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SESSION 10.3 LEVEL 3

EXPORT

It is possible to export data from People or Trusts into Excel. The advantage of this is that
you can then manipulate the data using Excel for example identifying any gaps in your data.

Note

Trust Service is compatible with Microsoft Excel

These instructions are written for Excel 2003 there may be variations in earlier or later
versions

Export

Open the Trust Service
Select Utilities, Select Export
Select People or Trusts
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You will now see a list of all the fields that are available for you to export

‘:} Choose Fields for Export...

All Filds

TRL: I

TRU:Mame

TRU: TrustType

TRU: TrustStatus

TRU: TrustCat

TR Grouping

TRU: Active

TRU: TagFlagy

TR FormationDate
TRU: *estingDate
TRU:YestingDateMame
TRU:Managerld

TRU: AccourtBalanceDate
TRU:Mem\ishes

TR MemDoc
TRU:MasterDeed
TRU:U=er
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Highlight the required field and select Add.

You can arrange the fields on the list by highlighting and selecting Up and Down.
Select Include Header Record with Field Names to get a Header Row in your Spread Sheet

& Choose Fields for Export...
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Select OK

Name your export and chose where it should be saved & select OK

CCH New Zealand Limited Support: 0800 500 225 Page 2 of 3
24 The Warehouse Way Office: 09 488 2760 Author: Krogers
Northcote 0627 www.CCH.CO.NZ Krogers@CCH.CO.NZ

PO Box 2378 Auckland



Les b i g

i

1L st =]

The data is now exported.
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Go to the location that you chose to save the data and open the Spread Sheet
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You now have a spreadsheet containing the information you exported
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1| T R TR Trust Type TR TrustStatys. TR TrasiC el TRU Farmatandise
3 |CEH LEARNNG TRUST Familp Tugl  Cumant Gty 3

3 |DOCGE FAMLY TRUST Family Tust | Cumant GCating 1

"4 |COLBEAT FAMILY TRLST Family Tust | Curant Cilirg o

5 [HOCOESOM FAMLY TRUST  Famdy Trust Curart Geing 1017008

B | GARTIER FAMLY TRUST Famdy Tust  Drsh Giting 1012008

7 ILEOMELLI FAMLY TRUST  Fardy Tamt  Draf Giting 1012008

B |ULFICH FAMLY TRLIT Fardy Tamt Oyt ity 17

|9 |ARMSTROMG FAMLY TRUST  Famdy Tust  Dra Gitirg 1EEE

| 16 | STEFMENSOM FAMLY TRLUET [Famsly Tunt  Curand Gilling L]

TEST TRUST Famslp Tt | Cumart Gitarg 080008 —/

Note: The format will be in .CSV. You may need to re-save it to a .xls ie Excel proper

format.
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