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This “Participant’s Guide is one Component of
“Introduction To CCH ViewPlan”

There are four lessons in the “Introduction To CZiewPlan”
training course. You should take them in conseeutirder

Each lesson has both a Participant’s Guide andidio dile (MP-3).

In order to take this lesson you will need the auide as well as this
Participant’s Guide.

You will also need a copy of CCH ViewPlan loadedyonr PC.

If you do not own CCH ViewPlan software,

Call a CCH sales rep at (800) 224-7477, extens&224r 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 usa/Fian

 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 exesdrséve 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
— lllustrates instructor’s lecture
— Step by step instructions for hands-on exercises
— Take notes in white space

e C(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
e Setting “Preferences”
* Annotating Reports
* Importing & Exporting data
* Etc.
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Course Objectives

&

CCH|VIEWPLAN'

 Upon Completion Lesson 1, you will know:
— How to navigate through ViewPlan software.
— How to create and share client information andloztes.
— How to quickly calculate the results of “AdvancBa@nsfers”.

 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 gsentations.

 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 custm notes.
— How to export client information to and from ViewPlan databases
— How to obtain further help in using ViewPlan.
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Lesson 4
Additional Features

e Expenses, Losses, Probate « AFR & ACGA

e Exercise 1 « Exercise 7
 Client Preferences e Fax Button

« Exercise 2 « Exercise 8

» User Preferences  Import / Export Data
« Exercise 3 « Exercise 9

e Audit Trall  Interview Forms
« Exercise 4 « Exercise 10

» Scenario Explanations * Help Functions
 Report Explanations

e Custom Notes * Review

e EXxercise 5

* Presentation Wizard page
review

e EXxercise 6
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Estate Details — Misc. Cateqgories

Expenses, Losses & Probate
Open Estate Details

X

Expenses, | osses, and Probate - Edit

Administration lCasuaIty,l'TheFt Losses l Praobate ] Attorney Fees ]

v Use administration expenses in calculations

CLIEMT SPOUSE
Dollar Amount
Fureral expenses: | $50,000 | 450,000
Expenses of last illness: | $100,000 | $20,000
Adrnin expenses: | $5,000 | $a,000
CLIEMT SPOUSE
Percentage
Percentage: 000 %% 0,00 %

Exclude From administration percentage computations:
V¥ Property passing outright bo beneficiaries

¥ Life Insurance [v Retirement Plans

QK |

Cancel | Calculator |

Expenses, Losses, and Probate - Edit

Adrministration ] Casualty/Theft Losses  Probate lAttorney Fees ]
Probate Expense By State

State Expense %l
Hawaii 5.00%
Tlinois &.00%
hew Yark 7.00%
Ohia S.00%
Pennsylvania 4, 00%:

Set Defaults | Restare Defaults|

=1

Cancel | Caloulatar | Help |
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Select Expenses, Losses & Probate

Estate Details §|
Contents
(* Detailed view ¢ Quick Plan view CLIENT SPOLISE
Beneficiaries and Distributions (4) ?Sh‘-t- $25ujnug szsujnug
) ecuitiss:
R Real Estate: 500,000 500,000
Assets and Liablities Business Interests: 3,000,000 3,000,000
General Gifts (1) Notes and AjR: i i
Advanced Transfers Other Assets: o o
; FLF's: 0 i
Prior Gifts, Credits and GST I,;‘ZES;“;;";E"; 2’000*003 g
Liquidity Report ¥alues
Total Assets: 45,750,000 43,750,000
Total Liabilties: (260,000) (260,000)
Het Assets: 45,490,000 43,490,000
Help

Expenses, | osses, and Probate - Edit

Administration  Casualty/Theft Losses lProbate ]

3

Atkorney Fees ]

CLIEMT SPOLUSE
Casualty Loss: | $8,000 | 450,000
Theft: | 0| $2,000
Insurance coverage: | $1,000 | +1,000|
QK | Cancel | Calculator | Help |

Expenses, Losses, and Probate - Edit

Adrministration ] CasualtyTheft Losses ] Probate
CLIEMT

X

Atkarney Fees ]
SPOLUSE

[ Dollar amount; |
.00 =

¥ Percentane:

" Taxable gross estate

* Property subiect fo probate!

600 %%

=1

Cancel

Caloulatar Help
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Estate Details — Client Preferences

e Second line item in Estate Detalls 5

Calculations |D|splay | Gift. Splitting | Section 6166 |
1st DEATH 2nd CEATH

Tax Rates

. Federal income tax rate: o= ool I 35.00 %
— Calculations T [ rm %

° Federal & State tax rates Federal capital gains tax rate: 20,00 | % I 20,00 %

r~Inflation Factors

. | nﬂ atl on adj ustments Annual exclusion inflation adjustment: I 0.00 %
. GST exemption inflation adjustment: I 0.00 %
— Annual exclusion —

|7|_ For credit pick-up states, do not limit skate tax for years 2002 - 2010 |

- GST

Set Defaults | RestoreDeFauItsl

0K I Cancel | Calrulataor | Help |

Client Preferences - Edit x|

Calculations  Display | Gift: Splicting | Section 6166 |

- D I S p | a.y Trust Mames
« Titles to appear in Flow Charts SN e rcpety
pp Sheltered property: I Bypass Trust
— Surviving spouse’s property aica decuction property; | QTP Trust

Heirs title bos: I To Beneficiaries
- Sheltered property Lifetime TransFers: ILifetime Transfers
- M arltal ded UCtlon property Set Defaulks Restore Defaulks

— Beneficiaries
— Lifetime transfers

0K I Cancel | Calrulataor | Help |

Client Preferences - Edit x|

Calculations | Display ~ Gift Splitting |Section 313 I
i~ Gift Splitting Election By ‘ear

_ i itti Year|Split Gift| ]  Select al |
Glft Spllttlng . . i 122; j Deselect Al |
» Specify the years in which one spouse will 152

be treated as making gifts from assets of 001
2002
the other spouse. 2005
2004
2005
2006
2007

A|

OK I Cancel | Calculator | Help |

Client Preferences - Edit x|
Calculations | Display I Gift Splitting ~ Section 6166 |

- SeCt|On 6166 Insteliment Payments CLIENT SPOUSE
* Interest rate for Sec. 6166 calculation {

Interest rate for 6166 calculation: I n 10,00 =, ‘

— Section 6166 allows estate taxes to SetDsfauks | RastorsDefaks |
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.

OK I Cancel Calculator | Help |
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User Preferences

% CCH ViewPlan Advanced - [Training.vdf] - [#5 Plan #3 w/1{
& Fls Edit Visw Estate

LR Quick Cakculators  Window  Help
Bookmarks...

« Select “Preferences” under “Tools” Men 229 25 e

Report Explanation Edtor...

AFR Editor.,.
ACGA Update...

Clierts

x
- G e n e ral Tab General I Display | Fed Law Builder I State Law Builder | Calculation Audit Trail I

e Style of Flow Chart boxes ?Eu't S

 Database caching I b o ot tsheukd s st sformence)
— To speed up performance ETE—

« Default client state of residence Defauk dlent ew

. Default Estate Details VieW ’VI_ Default to Quick Flan view for new dients
— Quick Plan
— Details

x
General Display IFBd Law Builder I State Law Builder | Calculation Audit Trail I

— Plan Display Defaults Tab

Client/Spouse & Spouse's
Sh I . I share box titles: Text opkions:
o ow C Ient names or tlt es ~ show as Client/Spouse I Include custom notes
. - Decedent/Survivor [ Include report explanations
» Display 5
- Footer
- CUStO m NOteS ¥ Includs Faoter
H [V Include date (example: 01/01/2001)
- Report Explanatlons ¥ Include time (example: 12:00:00 AM)
¥ Include page numbering {example: Page 1 of 5)
e Footer Contents —
I (CCH Incorporated
¥ Include disclaimer:
I The illustrations in this Repart are based on projections, the actual re:

x

General | Display Fed Law Builder |State Law Builder | Calculation Audit Trail I

- Federal LaW Bu”der ~Federal Law Builder

" Assume law as in effect pre-Economic Growth and Tax Relief

e Choose tax computation method Roconcliation Act of 2001
_ FO”OW Ia_W prlor tO 2001 7 Lock in ratesfexemptions For a specified year: [2002 ~

& fssime rafesh phions beqinninanyears |2004 ¥
— Follow law for selected year o fes B

—  Specify your own Gt tax exemption: | $675,000

» Taxrates Estate bax rate: E00 %
. Estate tax exemption: | $675,000
» Exemption amounts N =

55T kay exempkion: $675,000

x

General | Display | Fed Law Builder ~ State Law Buildsr ICaI[uIatiDn Audit Trail I

. . . rState Law Builder
— State Law Buildenew in version 4.2) o [T N |
d VIEWP|an knOWS eaCh State’S methOd Year |State Tax Threshold|State Reduction % e
. 1997 500,000 0.00%
of calculating estate tax 1958 525,000 0.00%
1999 650,000 0.00%
— EGTRRA Z000 £75,000 0,00%
2001 575,000 0.00%
— Pre-EGTRRA 002 1,000,000 0.00%
2003 1,000,000 0,00%
— Custom method 2004 1,000,000 0.00%
2005 1,000,000 0.00%
» User can change method for any state i 1,000,000 D r
2007 1,000,000 0,00%

Restore Defaults
QK I Cancel | Help |

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




Audit Trall

e ViewPlan calculates simulation for each Plan
 To view calculations, click on “Audit Trail” icon

@.|§| Q||m| |R0binson, John & Maureen ﬂ |(Vi8walim j ﬂ
Estate ‘ Report List v| @ & ¢’+ ®| |%| |§§|

horbcuks - |

e List of Calculations will appear in “WordPad”

B vpl190.tmp - WordPad -0l x|

File Edit Wiew Insert Format Help

D[e(@l SR sl 5=l@-] 2|

LD |

Adding back sum of all prior gifts to taxable amount.
Updated total prior taxshle gifts =
Taxable gift smount
+ Total prior taxable gifts
0.00 = 0.00 + 0.00

Tax on total taxable gifts 0.00 i= equal to 0.00

Tax on total prior taxsbhle gifts 0.00 is ecqual to 0,00

AR EEEEEEEEEEEE R T

PROCESIING YEAR 1998

EEEE AT A AT R AT T AT EALENS

=
«| | »

For Help, press F1 MUM

» User can select processes to appear in Audit Trail

—  Select “Preferences” under “Tools” Menu

@File Edit  Vigw EstatelTools Guick Calculators  Window  Help
Bookmarks. ..

Estate Details Repart. ..
Repoart Explanation Editar. ..

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

General I Display I Fed Law Builder | State Law Euidell Calculation Audit Trail |
—Word Processar Setup

Path to word processor used ko display the audit trail file:

ram Files ows NThAcces: ROPAD EXE" Browse... |

r—Calculation Processes

Select below the items of the calculation process that vou would like to see
displayed in the audit trail:

Administr ation expenses e
Distributions
Family-cwned business Select Al
Federal estate bax

Final output values Deselect All
Generation-skipping tax

Gift tax

Gifting of assets

Income tax

Life insurance

Linuidation of assets LI

AFR Editar. .

-

e Select only the
Calculation Processes
you wish to display

In Audit Trail

ARRERERIRRIE

(o]'4 I Cancel Help
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“Scenario” and Report Explanations

Scenario Explanations
Each plan uses one of 8 available “Scenarios”flecethe terms of the client’s wills
There is a Scenario Explanation available for eRlelm which describes its “Scenario”

Click on “Scenario Explanation” icon

Ell@l Q"ll IFlDIJinsonJ John & Mauree j I':I"'liewaplan;I
e ] |%| |5

Estate I Report List "l Ig @l

This report is often used in Client Presentations

* Report Explanations
Each of the Basic Reports has a description abdtimm
It can be turned on and off using the “Include &¢fExplanation” toggle icon

&l%l @ll IFlDlJiHSDnJ John & Maureen

Estate I Repart: Lisk "l Ig @l 5§|@|:§| L 4

These Explanations are often turned on in Clieas@ntations

Flow Chart with Explanation Flow Chart without Explanation

CCH ViewPlan Advanced Training

C
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Custom Notes

« 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 QusiNotes” icon

@,l%l !I Ql.l IRDblnsu:un, John & Maureen (Wiew a plan) j @l
Estate | Repart Lisk vl I_ Ql ;;l%l |%| _ﬁlﬁ;l Shorkcuks vl

y
%%E-ﬂ = - B|ls|u|[E =

. . . This plan represents my highest set of

* This brings up the Custom Notes creation boX  jecommendaons for ou

We will be Setting up a QPRT trust to transfer

the heme i Ardmore to the children

Under Code Sec. 2702, when a donor

transfers assets to a trust to or for the benefit of

a family member while the donor (or an

applicable family member) retains an mterestin

the transferred assets, the retained mterest must

3

-_ There is Only One Custom Note generally be walued at zero. When this zero
value rule is applicable, itis not possible to

create gift tax savings through the use of a
fo r e ac h Re po rt grantor retamed trust. Fortunately, there are

several exceptions to application of the zero K|

ok | cad | |

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

@l%l Qll IFU::I:insu:unJ John & Maureen j Il{'l.fiewaplan]l j @I
Estate | Report Lisk vl Iﬁ@l Eélgl:é | | _ﬁlﬁ;ﬁl Shartcuts vl

Custom Note=
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Client Presentation Wizard

— Click on Presentations icon
on sidebar

— Click on “Add” button

* Name Presentation
‘Welcome to the Presentation Wizard. The Presentation Wizard will walk vou thraugh the
process of building a presentation For your client, Select a report group from the list below to
to your presentation,
Presentation name: | guick, simple presentation

» Select Group of Reports to include
— Select “Basic Charts”

¢ Click on “Next” button

Presentation Wizard - Page 1 5[

Seleck a Report Group: _Reparks in Group:

Asset Detail Easic - Flowchart Add...
#i Basic and Advanced Charts Basic - Calculations Report
Data Reports - Balance Sheet (Today) -1 Edit
izener ation Skipping - Basic - Flowchark

Glossary s
elete

Basic Yiew
Cash Needs and Liquidity
Generation Skipping Transfers
Probate Costs

Retirement Assets

— Select Plans to include

in Presentation
* Select Plan 01 and Plan
* Use “Add” button to include
* Click on “Next” button =

< brach Mext > I Cancel Help

Presentation Wizard - Page 2 ﬂ

‘ Select the plans ko be included in your presentation. |

Plans ko be included in presentation:
Flan01 (ATS)

;&E.!E.!‘[: e
=1 Remove

Copyright 2007
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Client Presentation Wizard

[ J
— Comparisons
* Click on “Create Report” Button \
bk [ o | e | e
Create Comparisons [‘5__<|
Select up to three plans to compate. IF you want to open the plan
windows For the selected plans, select the option below,
Available Plans:
— Select Plans . @ Pl2ri02 (0N
— Click on “Add” button
— Choose style \
»
\@ » |
Selected Plans:
Plan01 {ATS)
Repott Type
" Eomparison Graph ™ Comparison Calculation
—  Click “OK” -
== | Cancel Help
* Repeat for as many comparisons as desired
— Create one Graph style
— Create one Calculation style
* Preview of report will appe g
Copyright 2007
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Client Presentation Wizard

[ ]
— Printing order and display options
. 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
—
— Cover page & page numbering options
Presentation Wizard - Page 5 El
‘our presentation is complete. Select additional options below and then click the Finish button,
¥ Include Page Mumbers an Presentation Startpage number with: |1
¥ Include Cover Page
gvfr:c'\?\:lgeeg:\::?ige Title [alsa adds Client name(s) ko page]:
| Estate Planning Presentation
¥ Include Loge Graphic:
| deflogo.bmp Browse. ..
¥ Include Planner's Mame on Cover Page:
[ oy kutz
¥ Include Firm Name:
| CcH Incorporated
¥ Include Date on Cover Page v include Report Explanation's Disclaimer on Cover Pane
I Include Time on Cover Page
e  Click on “Finish Button™
Toe W‘ Cancel Help
— You will return to the Presentations start box
e Click on “View”
e The Presentation will appear in the workspace witipages stuck together like one long report
e Use “Print Preview” icon to see Presentation agssdp pages e
&y Fle Edit View Estate 1
‘@@ = :
e Print
Copyright 2007 -

CCH, A Wolters Kluwer Business CCH ViewPlan Advanced Training Page 14




lcons

« AFR Editor

O

* 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” butto

« ACGA Update

O

» Click on “Update” button

 Fax Preparation

O

* Removes shading from report
* Makes it more legible when faxed
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Import / Export Client Data

e 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)
e On Page 2
— Select the Client
e OnPage 3
— Select a common location on the network
e OnPage 3
— Select the Begin

— Reverse the steps to import the Client in theivetg 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

O

— Or select “Help Topics” under “Help” menu o

e For a tutorial
—  Click “Quick Tour” under “Help” menu O

* 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 o

“Technical Support”
under the “Help” Menu)
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Review of Lesson 4

Additional Features

« EXxpenses, Losses, Probate
« Exercise 1

e Client Preferences
e EXercise 2

e User Preferences
e Exercise 3

e Audit Trall
« Exercise 4

» Scenario Explanations
* Report Explanations

e Custom Notes

« Exercise 5

* Presentation Wizard page
review

e Exercise 6

Copyright 2007

AFR & ACGA
Exercise 7

Fax Button

Exercise 8

Import / Export Data

Exercise 9

Interview Forms
Exercise 10

Help Functions

Review
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Thank you for completing

Introduction to
CCH ViewPlan
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