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TRUST SERVICE TRAINING – LEVEL 2 
SESSION 5.6 
 
RESPONSIBILITIES 
Responsibilities can be added to each Trust to show who is responsible for various processes 
or actions. 
 
SET UP A TRUST RESPONSIBILITIES LIBRARY 
 
Select Maintenance, select Entry Types, select Trust Responsibilities 
 

 
 
 
Select Insert & add the Responsibilities you wish to record against each Trust 
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ALLOCATING RESPONSIBILITES WITHIN A TRUST 
 
Select Responsibilities from the Trust Maintenance Screen 
 

 
 
Select Insert 
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Select Responsibility from the list you created earlier 
 

 
 

Select the Party Responsible 
 

 
 

You can choose from all People associated with the Trust, all Managers & all Users (see tabs, 
top right) 
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Add a Date, Comment & Termination Date if required 

 

 
 

Click OK & repeat until all Responsibilities are added 
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REPORTING ON RESPONSIBILITIES 
 
Select Reports, select Trusts, select Trust Responsibilities 
 

 
 

Select Responsibilities, or leave blank for all 
Select Trust, or leave blank for all 
Select Manager, or leave blank for all 
Select Date Range 
Chose Sort Order 
 

 
 

Select Print to print to report to screen 
 

 
 
 

Return to Session 5.1 to set the Responsibilities if required  
 


