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a Wolters Kluwer business
TRUST SERVICE SESSION 8
Customizing/Creating Documents & Letters

TRUST SERVICE TRAINING - LEVEL 3
SESSION 8.3

CREATE YOUR OWN LETTER TEMPLATES
There are no letter templates supplied with the Trust Service.

Creating Letter Templates requires the same 4 or 5 steps as described in 8.3 & 8.4

Create your template

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

Configure User Defined Bookmarks (if used)

Complete the Authors Notes & Bookmark List - Optional

o wh e

STEP 1 - Creating a Template
Open Word & create your Template
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Letter Reference
Dear
Further gifting should now be made to your Family Trust after

We enclose Gift Statements in duplicate for signing by you where indicated by pencil
Crosses

We also enclose Deed of Reduction of Debt which should be signed by you where|
shown

Your signature on this document should be witnessed by any adult who should sign
where shown and add his or her occupation and address under the signature

Please do not date the decument prior to

Yours faithfully
CCH_Law

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.

November 18, 2008



&).CcH

a Wolters Kluwer business

TRUST SERVICE SESSION 8
Customizing/Creating Documents & Letters

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

& CCH Trust Service

Entry Types @

Libraries Bookmarks Letters Tasks Calendar ’
Setup Options b Minute Library

Task Library

Select Insert

cuments

Precedents Igetlers | inutes | Gitting | ctrer |

~
1 PRECH o pal family member T
eclaration of Trust - two principal family members CATMS
et of Trust - single settior CATMS
et of Trust - husband and wife as setliors CATMS PRECD
of Trust - single settlor and two principal family members CATMS
First Resolutions of Trustess CATHS)
inutes of First Meeting of Trustess CATMS o
et of Sale and Purchase and Ac of Debt CATMS PRECO7mn
10|PRECOS et of Ac nt of Debt CATMS PRECOBmN
12|PRECO et of Reduction of Dskt - first aift to trustes CATMS PRECOSmN
13[PRECID of Guidance for Trustees CATMS PRECIOmN
14|PRECI1 il CATMS PREC11mn
16 |PREC14 et of Reduction of Debt - aift to trustees CATMS PREC1 4mn
17 [FRECIS et of Reduction of Debt - oift to trustess (5 i) only certain on balanc] C:ATMS PREC15mn
18|PRECIE et of Relsase of Trustess CATMS PREC1Bmn
19|PRECIT et of Reduction of Dskt - first ait to individual CATMS PREC17mn
20|PRECIE et of Reduction of Debt - ait to indlividual CATMS PREC1Bmn
21|PREC19 et of Relsase to Individual CATMS REC1Smn
4 »w
e oo Print Insert | Changs Delste: |
W e | o Do '
Profile
Global Location Change * Close

% Maintain Document

Gereral |author etes |

Sart Number. Bl

Hame: [Example Letter to Clent Only

Locatiar: [CATRSTHMS o s Exampls Docs'Example Letter to Clert cloc [
’rDucumEm Typ

" Precedent " Letter " Minute " Cther

I~ Use in Gifting Wizard
Precedenth: [lgTor
Crestion Date:

User Defined Bookmarks
| ©ther Bookmarks Used <] Enmoucumemprumel o Ok I X Can:ell

Type or select the Sort order - this will determine where the document appears on the list (as
above)

Type the Name of your Template

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

Select the Type - Letter

Type a Precedent Number & 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 |'X|

Precedents Letiers [nutes | Gittng | ctner |

1 TESTLETO1 Test Lefter

KU 2
s Print Insert ‘ Change Delete |
Hiy o Docume: nt
Documer nt o
Profile
Globsl Locstion Change X Close

You are now ready to insert the Bookmarks (merge fields)
There are 2 types of Bookmarks you can use with a Letter

1. Standard Bookmarks, e.g @CLIENT1FULL@ will insert the Full Name of Clientl into
document. Use this if the letter is always to the client only

2. User Defined Bookmarks, e.g @USERDEF1@ can be configured to insert any
information you require into the document, this is inserted via the Letter Wizard.
Use this when there is no appropriate Standard Bookmark for your purpose.

Step 3 Standard Bookmarks

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

Type the Bookmark required into the relevant place in your Template, for example

Standard Bookmarks
@CLIENT1FULL@
@CLIENT1ADD1@
@CLIENT1ADD2@
@CLIENT1ADD3@
@CLIENT1ADD4@

If you are able to complete your Template using only Standard Bookmarks you are now ready
to test the Template.

Save & Close your Template. Skip Step 4 and move straight to Testing the Template
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Step 4 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.
See Session 8.4 for full details on the set up of User Defined Bookmarks
User Defined Fields give you the options to set up

A list of all the people associated with the Trust to select from

A list of options of your choice (for information not contained within the database)

A date

A box in which to free type information

In this example | will use

@USERDEF1@ Date of Gifting
@USERDEF2@ Earliest Date of Signature of Doc
@USERDEF3@ Name of Manager

My Test Template now looks like this

@CLIENT1IFULL@

@CLIENT1ADD1@

@CLIENT1ADD2@

@CLIENT1ADD3@

@CLIENT1ADD4@

Letter Reference: @ TRUSTNAME@

Dear @CLIENT1FNAME@

Further gifting should now be made to your Family Trust after @USERDEF1@

We enclose Gift Statements in duplicate for signing by you where indicated by pencil crosses. We also enclose Deed of
Reduction of Debt which should be signed by you where shown.

Your signature on this document should be witnessed by any adult who should sign where shown and add his or her
occupation and address under the signature. Please do not date the document prior to @QUSERDEF2@

Yours faithfully
CCH TRUSTEES LTD

@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.
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Highlight your template on the Document Library

& Documents |i|

Precedents Lefters |Mmutes | eitting | ctrer |

4 TESTLETOT  Test Lefter

Ll | i
- Brint Insert | Change I Delete: |
]@ pen &§ Document
Document Frofile
Global Location Changs | XK Closs |

Select Change, to open the screen below

& Maintain Document

General |Aulh0r Motes | !
Sort humger: [ 1]
Hame [Test Letter
Location: [c:MuSidocs Exampls DocsiTest Letter doc J
Document Type
’7  Precedent * Letter  Minute  Other

[~ Use in Gifting Wizard
Precedert No: [TESTLETOT
Crestion Dete: [ 6/oarz008

User Defined Bogkmarks
Cther Bookmarks Used Qﬁ Print Documet Profile | o 0K | X cancel | B

Select User Defined Bookmarks

@ User, Defined Bookmarks ‘z‘

Mumber I Name I Advanced A~

i B
3
4
5
8 -
7
1
1
12
18
7
Ll | i
X cose [0

This is now your opportunity to specify what information you want to bring into your
document for each of your User Defined Bookmarks
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Highlight number 1 on the list & select Change

@ Maintain User Defined Bookmark
Genersl |Advsnced |

Bookmark. Q@ISERDEF i@ 1
ate of Gifting

Mame:

Mote: Enter date of Gifting

X ccsl||

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

Select Advanced

& Maintain User Defined Bookmark rX

General Advanced |
Option Type: [0 =
optns: | |

Gifting Defaut: | B |

0K 3 Cancel

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

User Defined Field number 1 is completed
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Highlight number 2 on the list & select Change

& Maintain User Defined Bopkmark

General ‘Advanced |

Bookmark: (@IISERDEF 2@

Hame: [Earliest Date of Signature

Mote: Select the earliest date that these documents can be signed

X Cancel |

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

& Maintain User Defined Bookmark

General Advanced |

Option Type: [0S

Optians. [

Gifting Defaut: |

In this example we will select the Option Type ‘Date’.

Select OK to Save
Select OK to Save

User Defined Field number 2 is completed

0K 3 Cancel
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Highlight number 3 on the list & select Change

& Maintain User, Defined Bookmark

General |Advanced|
Bookmark: (@USERDEF3@ 3
Mame: [menager
Mote: Select the name of the Manager responsible for this Trust
X owen
I ¥ oo TR T X o

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

Select Advanced

P ——————————————————

& Maintain User Defined Bookmark

General  Advanced |
Option Type: [ RTINS
Options; | J
Gifting Default: | =
X_conce

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

User Defined Field number 3 is completed

Select OK to Save your Template.
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STEP 5 - Completing the Authors Notes
This is optional but is recommended as good practice.
Return to the Document Library (MAINTENANCE/LIBRARIES/DOCUMENT)

Highlight your Template & select Change

& Maintain Document

General |Aulhnr hotes | !
Sortumeer: [ 1]
Hame: [Test Letter
Location: [C:TmSiocsExample DocsiTest Letter doc J
Dacument Type
’7 " Precedent & Letter © Minute: © Other

[~ Use in Gifting ¥izard
Precedert No:  [TESTLETO1
Creation Date: B09/2008

User Defined Bookmarks
Cther Bookmarks Used Qﬁ Print Document Profile | o 0K | XK cancel |

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

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

N Documents

Precedents Letters |Minutes | eiting | cther |

1 TESTLETO!

Test Letter

% Maintain Document

Genersl Author Notes |

Test Letter created for Training Purposes
Letter to Cent enclosing docs for Signing & Winessing
=
& Bookmarks Used)in Document ‘1‘

Bookmark Hame ]
(@CLUENTIFULLG |lient 1 Full Name

(@CLUENTIADDI@ | Cliert 1 Address Line 1

(@CLENT1ADD2@  |Cliert 1 Adeiress Line 2

(@CLENTIADD3@® | Cliert 1 Address Line 3

(@CLENTIADDA@ | Cliert 1 Address Line 4

@TRUSTNAMER Trust Naime

@CLIENT{FNANME@  Cliert 1 First Hame

18

Glob

User Defined Bookmarks:

Cther Bookmarks Used

pomt e |
I!

Information for User Defined Bookmarks is included automatically

November 18, 2008



&).CcH

a Wolters Kluwer business

TRUST SERVICE SESSION 8
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You can now select Print Document Profile.

& Maintain Document

General Auther Motes |

Test Lefter created for Training Purposes

Letter to Clint enclosing docs for Signing & Winessing|

User Defined Bookmarks
Other Bookmarks Used

‘@ Prirt Document Profile | |,/ O I X Cancel |

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

@ﬂ@ FPage 3: Across H Down: H E

Document Profile

CCH T

PrIiRG BRG  6W

Dosument Name:

Dosument Losston:

Tertleter

Prscadint o TeSTLEM
Criston ob: Seppnter 5,208
Author Notes

TS Bk DoceTeet leter.g

Tert leter crezkd b1 Trahhg Papases

LeterDCliitenche g ds or Siihg & Wihesehg

Standard Bookmarks Used

EQoHman

npten

GELENTIFULLG

Cllrt1 Fll e

GUUENTIADDIG

CIkN Aege Lie 1

GCLENTIADD2D

Cllrt! Agiess Lne 2

GELENTIADD3G

CIRN1 Aiegs Lie 3

GCLENTIADDIE

Cllrt Agiess Line 4

QTRUSTHANER

Tsthane

@ULENTIFNANEE] Cllnti Flisthiame

User Defined Fields Used

Ediimarh arpton
QUSERDEFI@ | DakofGitig

prpes e
QUSERDEFSR | EarlkstDak ofSigiatie

S e et e e 3 g

GUSERDEFSg

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 & Select Letters

& Trust Maintenance

CCH LEARNING TRUST

Trust Type
Formation Date:
Westing Date:

Westing Evert:

Trust Status:

Trust Category

IRD humber
Accourting Balance Date:
Bank Name(s)

Branch MName(s):
Accourt Mumber(s):

Sigratories

Genersl ‘ther | wotes| Legsl Summary | Responsisities |

31052008 3] J
01/08/2088 3: J
[

[Current -
Gitting -

12 34 56 Iw Cortrolled Bank Accourt

|=NDREV -

Inactive Trust [

Manager:

Security: )
Trust Group:  [alcke ~
File: Location:

Fees Charged: 150.00
Client Mo 001
Document Ref: [Deed Pkt Mo 1001

Reference:

[s103 comment: [

[ LAGC Investments

[258 Bark

[Auckiand

[123258

[Trustees

AllLinks |setiors | Trustees | Beneticiaries | Lawyers | accountarts | advisers | other | cierts |

-~

Perzonal Information

Add Person to Trust

Persan Name Active Functions Inactive Functions
CCH Accourts Ltd Accourtant

CCH Laww Lttt Lawryer

Colbert, Jayne Bieneficiar

Hodgsan, Gut Beneficiar

Uirich, Danys Frimary Cliert/Settior Trustes

Maintain Trust Link |

Ll |

people

Assels

Distributions
Revenue
Documents
GiftingiLoan
Minutes
Tasks

Colendar

Letters
Frecedents

X cancel

2=

Remave from Trust_| [ o ]

This opens the Letter Wizard. Step 1 will be completed.

Step 1
-
S'_Dr Step 2
-
(1]
-
E Step 3
N
4]
a Stepd
Step 5

@ Letter, Wizard (Several People with Trust)

CCH LEARNING TRUST

Example Letter to Client Only
i Select Letfer |

Provide User Not Yet Provided
Detined
Information
m Include: [~ Seflors W Trustees
[~ Advisers [~ Gthers
Select Peopls [¥ Consolidate Hames

[~ Lawyers
[~ Defaut Contact

I Beneficiaries

[ Clients

™ Accourtants

3

&

Create Letters

Step 2 - Select the Letter

X

Step 3 - Complete the User Defined Fields that were just configured

Cancel
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User Defined 1 - Select Date from Calendar

ovide User Defined Information

User Defined Info |

Date of next gifting due T ][] [Setect date fram celencar. Thi = the dete thet
Eatlie=t date of signaturs I = _| the next gift is due and must be ot least 12

months from date of previaus gift
Menager of Trust | =
Managsrs Emalls September 2008

Su Mo TuweTh Fr 5a

12345 6| Moth
78 31011213
141516 17 1819 20
21220324 25 % 27
282930

“eal

o OK X Close

User Defined 2 - Select Date from Calendar

ed [nformation

User Defined Info |

Date: of nest gifting tue [Sentember 24, 2008 [=] | [Selact date from calensiar This is th dats et
Earliest date of signature [Eeptember 25, 2008 = _i the next gift is due anc must be at least 12

| marths from date of previous gift
Manager of Trust [ _J
Managers Emails September 2008

5u Mo TuWeTh Fr Sa
123 4 56| ponth

78 310111213 EE‘
1415 16 17 18 19 20
21222324 3526 27 | vesr
229 %0

o 0K | LY cmse|

User Defined 3 - Select Manager from list

2 Provide User Defined Information

User Defined Info |

Date of nest gifting cus [Seqtember 24, 2008 =] - [Select date from calendar. This i the date that
: the nest giftis due and must be at least 12
Earliest date of signature Sentember 25, 2008 2
“ [Septemser = - marths from date of previous ot
Manager of Trust T =
Managers Emails | =

& Create Names List

Full Name

Andrew Doidge

Selected Names I People  Managers |gsers|

Name | Name

A ndreve Doidge

Danya Urlich

Guy Horton
Jayne Colbert
urt Girdler
Matthew Leioneli

e

User Defined 4 - Select Manager’s Email from list

@ Provide User Defined Inf

User Defined nfo |

Date of next aifting due [September 24, 2008 T | [Sotect appropricte sma from st
Esrliest date of signature [September 25, 2008 =l J

Manager of Trust [Andrew Doidge =l J

Managers Emails l|so@ect.conz I = |

o OK | x Clusel
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Step 4 - Select who will receive this Letter. Remember this letter will only ever be addressed
to the Client as those are the Bookmarks we used (@CLIENTINAME®)

pIEZIM\ 1313977

Step 1:

Step 20

Step 3

Step 4

Step 5

& Letter Wizard (Several People with Trust)

X ]
CCH LEARNING TRUST
" Example Letter to Client Only

Select Letter
Provide User Done!

Defined
Information

ﬁ Include: [~ Sefflors | Trustess [ Bereficiaries [ Lawyers [ Accountants

[™ Advisers [ Others ¥ Clients [~ Default Cortact

Select People d

Create Letters

X cancel

Note: We will look at how to send letters to multiple people in 8.6

Step 5 - Create Letter
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The Results.............
Danya Ulrich
66 Dominion Road
Takapuna
North Shore
Letter Reference: CCH LEARNING TRUST
Dear Danya
Further gifting should now be made to your Family Trust after September 24, 2008
We enclose Gift Statements in duplicate for signing by you where indicated by pencil crosses.

We also enclose Deed of Reduction of Debt which should be signed by you where shown.

Your signature on this document should be witnessed by any adult who should sign where shown
and add his or her occupation and address under the signature.

Please do not date the document prior to September 25, 2008

Yours faithfully
CCH LAW

Andrew Doidge
Email: AD@CCH.CO.NZ

November 18, 2008



