&).CCH

a Wolters Kluwer business

TRUST SERVICE SESSION 8
Customizing/Creating Documents & Letters

TRUST SERVICE TRAINING - LEVEL 3
SESSION 8.4

CREATE YOUR OWN DOCUMENT TEMPLATE - CONTAINING USER DEFINED
BOOKMARKS

There are 5 Steps to creating your own Templates with User Defined Bookmarks

Create your template

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

Configure User Defined Bookmarks

Complete the Authors Notes & Bookmark List - Optional

I

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

28 Document8 - Microsoft Word

i Ble Edt Yiew Inset Format Tools Table Window Hep  WebEx

DEHBAGRITE LB S oo gaR=BFLE 1@

{iRead

| A4 Normal +TrebL v TrebuchetMs - 14 - | B I U [[E|= == t2. == EE O .a!’;vu
i e =] | Insert Word Fisld ~ | 52 /5] 22 |2 4 p G| Bl Oy B ﬂ
I Wes W (N M | I ERENN] HLohl 2o iy

[£]  BEUEBHUIRNAR 1111 2173 11 415+ 1ibr 1T rr B 80D AL 2113 1 SRR

Test Template

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

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

RS R R ST T R U RO R RN P RERRRE S )

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 |

1 TESTO1 Test Templats
Declarstion of Trust - two principal family members
|Deed of Trust - single settior

|Deedt of Trust - hushand and wite a3 setfiors

Deed of Trust - single settlor and two principal family members:

c:

c:

c:

c:

First Resolutions of Trustees C:

linutes of First Meeting of Trustees c:

eed of Sale and Purchase and Ac of Debt c:

eed of Al rit of Dekt C:
eed of Reduction of Debt - first gift to trustee c ECO3mn

c:

c:

c:

[&

c:

<

[&

c:

(Siocs PRECOT mn

of Guidance for Trustees: (Siocs'PRECT Omn

eed of Reduction of Dbt - aift to trustees !
eed of Reduction of Dekt - gift to trustees (3 iing only certain on balance
eed of Release of Trustees
eed of Reduction of Debt - first gift to individual

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

EIN| v
Brint Insert ‘ Change Delete |
o & L ¢
L e <& Documert
oeumert Profile
Global Location Change X Close

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

Step 3 User Defined Bookmarks

If a Standard Bookmark does not exist for the information you want to insert you can use a
User Defined Bookmark, for example if the name to be inserted is not always the Trustee or

always the Client you can set yourself up with a list of People to select from.

Type @USERDEF[number]@ into the appropriate space in your document. Make a note of the
information you require for each number, for example

Name: @USERDEF1@ [when configured, will allow you to select appropriate
name from a dropdown list of all people linked to the Trust

Fees Charged: @USERDEF2@ [when configured, will allow you to select the
appropriate fees from a dropdown list that you have created.

Type Details: @USERDEF3@ [when configured, will allow you to type some

information into a specified place in the document

User defined fields are numbered sequentially; any number can be configured for any
purpose.

You can set upto 50 User Defined Bookmarks per Template

User Defined Bookmarks, once set up, can be used any number of times in a document.
You do not need to create a new one for every instance of that information.
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My Test Template now looks like this

Test Template

Type your document template here & leave spaces where information is to be

inserted from

Trust Name:
Client:
Trustees:
Name:

Fees Paid:
Type Details:

the database, for example:

@TRUSTNAME@ [Basic Bookmark]
@CLIENT1FULL@ [Basic Bookmark]
@TTEEALL@ [Basic Bookmark]

@USERDEF1@
@USERDEF2@
@USERDEF3@

Once you have inserted all of your Bookmarks Save & Close the Template

You must now tell the Trust Service what information you would like to insert for each of the

User Defined Fields

Highlight your template

on the Document Library

& Documents

Precederts ]\:aﬂars | intes | Gitting | cteer |

>

1 PRECTH Declaration o one princinal family member -CO1m)
Declarztion of Trust - two principal family members C:TMS'docs PRECD2mn
Deed of Trust - single settior C:TMS'docs'PRECD3mn
Deed of Trust - hushand and wife as setiiors C:ATMS'docs'PP-PRECD:
Deed of Trust - single seftlor and twa principal famiy members C:TMS'docs PRECOSMN
First Resolutions of Trustees C:TMS'docs'PREC33mn
Winutes of First Meeting of Trustees CATMS'docs'PREC34mn
Deed of Sale and Purchase and Ac of Debt C:ATMS'docs PRECO7mn
Deed of Ac it of Debt C:TMS'docs PRECDSMN
Deed of Reduction of Dekt - first gift o trustee C:TMS'docs'PRECOSmN

of Guidance for Trustees c: locs\PRECT Omn
Wil CATMS\docsPRECT 1mn
et of Reduction of Debt - aift to trustees CATMSdocsPRECT dmn
et of Reduction of Debt - oift to trustess (5 i only certain on balanc] C:\TMS\ocsFRECT Smn
et of Relsase of Trustess CATMS\docsPRECT Bmn
et of Reduction of Dskt - first ait to individual CATMS\docsPRECT 7mn
et of Reduction of Debt - ait to indlividual CATMSdocsFRECT Brmn
et of Relsase to Individual CATMS\docsFRECT Smn
Print Insert J Change
&§  Dacumert
Profile

Global Location Change

Select Change, to open the screen below

i Maintain Document

General |Authnr niotes |

_\(

X Close

Sort Number. [
Maimes: [Test Templste
Location: [c:\TMSwocsExample Docs\Test Template.doc

Document Type

(% Precedent " Letter " Minute " other

[~ Use in Gifting Wizard
PrecedentMo: [Testor
F/09/2008

Creation Date:

User Defined Bookmarks
Other Bookmarks Used

& Print Document Prnfilel o O I X CEH:E\l
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Select User Defined Bookmarks

@ User Defined Bookmarks

Mumber | Mame Advanced ~
h# E
3
4
5
8 L
7
8 -
k]
10
1
17
2
23
24
. o[
X close |

This is now your opportunity to specify what information you want to bring into your
document for each of your User Defined Bookmarks

Highlight number 1 on the list & select Change

& Maintain User Defined Bookmark

| cerersl |aavancea |
Bookmark @USERDEF 1@ 1
Narme: [select Name:
Nate: SelSct Name of Appropriste Persan fromthe list
X coren

Type the Name for your first User Defined Field
Type a note that will remind you what is required here when you create a document from this
template. Your note will show at Step 3 of the Wizard.

Select Advanced

November 18, 2008



&).ccH

a Wolters Kluwer business
TRUST SERVICE SESSION 8

Customizing/Creating Documents & Letters

In this example we will select the Option Type ‘Peoples Full Names’.
Select OK to Save

& Maintain User Defined Bookmark:

General Advance |
Option Type: | EEIN e
Options: [ J
Gitting Detaut: | =1
=

User Defined Field number 1 is completed

Highlight number 2 on the list & select Change

-

= @ Maintain User Defined Bookmark

General ‘Advanceu |
Bookmark: @ ISERDEF 203 2
Hame: [Fees Paid
Hote: Select the appropriste level ot tees paid from the (st
% cars
T

Type the Name for your 2™ User Defined Field
Type a note that will remind you what is required here when you create a document from this
template

Select Advanced
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In this example we will select the small square at the end of ‘Options’ to set up a list of
options to select from. This would be for information not recorded in the database.

~Maintain User Defined Bookmark

General Advanced |

Option Type: ] ;l
Options: | D

Gifting Defautt: |

& Options Formatter

Qptian 1 [3100 Option 11 ]'—
Cption 2 [315a Ogptian 12 ]—
Option 3 [s200] ogtends [
Cption 4 [ optends [

[ Option 15
Option 6 [ Option 16
Option 7. [ ogtien 7 [
Ontion 8 | oponts [
[
[

Optian 5

Option 9 Option 19
Option 10 Option 20
Lok | o

In this example we are using a standard set of fees which may be included in a billing letter
or document.

Select OK to Save
User Defined Field number 2 is completed

Highlight number 3 on the list & select Change

& @ Maintain User Defined Bookmark

general |avanced |
Bookmark (@USERDEF3@ 3
Iame: [Type Details
Hote: Type detais here
X cocs

Type the Name for your 3™ User Defined Field

Type a note that will remind you what is required here when you create a document from this
template

This time there is no Advanced Setting. This field will be free type.

User Defined Field number 3 is completed

Select OK to Save your Template.
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Customizing/Creating Documents & Letters

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 Notes |

Sort Number: 7=
HMame: ITES‘I Template
Locstion [crmmsunceExample DoceiTest Template doc D (
Document Type
[ @ Precedent " Letter  Minute  Cther

I~ Use in Gitting Wizard
PrecedentMo. [TESTOH
CrealionDete: [ oamame]

User Defined Bookmarks
Other Bookmarks Used Qﬁ Print Document Pmmel o oK I X Canca\l

Select Authors Notes & Type some information about this document and it’s use. Example
below is from CCH Prec01

@ Maintain Document

=

cererel Audhor Notes |

() This transter propety to e trus (e, i
stution)

(k) PRECO3 formthat can the cliert ito e the "seticr.
© ke be ts
croumsiances

() Cleuse 17.10 corteins & power of aforney. Execufion of the document wil neectto comply wih LNZ
veqiremerts ifcocunents execuded under the power of tiomey are going o be odged at the LINZ or regisheton.

[or cluses: 21 ( Y107 Az) and 74, 54 to 41, 10210 pereraph
() of 104,141 10142,17 210171 anel174,2210 23

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

1 Maintain Document EJNES
General Author Notes |
This document was crested as a training exercise o]
n -
tt containz Standard Bookmarks & User Defined Bookmarks E_
n
- i
& Bookmarks Used in Document H:
n
n
in
Triist Name n
Client 1 Full hName n
Trustee All Names n
in
in
n
n
in
n
n
HR4ES
User Defined Bookmarks c
Cther Bookmarks Used J
Insert | Change I Delete |

Glokal Lacation Change Clase
Bookmarks X Ciose

Information for User Defined Bookmarks is included automatically
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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:

kil =1~

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

= Report Previev

File Zoom

élﬁlgl Page: W Across: ﬂ Blewii ﬂ E|

Document Profile

CCHNZ
Prived: SABAFE 14483
Document Hama: TertTemplake
Document Locaton:  CoTMSdosBampk Docs Test Temple do:
Precadent Ho: TESTOH
Craation Date: Sepember 3, 0%

Author Notes

This cocame rtwEs credked 20 3 tral o e ke

Hcovtal:s Standard Bookmarks & Uger Detflied Bookmarks

Standard Bookmarks Used

Boohmark Dancripton

GTRUSTNAMED | Trasthame

@BCLIENTIFULLE Clext1 Fall Name

@TTEEALLE Traske Al Names

User Defined Fields Used

BooHmark Dwrcripton

@ USERDEF1@ Se kot Name
okt e o Al P o i laf

G USERDEFAD Fees Fakl
S I el e o o et e

G USERDEFAD Tipe Detalls

1T ke

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

CCH LEARNING TRUST

Genersl |ther | wotes| Leel Summary | Responsisiites |

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

Trust Category:

IRD Mumkber.

Accounting Balance Date:

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

Signatories:

Famity Trust -
31052008 5] J
011082085 & .|

Current ha
Gitting -

T

Iv Controlled Bank Accourt

Manager.

Dby 2 -

Inactive Trust |

Security: 3 ﬂ:
Trust Group:  [alcke -
File Location

Fees Charged: 150.00
Clierit Mo 011

Documert Ret: [Deed Pkt Mo 1001

Reference:

[31m3

Commert: ‘

[ LAQC Investments

[asE Bark

[avckiana

[123456

[Trustees

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

Person Name

d
CCH Accourts Ltd

Active Functions

Inactive Functions

A

People

fLssets

Distributions
Reyenie
Cocuments
Gitting/Loan
Minutes

Tasks

Calendiar

Letters
Precedents

Accourtart b
[CoH Law Lid Cavryer Personal Information
Colbert, Jayne Seneficter Acld Personto Trust
Hodgson, Gu Beneficiar
Ci 4
Uirich, Darya rimary Cl Mrustee Maintain Trust Line | £ e
Ll | | Remove from Trust | ‘./ oK |

Select Precedents, in Step 2 select your new Template

Pravwice user
Defined
Information

&

Create Document

CCH LEARNING TRUST

Test Template

Not Yet Provided

b @ precedent Wizard
[l
E Step 1
1 @
Q
1]
A B sep2
3
o
! E Step 3
4 ke
4 N
{5
i Step 4
| P

X

Cancel

Step 3 should now contain the 3 User Defined Fields that were just configured

t

User Defined Info

Select Name
Fess Paid
Type Detals

= J Select Name of Appropriate Person from the list

[=]

=1

K close
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User Defined 1 - Drop down list of names to select from

& provide User Defined Information

] User Defined Infa |

Select Name ~1[] [Select Name of Appropriste Person from the st

I

% I, [ e Trete [

ECH Bccounts Lid
Type Details [ecHLaw Lt
Jsyme Calbert
3 Guy Hodgson
Danya Uirich
Wetthew Leoneli
smanda Armsirang
urt Gircler

User Defined 2 - A list of options of your choice

@ provide User, DefinedInformation

User Defined Info ‘

Select Name [y Hodgson [ [-] [Select the spproprists lewsl o fess paid rom
Fees Paid M = G
Type Details 100 i
" '_'5150
5200

X Close

User Defined 3 - No selection to be made, free type into the box

aEnn

& provide User Defined Infarmation

tl User Definedinto |

Select Name [Guy Hodgson = |:| Type details here
Fess Paid [5100 [=]
Type Details [Free type in this box -

| o o | X o |

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
Name: Guy Hodgson

Fees Paid: $100

Type Details: Free type in this box
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