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TRUST SERVICE TRAINING – LEVEL 2 
SESSION 5.5 
 
TRUST GROUPS 
Trust Groups can be used to control access to Groups of Trusts 
Trust Groups can be added to give ‘view only’ access to Groups of Trusts 
 

Note:  The difference between using the Security Level settings and Trust Groups are 
that Security setting control access per individual User & individual Trust, Trust Groups 
controls access in Groups.  Security Settings do not allow View Only access 

 

Andrew 
Manages Trust in South Auckland

No Trust Group

Matthew 
Manages Trust in Christchurch

No Trust Group

Matthew can view & edit Andrews Trusts

Andrew can view & edit Matthews Trusts

Andrew 
Manages Trust in South Auckland

Trust Group: AUCK

Matthew 
Manages Trust in Christchurch

Trust Group: CHRIST

Andrew can only 
view and edit 

Auckland Trusts

Matthew can only 
view and edit 
Christchurch 

Trusts

Andrew 
Manages Trust in South Auckland

Trust Group: AUCK Full Access
Trust Group: CHRIST View Only

Matthew 
Manages Trust in Christchurch

Trust Group: CHRIST Full Access
Trust Group: AUCK View OnlyAndrew can view Matthews Trusts

Matthew can view Andrews Trusts

Option 1 – No Trust Groups; all users can view and edit all Trusts

Option 2 –  Own Trust Group only; users can view and edit Trusts in own Trust Group only

Option 3 –  Own Trust Group, plus a View Only Trust Group;  users can view & edit Trusts own Trusts and view only Trusts in 
other group
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ADDING A TRUST GROUP 
Select Maintenance, select Setup Option, select Trust Groups 
 

 
 
Select Insert 
 

 
 

 
 
Type a Name for your Trust Group that explains what this group is for, for example, 
Auckland Office or Andrews Trust 
 
Select OK to Save 
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ADDING A TRUST GROUP TO A TRUST 
 
Select the Trust Group from the drop down menu 
 

 
 

Only Users with the Trust Group can now access this Trust 
 
If a User attempts to access a Trust that they do not have the correct Group for the following 
message will be shown. 

 
 

When viewing a Trust in a Trust Group that has View Only rights, you will see ‘View Only 
Mode’ at the top of the screen and the OK button is greyed out to prevent editing. 
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ADDING A TRUST GROUP TO A USER 
Select Maintenance, select Users, select Logon Names, highlight User Name, Select Change 
 

 
 
Select Trust Groups 
 

 
 
Select Insert & use drop down to select appropriate Trust Groups 
 

 
 

If this Trust Group is to be View Only for this User, check View Only box 
 

Return to Session 5.1 to set the appropriate Trust Groups 


