&).CCH

a Wolters Kluwer business

TRUST SERVICE SESSION 8
Customizing/Creating Documents & Letters

TRUST SERVICE TRAINING - LEVEL 3
SESSION 8.3

CREATE YOUR OWN DOCUMENT TEMPLATE - CONTAINING BASIC BOOKMARKS
ONLY
There are 4 Steps to creating your own Templates with Basic Bookmarks

Create your template

Insert your template into the Trust Service Document Library
Insert your Bookmarks

Complete the Authors Notes & Bookmark List - Optional

i

STEP 1 - Creating a Template
Open Word & create your document Template

2l Document8 - Microsoft Word
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Test Template

Type your document template here & leave spaces where
information is to be inserted from the database, for example:

Trust Name:
Client:
Trustees:
Manager:
Fees paid:

Save the template into TMS\DOCS (usually found on the L:\ or T:\ drive)

Note: If you are using an existing document as your template this can be saved (or copy &
paste) directly into the TMS\DOCS folder. Ensure you remove any existing data merge
fields before you do this. The document should be plain text only.

STEP 2 - Inserting a Template into the Document Library
Select Maintenance, select Libraries, select Documents to open the Document Library

& CCH Trust Service
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Select Insert

@ Documents &|
Precedents ]getlers | inutes | Gitting | ctrer |
3
1 PRECO] o1 m
ration of Trust - twa principal family members locs'PRECO2mn
e of Trust - singls seftior C\TMSWlocsPRECO3mn
e of Trust - husband and wits as setfiors C:\TMSWlocs'PP-PRECO:
of Trust - single seftior and twa principal farmily members C\TMSWlocsPRECOSmA
First Resolutions of Trustess CVTMSWlocsPREC33mn
irutes o First Meeting of Trustees CVTMSWlocsPREC34mn
e of Sale and Purchass and Ac of Debt C\TMSWlocsPRECO7mn
10|PRECOS ced of Ac it of Dekt C\TMSWlocsPRECO8mn
12|PRECOS e of Reduction of Debt - first aift to frustes C\TMSWlocsPRECOSmn =
13|PRECIO ot Guidancs for Trustees CTMSWlocsPRECTOmn
14| PRECI i CATMSWlocsPRECT Trmn
16| PREC14 =ed of Reduction of Debt - aiftfo frustees CTMSWlocsPRECTdmn
17 |PRECIS e of Reduction of Dekt - gift 1o trustess (3 ing ol Gertain on batanc - TMSWoss PRECT Smn
18|PRECIE ced of Release of Trustess CTMSWlocsPRECT5mn
13|PRECIT e of Reduction of Debt - first aift to individual CATMSWlocsPRECT7mn
20|PRECIS e of Reduction of Debt - aift to individual CTMSWlocsPRECT Bmn
21|PRECIS e of Release to Individual CVTMSWlocsPRECTSmn
4 e
< print Insert J Change Delete I
I@ Dpen & Documert -
Documert
Prafile
Global Locstion Change * Ciose

Type or select the Sort order - this will determine where the document
above)

& Maintain Document (-

General |Aulhur Notes |

Sort Number: 1 3:
hame: [Test Template
Location [T wocsExample DocsiTest Template doc D

Dacument Type
{ Precedent " Letter " Minute " cther
[ Use in Gifting Wizard
Precedent Mo [TEST
Crestion Date: [ ngmame]

User Defined Bookmarks:
Other Bookmarks Used <1 ErmDucumemPrumel o 0K | x Cance\l

Type the Name of your Template

appears on the list (as

Use the Search Box at the end of the Location box to browse your network and find your

template

Select the Type of Template you are creating - this will put the document into the correct

Wizard when you want to use the Template to create a document
Check the box “‘Use in Gifting Wizard’ if this is a Gifting Template
Type a Precedent Number

Type a Creation Date

Select OK to Save
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STEP 3 - Inserting Bookmarks into the Template
Highlight your new Template and select Open Document

& Documents E|

Precedents |\=eners | mirutes | itting | ctrer |

ust - two principal family members
settlor

ingle
Uizt - hushand and wite a3 setors
Deed of Trust - single settlor and two principal family members:
First Resolutions of Trustees
4 inutes of First Meeting of Trustees
eed of Sale and Purchase and Ac of Debt
e of Ac rt of Deirt
eed of Reduction of Debt - first git to trustee

1 Guidence for Trustees

il
eed of Reduction of Del
eed of Reduction of Del

- aift to trustees
- ift to trustees (3 iing only certain on balance

ed of Rel ustees

eed of Reduction of Debt - first gift to individual
eed of Reduction of Dekt - gift to individual
eed of Release to Individual

FEEE

Brint Insert ‘ Change Delet |
o = L ¢
L e <& Documert
EEEEE ”‘ Profile
Global Location Change X Close

You are now ready to insert the Bookmarks (merge fields)

See Session 7 for details on how to print a full list of available Bookmarks, also attached in
Appendix 1 (REPORTS/SETUP/BOOKMARKS/CHECK ALL BOXES/PRINT)

Type the Bookmark required into the relevant place in your Template

Trust Name: @TRUSTNAME@ [will insert the name of the Trust]
Client: @CLIENT1FULL@ [will insert the name of Client 1]
Trustees: @TTEEALL@ [will insert the names of ALL trustee]

My Test Template now looks like this
Test Template

Type your document template here & leave spaces where information is to be
inserted from the database, for example:

Trust Name: @TRUSTNAME®@
Client: @CLIENT1IFULL@
Trustees: @TTEEALL@

Once you have inserted all of your Bookmarks Save & Close the Template
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STEP 4 - Completing the Authors Notes
This is optional but is recommended as good practice.
In the Document Library (MAINTENANCE/LIBRARIES/DOCUMENT), highlight your Template &

select Change

& Maintain Document

Gereral |Authnr Nates |

Sart humber. 1=
Mame: [rest Template
Location [c:TMS HocsExample DocsiTest Template doe
Document Type
|V & Precedent T Letter 1 Minute " Cther

[~ Use in Gitting ¥izard
Precedent Mo:  [TEsT
CrestionDate: [ pamame]

User Defined Bookmarks
Other Bookmarks Used

& Frint Document Prufllel o Ok I x Cance\l

Select Authors Notes & Type some information about this document and it’s use. Example

below is from CCH Prec01

& Naintain Document

Genenl Auther etes |

(0] 3 Fropety tothe trst
stuelion),

(k) FRECD3 s an aRemative fcrmihatcan be Lsed nthe seme caunstances fe ciertisto 98 e "settr”.

(©) Thedefntonof ‘Dis isa suggesior
crounsiances.

(8) Clse 7.0 ortins & power of alorey. Execcn of e chcumert wileet o carply it LNZ
ncer e power of s jgetat e N for registration.

(8) Cross efeerced chuses: 2 ("soreforery Benefoiries' o 7.@) and 710,51 0 41,10 2toparsayagh
(50 101,141 1012217 20017 and 174, 22002

Select Other Bookmarks Used & Insert all Standard Bookmarks you used in this Template

General Author Notes

% Maintain Document

User Defined Bookmark:

Cther Bookmarks Used

Global Location Change

This document was created as a training exercizse

It containg Standard Bookmarks & User Defined Bookmarks

& Bookmarks Used in Document

Bookmark
{i) S TMAME Trust Maime
& Client 1 Full Mame

Trustee All Names

Insert | ghangel

Delete |

Bookmarks

X Ciose

53
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You can now select Print Document Profile.

]

& Maintain Document

General Author Notes

>

This document was crested as a training exercise:

It contains Standard Bookmarks & User Defined Bookmarks:

[mau A EAEREAEAEAEAEAEAEAEAEAERISIEAE ©

3

User Defined Bookmarks .
Cther Bookmarks Used |§§ Print Document Profile | |J oK | X cCancel |
Global Location Change | XK Close |

The Document Profile contains information on why the document was created and what
information is going to be inserted from the database via the Bookmarks

File Zoom

@E @ Page: W Across: W it ﬂ E

Document Profile
coH Kz

Prived: 200 103

Cocument Nams: TestTemplae

Document Location:  COTMSEampk Do Test Temple doc
Progedsnt No: TESTO

Creation Date Sepember B, 2R

Author Notes

Thls docame vtngs credkd 2 3 Taliig emerce.

ftcorians Standand Bookmanks & Uger Deflied Bookmarks

Standard Bookmarks Used

Bookmark Dvacription

@TRUSTRAMEG | Trsthame

@CLENTIFULL@ | Cleatd Full Name

BTTEEALLE Tiste All Names

You can use these profiles as a dictation tool or as a form for partners to complete when they
want a document produced. This will ensure that you are always given the full information
you need for each document.

Your Template is now complete & ready to use.
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TESTING THE TEMPLATE
Open the Trust

& Trust Maintenance ‘;”E‘E‘

> ‘ CCH LEARNING TRUST 1

Genersl |ther | wotes| Leel Summary | Responsisiites |

Trust Type: Faimily Trust > Manager: DaNTs > _
Formation Date: s 3 | Inactive Trust [~ Feopls

Westing Date: oraenosE o | Seeut: | Trust
estng Event ‘ Tusterowe faucke 7] -

Fill: Lacatian ,7 Assets
frust Siatus e =] —
Fees Charged: 150,00 ¥

Trust Category: Gifting -~ N T — Reyenue

IRD Mumber. 12 34 =8 v Cortrolled Bank Accourt Documert Ret. |Deed Pit Mo 1001 LrsmEris
Accounting Balance Date:  [31.03 Commert: | [~ LAGE Investments GittingiLoan
Bank Mame(s): [asE Bark [ _ Mintes |
Branch Name(s): [ewekiard [ Tasks
Accourt Mumber(s): ‘123455 | Calendar
Signiatories: [Trustees [

Virite:

Al Links |Saﬂlnrs | Trustees | Beneficiaries | Lawyers | Accountants | Advisers | other | clients | Lot
Letters

Persan Name: A ctive Funclions Inactive Functions ~
CCH Trustes Lid = Precederts
CCH Accourts Ltd Accourtant (N m——
CCH Law Ltd Lawyer

Cokbert, Jayne Beneficiar 2dd Personto Trust

Hodgson, Gu Beneficiar
i ]
Uirich, Darya rimary Cl Mrustee Maintain Trust Line | £ e

Lel | b Removs fomTrust | ‘./ oK

|

Select Precedents, in Step 2 select your new Template

ponsibilties
& precedent Wizard gl

o
Step 1: g CCH LEARNING TRUST
Step 2 Example Document for Training (Basic)

eiect Precedent!

Step %

&

Create Documert

Not Applicable!

pJezipn Juapaoalid

X cencel

Step 3 should be shown as Not Applicable as we used only Basic Bookmarks

Step 4 Create Document

The Results.............

Test Template

Type your document template here & leave spaces where information is to be
inserted from the database, for example:

Trust Name: CCH LEARNING TRUST

Client: Danya Ulrich
Trustees: CCH Trustee Ltd, Danya Ulrich and Matthew Leonelli
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