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TRUST SERVICE SESSION 6
System Set Up Options

TRUST SERVICE TRAINING - LEVEL 2
SESSION 6.3

USER DEFINED FIELDS

If you have information you need to record against either a Trust or a Person record and
there is not currently an area to enter it you are able to create additional User Defined
Fields.

There are 10 User Defined Fields for the Trust Record and 5 User Defined Fields for the
Person Record

ADDING A TRUST USER DEFINED FIELD

Select Setup Options, select System Setup

& CCH Tirust Service

Reports Utiiies  TaskReminders Help

Users 3

Entry Typss  »
Libraties

Precedent
Minute Book Page Status

Trust Cateqories
Trust Groups
Trust Status
Trust Types
User Groups

Select Trust User Defined

& Maintain System Setup.

Licerce Details | Detauts  Trust User Defined! |Penp\a User Defined | Legal Summary | File Locations | Minutes | Interface | Contacts |

Hame Format Options Default Value
User Definedd 1 [Formed by [@s3n
User Defined 2 [Farmed date [@on

User Defined 3 | |
User Defined & |

User Defined &

User Defined 6

User Defined 7:

User Defined &

SR L I
-

I
[
[
User Defined & I
[
I

User Defined 10:

Clear Data |

X care

Type the name for your additional field

Select the Format Option; Text, Numeric, Date or Time

Leave Options blank to allow free type or configure a drop down list of Options for Users to
select from (see below)

Type or select a Default Value if required.
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Format Options

p & Prompt Formatter B

& Type

@ Stringl ¢ Numeric  Date  Time
4 String Size: a0 3:

@S30

7 ok | X concal |

Text = String, select maximum length of text e.g. 30 characters
Numeric = Select decimal point & ‘allow negative’ or not

Date = select format

Time = no selection to make

If you want Users to have a drop down to select from, click the small box at the end of
Options field. You can now type up to 20 options for them to select from.

& Maintain System Setup

Licenice Details | Detauts  Trust User Defined 1Penple User Detined | Legal Summary | Fie Locations | Minutes | inte Contacts |
Hame Format Options Default Value
User Defined - [Formed by [@s=0 .| [penyamtatthewlandrewiGuy | [panyal
User Defined 2 [Formed date [@oo ) Jel
User Defined 3 | [ E |
User Defined 4 | [ T Tl
User Detinsd 5 | | | Al
User Definedt & | I Al T
User Defined 7. | [ AT i
User Deinsdd 6 | | ] Al
User Defined 3 | I I =l
User Definedt 10: | [ T Ll
Clear Data
o oK I X Cancel |

In this example | have set a list of names with a default value

Click OK to Save
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USING THE TRUST USER DEFINED FIELDS

If User Defined Fields have been created you will see an Other tab in the Trust Maintenance

Screen

@ Trust Maintenance

CCH LEARNING TRUST

£
General |ther | Hotes| Legal Summary | Responsiaiities |

Trust Type:
Formation Date:
Vesting Date:
‘Vesting Event

Trust Status:

Trust Category:

IRD Mumber:

Accounting Batance Date:

Bank Name(s):
Branch Name(s):
Account Number(s)

Signatoriss:

amily Trus — =
31052008 ] .| Inactive Trust [~
oo s | S
[ st Group [aicke =]
File: Location: ,7 _ Assels |

S Fees Chargect | 15000 Distributions
g Retererce:  [Clenttooot | _ Revenue |
23486 [¥ Cortrolled Bank Accourt Documert Ret: [Desd it N 1001 Documents
[atim3 Szt | I LAGC Investments  GittingiLoan |
[45B Bark [ winutes
[auckiana [ e | s |
[1zs455 [ Calendar
[Trustess [

AllLinks |settiors | Trustecs | Beneticiaries | Lawyers | accountants | advisers | other | cients |

Letters

Person Name

id
CCH Accourts Ltd

Active Functions

Inactive Functions A

Accourtant
[CCH Law Ltd Lawyer
Cabert, Jayne Beneficiar
Hodsson, Gu Bensficiar
Urrich, Danya Seftlor/Trustee

Lol |

s Remove from Trust | ‘/ oK I

Personal Information

Frecedents

ek Person o Trust
Mairtsin Trust Link_| ml

Select Other & you will see the User Defined Fields you have created. In this example the
Formed by field has been populated with the Default value ‘Danya’

) Trust Maintenance

New Trust

General Other |Nmes | Leal Summery | Responsigiities

Formed by [Danya

Formed date B

Assets

Distributions
Revenue

Documents

Gitting/Loan
Minutes

Tasks

Calendiar

AlLinks |ettors | Trustees | Beneticieries | Lawyers | accountants | Advisers | otner | crerts |

Letters

Person Mame

Active Functions

Inactive Functions [~

Personal Information

2=

Precedents

A Persanto Trust -
| X cancel

| ‘JOK I
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The User may accept the default or use the arrow to access the drop down and select another
name.

@ Trust Maintenance

Trust Mame ‘ New Trust D

General Other |Ncrtes | Legal Summary | Responsiaitties |

Formed by ‘Danyﬂ u %

Fi ol clat
ormed cats e Tru st
fatthewy

uy Assets

Distrioutiones

Reverue

Cocuments

Gitting/Loan

Mirutes

Tasks

Calenclar

Al Links |Semms | Trustees | Beneficiaries | Lawyers | accountents | advisers | other | cients |

Letters

Person Name Active Functions Inactive Functions [~

Frecedents

Persanal Information
Al Parsan to Trust
| X cancel

I e I| o1

The date field is free type but must be a valid date as this was the set format

Select OK to Save
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ADDING A PEOPLE USER DEFINED FIELD

Select Setup Options, select System Setup

& CCH Trust Service

Entry Types a

Libraries Precedent . Calendar ’ Helpdesk
Minute Book Page Status
Trust Categories
Trust Groups
Trust Status
Trust Types
User Groups

Select People User Defined

% Maintain System Setup,

Licence Detaits | Defaults | Trust User Defined People User Defined |Lega\ Summary | File Lacations | Minutes | interface | cortacts |
Hame Format Options Default Yalue

User Defined 1: [Email Marketing Optin [@s30 [2] [res - octa sencino - Do nat sene | [me Do not sena

User Defined 2 | | =] ] =

User Defined 3: [ [ I=] | I=] ]

User Defined 4 [ [ I=] | I=] ]

User Defined & [ | =) ] =1/

Clear Data |

X cocn

Type the name for your additional field
Select the Format Option; Text, Numeric, Date or Time

Leave Options blank to allow free type or configure a drop down list of Options for Users to

select from (see below)
Type or select a Default Value if required.

Format Options

p & Prompt Formatter

q [ Tyee
’7 @ Sting  © Wumeric (" Date " Time

1 swngsize [ 30 4

@S30

[ o] x comen |
Text = String, select maximum length of text e.g. 30 characters
Numeric = Select decimal point & “‘allow negative’ or not

Date = select format

Time = no selection to make
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If you want Users to have a drop down to select from, click the small box at the end of
Options field. You can now type up to 20 options for them to select from.

& Maintain System Setup [E‘
Licence Detsils | Defauts | Trust User Defined People User Defined |Legal Summery | File Locations |Minutes | intertace | Contacts |
Hame Format Options Default Value

User Defined 1: [Email Marketing OptIn - [@530 [2] [e= - Okt sencia - ba not send | [T

User Defined 2. | [ [ [=]]

User Defined 3 [ [ =] =1

User Defined 4: [ [ J [ J [

User Defined 5. | [ =] ] =1

Clear Data
X oo

In this example | have set the Options to be Yes or No to receive email marketing. The
default has been set to No

Click OK to Save
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USING THE PEOPLE USER DEFINED FIELDS

If User Defined Fields have been created you will see an Other tab in the Person Maintenance

Screen

@ person ygfitenance

General [ther | Wotes | Legal | Atternative Contacts |

It

Title: - " Male  Female
First Mames: ‘

Last hame: ‘

Given Name:

Postal ggress [ ﬂ Delivery Address:
———
—

[ Zip: |

Fhane:  _

Fax: ’—

Mokile: -

Email Address: [ ﬂ

Work Phane: -

Contact: -

Gocupation ’— [~ Accountant

Date of Birth: 4 J [ Lawyer

IRD Mumber: — I~ Adviser

External Reference:

————
———
———

| ™

Firm hame:

X care

Select Other & you will see the User Defined Fields you have created. In this example the
Email Marketing field has been populated with the Default value ‘No’

" 5
% Person Maintenance

General Other |Uoles | Legel | ernative cantacts

Email Marketing Opt In
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The User may accept the default or use the arrow to access the drop down and select another
option.

b q
% Person Maintenance

General Cther |Nmes | el | aternative Contacts

Email Marketing Opt In

[-]

Mo - Do not send
!D - Do not send

X conce

Select OK to Save
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