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This “Participant’s Guide is one Component of  

“Introduction To CCH ViewPlan”

There are four lessons in the “Introduction To CCH ViewPlan”
training course. You should take them in consecutive order

Each lesson has both a Participant’s Guide and an audio file (MP-3).  
In order to take this lesson you will need the audio file as well as this 

Participant’s Guide.  

You will also need a copy of CCH ViewPlan loaded on your PC.

If you do not own CCH ViewPlan software,
Call a CCH sales rep at (800) 224-7477, extension 4622 or 4643 to 

obtain a ViewPlan license 
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Introduction to ViewPlan Training

• Overview & Objectives
– Class designed to 

• Introduce new ViewPlan users to components and function of the Software
• Describe and practice common actions and best practices

– Upon completion, students should be able to use ViewPlan

• Materials & Methodology
– Participants need

• MP-3 playback capability (e.g.. Windows Media Player)
• Participant’s Guide (printed)
• ViewPlan software (installed)

– Combination of audio lecture and hands-on exercises in live software
• Audio classes – MP-3 files

– Listen to instructor’s lecture
– Periodically stop audio to complete hands-on exercises in live ViewPlan 

• Participant’s Guide
– Illustrates instructor’s lecture
– Step by step instructions for hands-on exercises
– Take notes in white space

• Classes & Contents
– Lesson 1- Introduction & “Quick Calculators”

• Basic vocabulary of ViewPlan
• Simple calculation of “Advanced Transfers”

– Lesson 2 - Quick, Simple Workflow Example 
• All the steps of using ViewPlan in very simple example

– Lesson 3 - Estate Details, Plans, Reports
• Looking more closely at the major modules of ViewPlan

– Lesson 4 – Additional Features
• Setting “Preferences”
• Annotating Reports
• Importing & Exporting data
• Etc.
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Course Objectives

• Upon Completion Lesson 1, you will know:
– How to navigate through ViewPlan software.
– How to create and share client information and databases.
– How to quickly calculate the results of “Advanced Transfers”. 

• Upon Completion Lesson 2, you will know:
– How to enter and edit client data..
– How to view and interpret basic Reports.
– How to set up and view comparisons of “Plans”.
– How to create client presentations

• Upon Completion Lesson 3, you will know:
– How to enter and edit detailed client data.
– How to create “Plans”.
– How to edit “Plans”.
– How to find additional Reports.
– How to create your own Report Groups for use in Presentations.

• Upon Completion Lesson 4, you will know:
– How to set up and view calculation audit trail.
– How to set user preferences.
– How to embellish reports with explanations and custom notes.
– How to export client information to and from ViewPlan databases
– How to obtain further help in using ViewPlan.



Copyright 2007
CCH, A Wolters Kluwer Business CCH ViewPlan Advanced Training Page 5

Lesson 4
Additional Features

• Expenses, Losses, Probate

• Exercise 1

• Client Preferences

• Exercise 2

• User Preferences

• Exercise 3

• Audit Trail

• Exercise 4

• Scenario Explanations

• Report Explanations

• Custom Notes

• Exercise 5

• Presentation Wizard page 
review

• Exercise  6

• AFR & ACGA

• Exercise 7

• Fax Button

• Exercise 8

• Import / Export Data
• Exercise 9

• Interview Forms
• Exercise 10

• Help Functions

• Review
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Estate Details – Misc. Categories

• Expenses, Losses & Probate
– Open Estate Details

– Select Expenses, Losses & Probate
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Estate Details – Client Preferences
• Second line item in Estate Details

– Calculations
• Federal & State tax rates
• Inflation adjustments 

– Annual exclusion
– GST

– Display
• Titles to appear in Flow Charts

– Surviving spouse’s property
– Sheltered property
– Marital deduction property
– Beneficiaries
– Lifetime transfers

– Gift splitting
• Specify the years in which one spouse will 

be treated as making gifts from assets of 
the other spouse.

– Section 6166
• Interest rate for Sec. 6166 calculation

– Section 6166 allows estate taxes to 
be paid over a 14-year period. 

– Tax is paid on an interest-only 
basis for the first 4 years, with 
principal and interest payable in 
years 5 to 14.



Copyright 2007
CCH, A Wolters Kluwer Business CCH ViewPlan Advanced Training Page 8

User Preferences

• Select “Preferences” under “Tools” Menu

– General Tab
• Style of Flow Chart boxes

• Database caching

– To speed up performance

• Default client state of residence
• Default Estate Details view

– Quick Plan

– Details

– Plan Display Defaults Tab
• Show client names or titles

• Display

– Custom Notes
– Report Explanations

• Footer Contents

– Federal Law Builder
• Choose tax computation method

– Follow law prior to 2001

– Follow law for selected year
– Specify your own 

» Tax rates

» Exemption amounts

– State Law Builder (new in version 4.2)
• ViewPlan knows each state’s method

of calculating estate tax
– EGTRRA

– Pre-EGTRRA

– Custom method

• User can change method for any state
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• ViewPlan calculates simulation for each Plan 
• To view calculations, click on “Audit Trail” icon

• List of Calculations will appear in “WordPad”

Audit Trail

• User can select processes to appear in Audit Trail
– Select “Preferences” under “Tools” Menu

– Select “Calculation Audit Trail” tab in “Preferences”

• Select only the

Calculation Processes

you wish to display

In Audit Trail
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“Scenario” and Report Explanations

• Scenario Explanations
• Each plan uses one of 8 available “Scenarios” to reflect the terms of the client’s wills

• There is a Scenario Explanation available for each Plan which describes its “Scenario”

– Click on “Scenario Explanation” icon

– This report is often used in Client Presentations

• Report Explanations
• Each of the Basic Reports has a description at the bottom

• It can be turned on and off using the “Include Report Explanation” toggle icon

• These Explanations are often turned on in Client Presentations

• Flow Chart with Explanation               Flow Chart without Explanation
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• Custom Notes is a notepad attached to each Report
– The planner may use Custom Notes for:

• Comments to be shared with Clients in Client Presentation
• Planner’s personal notes
• Etc.

– Custom notes are created by clicking the “Add Custom Notes” icon

• This brings up the Custom Notes creation box

– There is only one Custom Note
for each Report

– After a Custom Note is created, it may be displayed on the Report by clicking 
on the “Include Custom Notes” toggle icon

Custom Notes

Report Explanation

Custom Note
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Client Presentation Wizard

•

– Click on Presentations icon
on sidebar

– Click on “Add” button

• Name Presentation

• Select Group of  Reports to include
– Select “Basic Charts”

• Click on “Next” button

– Select Plans to include
in Presentation

• Select Plan 01 and Plan 02
• Use “Add” button to include
• Click on “Next” button
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Client Presentation Wizard

•

– Comparisons

• Click on “Create Report” Button

– Select Plans
– Click on “Add” button
– Choose style

– Click “OK”

• Repeat for as many comparisons as desired
– Create one Graph style
– Create one Calculation style

• Preview of report will appear

• Click on “Next” button
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•
– Printing order and display options

– Cover page & page numbering options

• Click on “Finish Button”

– You will return to the Presentations start box
• Click on “View”

• The Presentation will appear in the workspace with all pages stuck together like one long report

• Use “Print Preview” icon to see Presentation as separate pages

• Print

Client Presentation Wizard

• Move Reports to change 
page order

• “Exclude” any report
– It will not appear in 

Presentation
• Turn “Report 

Explanations” and/or 
“Custom Notes” on or off 
for any selected Report

• Click on “Next” button



Copyright 2007
CCH, A Wolters Kluwer Business CCH ViewPlan Advanced Training Page 15

• AFR Editor

• Section 7520 AFR rates are current as of the ViewPlan release date
• Use AFR Editor to add the latest AFR each month
• Click on “Update” button 

• ACGA Update

• Click on “Update” button

• Fax Preparation

• Removes shading from report
• Makes it more legible when faxed

Icons
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Import / Export Client Data

• To move a Client from one Database to another
– Select the database that has the client
– In the File Menu, select Client Data Exchange

• On page 1 of the wizard
– Select Export Client
– Select “ViewPlan (*.xml)

• On Page 2
– Select the Client

• On Page 3
– Select a common location on the network

• On Page 3
– Select the Begin

– Reverse the steps to import the Client in the receiving database
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Interview Forms

• Blank Data Gathering Forms ( 6 Pages)
– Under “Help” Menu
– Microsoft Word format
– Editable

• Change forms
• Add Planner Identification

– Can be filled out electronically
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Help Functions

• For general help
– Click on “Help” icon

– Or select “Help Topics” under “Help” menu

• For a tutorial
– Click “Quick Tour” under “Help” menu

• For help with what you are doing at the time
– Click on the “Help” button in the dialog box

• For live technical support
– Call 1-888-879-5515 during business hours

(this phone number is at 

“Technical Support”

under the “Help” Menu)
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Review of Lesson 4
Additional Features

• Expenses, Losses, Probate

• Exercise 1

• Client Preferences

• Exercise 2

• User Preferences

• Exercise 3

• Audit Trail

• Exercise 4

• Scenario Explanations

• Report Explanations

• Custom Notes

• Exercise 5

• Presentation Wizard page 
review

• Exercise  6

• AFR & ACGA
• Exercise 7

• Fax Button
• Exercise 8

• Import / Export Data

• Exercise 9

• Interview Forms

• Exercise 10

• Help Functions

• Review
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Introduction to Introduction to 
CCH ViewPlanCCH ViewPlan

Thank you for completing……


