Manager, Maintenance

Gereral |

Keycode: |

Naime: [

I Inactive

The Manager is now added & can be linked to your User
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TRUST SERVICE SESSION 2
Security & User Settings

LINKING A MANAGER TO A TRUST

On the main Trust Maintenance screen, select the dropdown next to Manager

Select the Manager from the list

CCH LEARNING TRUST

General |cher | Hotes| Legal Summary | Responsibitties |

[Family Trust -

Trust Type:
Formation Date:

—~

Manager:

Mame:

0170672008 4] J

#ndrewy Doidge

Vesting Dete menieE o |

' ' Guy Hortan
RSy En [ Jayne Colbert

kurt Gircller
Trust Status: fcorems ] Matthew Leioneli Distributions
Fees Charged AL |t

Trust Cateory: [Gitting - e | o
IRD Mumber. 123456 [ Cortralled Brank Accourt Documert Ref. |Deed Pit Mo 1001 LaetiEyls
Acsounting Balance Date: [31/03 comment: [ [~ LAQC nvestments Gifting/Loan
Bank Name(s) 58 Bark [ Minutes
Branch Name(s) [&ceiand I Tasks
Account Number(s): [r23a58 [ Caleniar
Signatories: [Trustess [

A Links |setors | Trustees | Benciicirizs | Lawyers | Accourtants | advisers | other | cients |

Functions Inactive Functions

:]

Precedents

Personal Information

Add Person to Trust

X cancel

CCH Accounts Lid Accourtant
CCH Lawy Lid Lawvyer
Colkert, Jayne Beneficiar
Hocgson, Gur Beneficiar
Ulrich, Danya Settlor/Trustee
L] |

Meintsin Trust Link |

| Remove from Trust ‘ |/ Ok I

VIEW TRUST LIST BY MANAGER
Select By Manager tab on Trust Listing

Farmily Trust | Gitting i
Leoneli, Matthew Famiy Trust  |Gifting £
Ukich, Danya Farmily Trust  |Gitting ‘
Hodgsan, Guy Famiy Trust  |Gifting -
Colbert, John Farmily Trust  |Gitting i
Stephenson, Antony  |Family Trust | Gifting «
Girdler, Kurt Family Trust | Gifting v
Leoneli, Matthew Farmily Trust  |Gitting c

2l
Insert J Change Delete I

& Trust
By Trust i | By Trust Name | By Trust Type | By Date | By Reference | By Trust Status | By Trust Category | By Group By Manager jay Client |

2Current DOIDGE FAMLY TRUST fert Mo 002 |&ndrew Doidge (ANDR
1 |current CCH LEARNING TRUST Cliert No 001 | Danya Urlich (DANY A)
7 |oratt ULRICH FAMLY TRUST Cliertt o 007 | Danya Urlich (DANY/A)
4 |current HODGESON FAMILY TRUST  |Cliertt Na 004 |Guy Horton (GUY)
acurrent COLBERT FAMILY TRUST  |Clirt o D03 |Jayne Colbert (JAYNE)
a|current STEPHENSON FAMILY TRUST |Clirtt o 009 |Jayne Colbert (JAYNE)
5|Draft GIRDER FAMILY TRUST Client Mo 005 | Kurt Girdlsr (HURT)

& Drat LEONELLI FAMLY TRUST  |Clizrt Mo D06 |Matthew Leioneli (MATT)

M 2] e[|
Arrywhere: co| ‘4
Guery I Rese I & brint |

X Close
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Security & User Settings

MANAGERS & TASKS
Add a Manager to a Task

! & Task Maintenance J

i General | I

Set s
Due Date 20872008 2 ] T 5

Recurring
Time: - M Task i
Manager: panva | Banya Lrich

Tazk:

| = werestinay X carce

View the Task List for Manager

| & Task Listing (%]

I CCH LEARNING TRUST
Qutstanding |ém.0nea |an | Eecurpe

Time | Manager _F-=Ehoned On | Noles
i 10:00  DANYA Check if the documen and refurned

g B
E Complete Task Insert | Change Delete ‘
i X cClose

For more details on Tasks see Session 4

For information on Managers & Reporting see Session 7
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TRUST SERVICE SESSION 2
Security & User Settings

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.

I CCH LEARNING TRUST

Gereral |cher | notes| Legal Summary | Responsigitics |

Trust Type [Family Trust -
Formation Dete: 01 mE00E 3 .|
‘esting Date: D1e0EE J

Vesting Evert: [

Manager:
People

Trust

N

Jayne Colhert

Kurt Girller Sesety
Trust Status: [Comrert B Matthew Leioneli Distrbutions
Fows Cherged D *

Trust Category: [Gitting - Retwrence:  [Gartiens o

IRD Humber. 1234565 Iv Controlled Bank Account Document Ref. [Deed Pt Mo 1001 e
Accounting Balance Date;  [31703 Comment: [~ LAQC nvestments GittingLoan

Bank Name(s) 58 B T Mintes
Branch Hame(s) [ekiand I Tasks
Aceaunt Humber(s): [123e% I Calendar
Signatories: [Trustees [
Al Links |Semnrs | Trustees | Beneficiaries | Lawyers | Accourtarts | Advisers | cther | Clients |
Letters

Person Mame Active Functions Inactive Functions

CCH Trustes Lid m‘
CCH Accourts Lid Accountant Personal Information

CCH Leaw Ltdl Lewvvyer Update
Colbert, dayne Beneficir Add Person to Trust

lE

Forigean, Cur Bensficiar

Cancel
Uirich, Darya Setfion/Trustes Meintain Trust Link | £ @
a V|  RemovefromTrust | |/ oK I

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

& CCH Trust Service
File Maintenance Reports [ Task Reminders  Help

Bulk Emailing
Mail Merge

Calendar Helpdesh

Evert Log

Show Bookmarks
File Manager
Export

Impart

Reset Configuration INI File
Purge Temporary Merge Documents

Register Word OCX

[ Replace Managers

Replace Manager

x o

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