
 
 

TRUST SERVICE SESSION 7 
Reporting 

October 29, 2008 

TRUST SERVICE TRAINING – LEVEL 2 
SESSION 7.2 
 
PEOPLE REPORTS 
Select Reports & select Persons.   You can now see a list of the People Reports Available 
 

 
 

People Summary Report 
Select the Person you wish to report on & Select the information to wish to include 

 

   
 

 

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

 
 
Select the Function you wish to report on, e.g Trustee’s, Settlors, or All 
Select a Date of Birth Range if appropriate, e.g to exclude minors 
 

 
 

You can send the report to the printer  or save it as a PDF  which can then be attached to 
an email. 
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Beneficiaries Turning 16 Years 
Select Reports & select Trust Listing with Contact Details 
 

 
 

Select the required Date Range 
Select a specific Manager or leave blank for All 
Select a specific Trust or leave blank for All 
Select the Sort Order for your Report 
 

 
 

You can send the report to the printer  or save it as a PDF  which can then be attached to 
an email. 
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Person Listing (User Defined)  
The User Defined listing allows you to specify what information you would like displayed on 
your listing 
 
Select Reports, select Persons & select Person Listing (User Defined) 
 

          
 

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

  
 

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

 
 
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. 

 
 

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. 

 

 
 
Ensure your report is highlighted then Select. 
 

 
 

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


