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SESSION 1.1                                                       LEVEL 1 
 

ADDING A NEW TRUST 
 
The following instructions cover the basic data capture information that is available in the 
different tab areas of the Trust Maintenance screen. 
 
Select Trust 
 

 
 
Select Insert 

 

 
 

Opens Trust Screen 
 

 



 

CCH New Zealand Limited 
24 The Warehouse Way 
Northcote 0627 
PO Box 2378 Auckland 

Support: 0800 500 225 
Office: 09 488 2760 
www.CCH.CO.NZ 

 Page 2 of 8 
Author: Krogers 

Krogers@CCH.CO.NZ 

 

FRONT SCREEN 
Any mandatory fields will be highlighted in Yellow.  You cannot save a Trust Record until all 
mandatory fields have been completed.  To learn more about setting mandatory fields see 
notes on Session 7 
 
Type Trust Name 
 

 
 

 
Select Trust Type 

 
 
Trust Types can be added, deleted or amended to suite your business needs.  To learn 
more about setting Trust Types see notes on Session 7 
 

Type or Select Formation Date 

 
 

Type Formation date.  A Vesting date will automatically be added, 80yrs after the 
Formation date.  If this date is not correct you can re-type or delete.  You may prefer to 
note a Vesting Event instead of a Vesting date. 
 

Select Trust Status 

 
 
Trust Status can be added, deleted or amended to suite your business needs.  To learn 
more about setting Trust Status see notes on Session 7 
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Select Trust Category 

 
 

Trust Categories can be added, deleted or amended to suite your business needs.  To learn 
more about setting Trust Categories see notes on Session 7 
 

Type IRD Number for Trust 

 
 
Type Bank Account Details & Balance Date 
 

 
 

 Note: If you check ‘Controlled Bank Account’ a further comment box appears in which you 
can add information about the controls 

 
Select the Trust Manager (the person in your organization who is responsible for this Trust) 
 

 
 
Managers can be added, deleted or amended.  To learn more about setting Managers see 
notes on Session 6 
 

Select Active/Inactive (will default to Active) 

 
 

Note: Inactive Trusts will be grayed out on your Trust List but still count as a Trust Record 
in your total no of Trusts 
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Select Trust Group (if Used) 

 
 

Note: Trust Groups are part of the security features.  To learn more about Trust Groups 
see notes on Session 6 

 
 Type details of File Location, Fees Charges, Reference & Deed Packet No (if required). 
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‘OTHER‘ TAB 
Complete any fields you may have on the ‘Other Tab.  This tab will only appear if you have 
added any fields via setup. 
 

 
 

Note: Any additional fields you find under the Other tab are unique to your company and 
can be set up as required.  To learn more about setting up additional fields see notes on 
Session 7.  If you have no additional fields the Other tab will not be present. 
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NOTES 
You can add a General Note and/or a Dated Note here if required. 
 

 
 
Type directly into General Note.  Any notes type here will say visible.   
 
Select Insert, Select Manager, then type Dated Note as required.  These notes will display 
in date order with the most recent at the top. 
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LEGAL SUMMARY 
Complete Legal Summary (if required) 

 
 

Note: Any of the 5 fields in the Legal Summary can be renamed to suite your business 
requirements.  To learn more about this see notes on Session 7 
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RESPONSIBILITIES  
Responsibilities will be covered in Level 2 as some additional configuration is required 
 

 
 
 
CLICK OK TO SAVE 

 
 
 
 
 
 
 


