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TRUST SERVICE SESSION 7
Reporting

TRUST SERVICE TRAINING - LEVEL 2
SESSION 7.1

REPORTING
The Trust Service comes with a standard set of Reports. You can also set up your own reports

and export data to excel for more detailed reporting.

TRUST REPORTS

Select Reports & select Trusts. You can now see a list of the Trust Reports Available

& CCH Trust Service
File Maintenance tities  Task Reminders  Help
Persons b
Giting
Tasks b
Sewp b

Trust Listing with Contact Details
Trusts For Selected Person

Trust Listing (User Defined)
Trust Responsibilties

Trust Revenue
Reqgister of Trust Assets Liabilities

Note: To produce reports you should first close down any Trust Records that are open and
also ensure the Trust Listing is closed. The main screen should be blank as above

Trust Summary Report

Select the Trust you wish to report on
Select the information to wish to include
Select the people you wish to include

o 5 R
Trust Summary Options & Trust Summary Options ‘i
CCH LEARNING TRUST Select Trust CCH LEARNING TRUST Select Trust
General |Ee“p‘e| General Pecple |
[ General Information ¥ Revenue
¥ Legal Summary ¥ Outstanding Tasks st 2 i
v Trustees v Advisers
[V General lotes ¥ Completed Tasks d E
¥ Beneficiaries W Clierts
[ Dated Noes: v Assets e =
¥ Lawyers ¥ others
[¥ Responshities ¥ &sset Motes
[ Documerts [ Gifting / Loan Accourts
Additional People Detals
I Beople Links [ Distrigutions L i -
¥ People Summary. W Minutes
B corcel @ Print I B o |

The Trust Summary Report can be up to 12 pages long, see Appendix 1 for an example.

You can send the report to the printer 4 or save it as a PDF | which can then be attached to
an email.
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Trust Listings
Select Reports & Select Trust Listing

@ Trust Listing E|

Sort By =

[~ For Selected Manager?

[ Print Ackvisory Trustes
I Print Detault Trust Address

Include Inactive Trusts: [res ~

S ] M e

Select the Sort Order you require

Select a specific Manager or leave blank for All
Select to include Advisory Trustee or not
Select to include Default Trust address

Select to include Inactive Trusts or not

= Report Preview. BE] m

File View Zoom

a8 @ ow e [Fom [ g

Trust Listing

CCHMNE
Printed: 2508/08 9:.57
Trustld Trust Name Manager Client Name: Client No Formation
1 CCH LEARNING TRUST Danya Urlich Leonelli, Matthew 31i05i08
2 DOIDGE FAMILY TRUST Jayne Calbert Daidge, Andrew 01J01/08
3 COLBERT FAMILY TRUST Danya Urlich Colbert, John 01/01/08
4 HODGESON FAMILY TRUST Andrew Doidge Hodgson, Guy 01/01408
g GIRDER FAMILY TRUST Matthew Leionelli Girdler, kurt o1io1iog
B LEOMELLI FAMILY TRUST Kurt Girdler Leanelli, Matthew 01/01/08
7 ULRICH FAMILY TRUST Jayne Colbert Ulrich, Danya o1i01i08
8 ARMSTRONG FAMILY TRUST Andrew Doidge Armstrong, Amanda 01/01/08
9 STEPHEMNSON FAMILY TRUST Jayne Caolbert Stephensan, Antony 01J01/08

e

You can send the report to the printer 4 or save it as a PDF 2 which can then be attached to
an email.
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Trust Listing with Contact Details (Trustees or Default Contact)

Select Reports & select Trust Listing with Contact Details

i Trust Listing with Contact Details

Sort By:

Inchude Inactive Trusts:

Prinit WAt

Inchude Inactive People:

Menager -

| For Selected Manager?

Yes hd

Trustees A

@ priiFe:

Yes hd

&

¢ o

Select the Sort Order for your list
Select a specific Manager or leave blank for All
Select to include Inactive Trusts or not
Select Trustees or Default Contact Details to be included in the list
Select to print People Details

Select to include Inactive People or not

= Report Preview DE] a

File View Zoom

@E Page: |1 3: Across: |1 %) Down: H E

Manager

Trust Name

Trust Listing with Trustee Details

CCHNZ

Person

Person Details

[Emile

Printed: 25M8/08 10:01

Trust Category

Andrew Doidge

Andrew Doidoe

Andrew Doidoe

Dara Urlich

Darwa Urlich

Darwa Urlich

You can send the report to the printer % or save it as a PDF

an email.

ARMSTRONG FAMILY TRUST

HODGESOM FAMILY TRUST

HODGESOM FAMILY TRUST

CCH LEARMING TRUST

GCH LEARNING TRUST

GCH LEARNING TRUST

Amanda Armstrong

Guy Hodgson

1132 Sunnybrae Road, Glenfield, Auckiand
Phone: 08123 456

Email: GHodgson@CCH.co. NZ

CCH Trustee Lid

Warehouse Way, Northcote, Auckland
Phone: 09 1234 4567

Emmail: Amanda@CCHTrusteesLtd.co. NZ

CCH Trustee Ltd

Warehouse Way, Northcote, Auckland
Phone: 09 1234 4567

Ernail: Amanda@CCHTrustessLtd.co N2

Danya Ulrich

86 Dominion Road, Takapuna, Morth Shore
Phone: 09123 456

Erail: DUIrich@CCH.conz

Matthew Leonelli

426 Hillside Road, Christchurch
Phone: 08123 456

Email: Mieonelli@ech conz

e

Active
Start Date:
End Date:

Activa
Start Date:
End Date:

Active
Start Date:
End Date:

Active
Start Date:
End Date:

Active
Start Date
End Date

Active
Start Date:
End Date:

3

Gifting
Gifting
Gifting
Gifting
Gifting

Gifting

which can then be attached to
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Trust Listing for Selected Person
Select Reports & select Trust Listing for Selected Person

& Trusts for Selected Person

 Select erson | YoM
L Colbert

Function: [ ~

Sort By, [Trustiame =

Include Inactive Trusts: [yes ~

Include Inactive Roles:  [yes -

6 o

Select the Person

Select the Function you wish to report on, e.g Trustee, or All
Select the Sort Order for your list

Select to include Inactive Trusts or not

Select to include Inactive People or not

File icv Zoom

él!l Page [—a Across ]—-_g Dawn ]\_a EI

Trusts for Selected Person

CCHNZ
Printed: 209108 11:35

Person:  Jayne Calbert

2i43 Kitchener Street

Mitfard

Auckland
Trust Name Client Name Client No Function(s)
CCH LEARMNING TRUST Leonelli, Matthew Beneficiary
COLBERT FAMILY TRUST Colhert, John Client'SettiorBeneficiary
TESTTRUST Colbert James SeftlonBeneficiary

e

You can send the report to the printer 4 or save it as a PDF 2 which can then be attached to
an email.
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Trust Listing (User Defined)
The User Defined listing allows you to specify what information you would like displayed on
your listing

Select Reports & Select Trust Listing (User Defined)

& Custom Reports ‘Z‘
PRepart Description New.
Copy.
Moty
Eiename.
Delete
Close
Calurnn Printed ‘
Sort Ordes
’7 Dafault sort order ‘

Select New & type the name of the Report. Select OK

) New Re port

Enter a Name for the New Report

Repart: [CCH Learning Trust Report

Cancel

You can now select the information you want to appear on your report
Highlight name of field, select Add

Modify Report Format (CCH Learning Trust Report)

Define the Report Column Layout

Seect fiom the "Hvalable” fields thase fields you wish to print in the report. The
fields wil be printed from left ko right n your repat

Ayailable fields: Shaw these fields in this arder:

A Add
< Remove

.| m| T Avernze
I~ Total

You can add 4 or 5 items before you run out of space to fit the information onto a page. If
you need more than 5 items you should Export the information into Excel - See notes on
Session 10
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Columns will appear across the page of your report in the same order they appear down this
list.

Define the Report Column Layout
Select from the “Awyailable” fields those figlds pou wish to print in the report. The
fiedds will be printed from left to right in your report.

Avvailable fields Show these fields in this order:
Trust Hame
Account No 1 = Trust Type

ccount Ho 2 = 1 [Status
account Typs 1 (Gift or Lo
coount Type 10 [Gift or L
account Typs 2 (Gt or Lo
coount Type 3 (Gilt or Lo
account Typs & (Git o Lo
coount Type 5 (Gt or Lo
account Typs 6 (Gt or Lo
coount Type 7 (Gilt or Lo
account Typs 8 (Gift or Lo
coount Type 9 (Gift or Lo &

Nests | ok | Ccancel

To change the order of the list, highlight field name & select the up or down arrow beneath
the list.

Your report is now ready to run.

ustom Reporis [

Fiepart D escription Mew.
CCH Leaming Trust Repo

Columns Printed
Trust Name, Trust Type, Status, Client Name, FormDate, Gift
Bal1

Soit Order
Default sort order.

Ensure your report is highlighted then Select.

= Report Preview

File view  Zoom

8| u] @l o [ [Fom [F 1)

2

Trust Listing

CCHNZ
Printed: 2/08/08 11:50
Trust Narme Trust Type Status Client Mame
CCHLEARMING TRUST Family Trust Current Leanelli, Matthew
DOIDGE FAMILY TRUST Family Trust Current Doidge, Andrew
COLBERT FAMILY TRUST Family Trust Current Colbert, John
HODGESOMN FAMILY TRUST Family Trust Current Hodgson, Guy
GIRDER FAMILY TRUST Family Trust Draft Girdler, Kurt
LEOMELLI FAMILY TRUST Family Trust Draft Leanelli, Matthew
ULRICH FAMILY TRUST Family Trust Draft Ulrich, Danya
ARMSTRONG FAMILY TRUST Farmnily Trust Draft Arrnstrong, Amanda
STEPHEMSON FAMILY TRUST Family Trust Current Stephenson, Antory
TESTTRUST Family Trust Current Colbert, James

e

You can send the report to the printer 4 or save it as a PDF 2 which can then be attached to
an email.
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