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SESSION 5.4                                                       LEVEL 1 
 

REPORTING 
The Trust Service comes with a set of Set Up Reports 
 
Set Up Reports 
The Set Up Reports contain information about your system setup. Select Reports > Set Up 
 

 
 
Minute Library 
Prints selected Minutes or All Minutes from the Library of Minute Templates.  See notes on 
Session 2 for more details on Minutes 
 

 
 

Select individual Minutes to be printed by typing the number or using the square search box 
Select Print All Minutes & Print Tokens to Print All  
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Document Profile 
Prints the Profile of the Document Templates in the Document Library.  See notes on Session 2 
& Session 8 for more information on Document Templates 
 
Select Reports > Setup > Document Profile 

 

  
 
Select the Document Template you are interested in. 
 

 
 

The report includes an explanation of the use of the document & details of the information 
that will be brought in from the Trust Service database. 
 

You can send the report to the printer  or save it as a PDF  which can then be attached to 
an email. 
 
You can use the Document Profiles and Minute Report as dictation guides for your Partners to 
use. 
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Logon Details 
Prints the Logon details for your Users 
 
Select Reports > Setup > Logon Details 
 

 
 

You can send the report to the printer  or save it as a PDF  which can then be attached to 
an email. 
 
Security Structure 
Shows the Access Levels & Trust Groups for each User.  See notes on Session 5 for more details 
on System Security 
 
Select Reports > Setup > Security Structure 
 

 

You can send the report to the printer  or save it as a PDF  which can then be attached to 
an email. 
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Bookmark Report 
A full list of all the Bookmarks (mail merge fields) that can be inserted into document 
templates.  See notes on Session 8 for more information on creating & customising Document 
Templates 
 
Select Reports > Setup > Bookmarks 
 

 
  
Tick all boxes for a full list 
 

 
 

You can send the report to the printer  or save it as a PDF  which can then be attached to 
an email. 


