
TRUSS TRIBE · LIVE SERIES

Contacts, Entities & 
Drive.
The Truss backbone — how people, places, and files come together to power the client 

experience.
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TODAY

Agenda.
Three product surfaces, one mental 

model.

Question of the Day

Truss Tribe Live Series

Contacts

Entities

Drive
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TRUSS TRIBE LIVE SERIES · FULL SCHEDULE

All ten sessions. Pick your favourites.
PART 1

Settings: Build Your 
Foundation
The core configuration walk-through.

WATCH REPLAY →

PART 2

Settings: Power Moves 
& Pro Tips
Advanced configuration, automations, 

edge cases.

WATCH REPLAY →

TODAYPART 3

Contacts, Entities & 
Drive
The Truss backbone.

IN SESSION

PART 4

Meet Max AI
Your new sidekick.

REGISTER →

PART 5

New Client Intake & 
Recurring Tasks
Get a season off the ground.

REGISTER →

PART 6

Organizers, 
Reimagined
From PDF to structured intake.

REGISTER →

PART 7

Workpapers Made 
Simple
Review-ready in one click.

REGISTER →

PART 8

Assembly & Delivery
Send, signed, finished.

REGISTER →

PART 9

Client Experience
Next-level experience for taxpayers.

REGISTER →

PART 10

File Sharing & 
E-Signatures
Secure handoff, end to end.

REGISTER →
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PART 1 OF 3

Contacts.
The people you communicate with. Where the client experience begins.
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CONTACTS

What are Contacts in Truss?
CONTACT

The person.
A Contact represents an individual you communicate with and assign access to.

This is the person who:

Receives emails and notifications

Logs into the client portal

Uploads documents and completes tasks

Signs e-signature requests

Is connected to projects and entities

Examples of Contacts
John Smith

Jane Doe

A spouse on a joint return

A business owner or representative

How Contacts power the client experience
Access their portal

View shared documents

Complete organizers and questionnaires

Upload files securely

Review and sign returns

Receive reminders and updates
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CONTACTS

Best practice.
Every Contact should have a matching Entity connected to 

them.
This helps:

Keep projects organized year over year

Ensure proper Drive folder creation

Improve portal visibility and syncing

Maintain cleaner integrations with systems like Karbon

Important notes
Multiple Contacts can be connected to the same Entity (example: MFJ clients)

Contacts can have different email addresses and permissions

Portal visibility is based on what is shared through the Entity's Drive

Notifications are sent to the Contact, not the Entity
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STEP 1 · NAVIGATION

Click the Contacts tab at the top of Truss.
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REFERENCE

Every control on the Contacts page.
Settings

Saved Filters

Merge & Fix

Fix No Email Clients

Search Contacts

Clear Filters

Save Filters

Actions

Advanced Filters/Actions

Tags

Import

Download Import Template

New Contact

Select Contacts

First Name

Last Name

Client ID

Spouse

Tags

Page Number

Per Page Option

Contact Projects

Email

Phone Number

Contact Owner
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CONTACTS · SETTINGS GEAR

Manage tags. Tag Manager
Search for Tags

Project Tags (active & archived)

Contacts (searchable on active projects)

Entities (shown in Entities)

Add New Tags

Tag Name

Usage Count

Edit Tag

Delete Tag

Tags
Add new tag

Search tag

Remove tag from contact
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CONTACTS

Saved filters.
Build a query once, save it, run it any season. Combine 

with advanced filters for fine-grained matching.

Advanced filters
Match All or Any conditions

Select the information field

Criteria

Type condition

Delete condition

Add condition

Apply filter

Save Filter · Clear Filters — from the filter strip.
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CONTACTS · MERGE & FIX

Four matching modes.
Choose how aggressively Truss looks for duplicates — 

from strict identity match up to AI-enhanced fuzzy.

One Click Mode

Strict Matching

Loose Matching

AI-Enhanced Matching
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CONTACTS

Fix No Email contacts.
Sweep through every Contact missing an email and 

resolve them in one place.

Contact name

Pages

Add Email

Click to add or fix the contact
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CONTACTS

Actions.
You must select at least one contact before Actions populates.

Select contacts
Must select at least one contact

Click on Actions

Bulk Create Projects
Create projects from Checklist templates

Change Contact Owner

Schedule Message
Schedule an email to send to all selected contacts

Export Contacts to Excel
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CONTACTS

Two ways to add.
Either upload a CSV or create one Contact at a time. 

CSV is the fastest at the start of a season.

Click to Import CSV

Download CSV Template
Include SSN, DOB, and email — these power matching

Entity type should also be selected

Create New Contact
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CONTACTS · NEW CONTACT

Twelve fields.
Capture identity, contact channels, and identifiers in one 

form.

Name

Email

Spouse

Ignore Duplicate Warning

Phone Number

Address

SSN / ITIN

DOB

Nickname

Filing Status

Client ID

Contact Notes
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CONTACTS

The contact profile.
Everything you know about a person, in one panel — 

info, files, activity, integrations.

Contact Information

Copy Client Portal Link

Invalidate all links

Delete Contact

Merge Contact

Edit Contact

Projects

Files

Activities

Integrations

Include archived projects

Linked Entities

Linked Projects
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PROFILE · CONTACT INFORMATION

The fields that matter.
Only the Primary phone and email are used. If a client has more than one email, make a second contact.

Full Name

Phone Numbers

Emails

Addresses

DOB

SSN / ITIN

Company

Job Title

Filing Status
Single

MFJ

MFS

Notes
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PROFILE · EXTRAS

Sharing and lifecycle.
Manage how the client gets in — and how cleanly they 

can be removed.

Copy Client Portal Link
Direct access for the client

Firm cannot view — everything lives in the Drive

Invalidate Link
Removes all access links previously sent

Delete Contact
Permanently removes the contact

There is no way to restore — delete carefully
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PROFILE · MERGE

Merging duplicates.
Three clicks to clean a duplicate. Use this whenever 

Merge & Fix flags something Truss is unsure about.

Click Merge this Contact

Search by email address

Select the correct email or contact
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PROFILE · EDIT

Editing a contact.
SSN/ITIN should always be added — it powers de-duplication and integrations.

Name

Email (primary only)

Spouse

Ignore Duplicate Warning

Phone Number

Address

SSN / ITIN

DOB

Nickname

Filing Status — MFS / MFJ / Single

Client ID

Notes

Always require OTP

Disallow Email Access Codes

Save
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PROFILE · PROJECTS TAB

Every project this contact touches.
By default you see active projects only. Toggle Include 

Archived to look across years.

Include Archived Projects
Only active projects show by default

Projects assigned to the contact
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PROFILE · FILES TAB

Every file across every project.
A flat view of every document this contact has uploaded 

— across every project they're part of.

File Name

Date Uploaded

Project Name

Search

Download

Delete
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PROFILE · ACTIVITIES TAB

The full conversation log.
Emails can be pulled in from your integrated email — reach out to support to turn this on.

All items on one screen

Emails only

Activity
What the client has marked complete

Comments
Comments between the firm and contact

Reminders
Reminders we have sent to the contact
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PROFILE · INTEGRATIONS TAB

Plays nicely with your stack.
Any integration the firm has connected shows up here 

on a per-contact basis.

Karbon

QuickBooks

Truss Prep
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PART 2 OF 3

Entities.
The location where projects live. Where year-over-year structure begins.
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STEP 1 · NAVIGATION

Click the Entities tab.
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ENTITIES

What are Entities in Truss?
ENTITY

The location where projects live.
An Entity is the organizational container that holds a client's projects, Drive 

structure, and portal visibility.

Projects are stored year over year

Drive folders are created and managed

Portal visibility is controlled

Documents are organized

Client history is maintained

Household Entity
Individual taxpayers, MFJ clients, families.

Examples: Smith Household · Johnson Family

Business Entity
Partnerships, S-Corps, C-Corps, trusts, estates, nonprofits.

Examples: ABC Consulting LLC · Smith Family Trust
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ENTITIES

What lives inside.
An Entity can contain:

Multiple projects

Drive folders

Uploaded documents

Prior year returns

Organizers

Workpapers

Shared portal files

This is what makes year-over-year client structure possible.

Why Entities matter
Keep projects organized year over year

Create the Truss Drive structure

Control what clients see in the portal

Improve document management

Support integrations like Karbon

Prevent duplicate or disconnected client records
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ENTITIES · BEST PRACTICES

Three rules to live by.
Every Contact should have a matching 
EntityEnsures syncing, Drive creation, portal organization

Use Household for personal 
clientsKarbon "Personal Organization" = Truss "Household" Entity

Avoid using 
"Other"Breaks syncing, creates duplicates, causes portal confusion

WORKED EXAMPLE

Smith Household.
Connected Contacts

John Smith

Jane Smith

Projects inside

2024 1040 Return

2025 Organizer

Estimated Payments

Prior Year Returns

Drive Structure

Tax Returns · Source Documents · Signed Forms
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REFERENCE

Every control on the Entities page.
Settings

Saved Filters

Merge and Fix

Search

Actions

Advanced Filters

Entity Type

Tags

Import

New Entity

Select Entity

Name

Client ID

Tags

Primary Contact

Entity Type

Projects in the Entity

Created on

Updated on
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ENTITIES · SETTINGS GEAR

Manage tags.
Same tag manager as Contacts — tags are firm-wide 

and shared across Contacts, Entities, and Projects.

Tag Manager
Search for Tags

Project Tags (active & archived)

Contacts

Entities

Add new tags · Edit · Delete · Usage count
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ENTITIES

Saved filters.
Identical to the Contacts experience — build once, 

save, run anytime.

Advanced filters
Match All or Any conditions

Select the information field

Criteria

Type condition

Delete · Add condition

Apply Filter
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ENTITIES · MERGE & FIX

Four matching modes.
Useful when migrating from another system, or after a 

CSV import.

One Click Mode

Strict Matching

Loose Matching

AI-Enhanced Matching
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ENTITIES · ACTIONS

Bulk moves.
Reach for these at the start of a season to spin up every 

project at once.

Select Entities

Click on Actions

Bulk Create Projects

Bulk Change Entity Types

Export list to Excel
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ENTITIES · FILTERING

Filter by Entity type.
Click on Entity Types

Filter by used entity types in Truss

Click Apply
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ENTITIES

Adding new entities.
Import CSV Template

Find it in the Contacts tab

Create a new entity manually

Fill out the client's information
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PART 3 OF 3

Drive.
The client's digital filing cabinet. Where documents live, and what the portal shows.
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STEP 1 · NAVIGATION

Click Drive at the top of Truss.
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DRIVE

What is the Truss Drive?
DRIVE

The client's digital filing cabinet.
The centralized document storage system connected to an Entity.

Uploaded client documents

Tax returns

Organizers

Signed forms

Workpapers

Shared files

Prior year documents

Why the Drive matters
Client portal visibility

Document organization

Year-over-year storage

Secure file sharing

Internal document management

The Drive determines what clients can and cannot see in their portal.
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DRIVE

Drive controls visibility.
If a document is not inside a client-visible folder, the client cannot see it in 

the portal.

Clients only see:

Folders marked visible to the client

Files shared through visible folders

Client-visible folders
Tax Returns

Source Documents

Signed Forms

Organizers

Internal-only folders
Workpapers

Review Notes

Internal Checklists

Draft Returns
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DRIVE · BEST PRACTICES

Four rules for clean drives.
1 · Use a standard folder structure

Staff locate files quickly

Client portals stay organized

Onboarding and training improve

2 · Use Drive templates
Reusable structures by entity type

By tax return type

By workflow need

3 · Confirm folder visibility
Verify folder is marked visible

Ensure correct files are inside

4 · Keep internal docs separate
Workpapers

Review notes

Internal checklists

Never inside client-visible folders.
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DRIVE

Drive templates.
Manage from Templates → Drive Folders

A consistent structure that scales from one 

client to a thousand.

From there, firms can
Create standard folder structures

Apply templates to entities

Update existing drives

Customize by entity type or year
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REFERENCE

Every control on the Drive page.
Files sent/printed to Truss

More on this later in the series

Settings

Upload files

New Folder

Templates

Recently viewed

Search Drive

Sort By

Client Visible
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DRIVE · SETTINGS

Restore deleted items.
Recently deleted files and folders aren't gone forever — 

open the gear to bring them back.

Click on the Gear

Recently Deleted files or folders

Search for folders or files

Search for specific items

Restore deleted items
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DRIVE

Upload new files.
Files land at the bottom of the Drive if you're not inside 

one. Drag to the right folder when needed.

Click on Upload Files

Select the item you're uploading

Locate the uploaded file
At the bottom of the Drive if you're not inside one

Drag and drop to the correct folder
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DRIVE

Create a new folder.
A four-step round trip — fast enough that it's worth 

doing it well.

Click on New Folder

Name the folder

Click the checkmark to save

Click Cancel to remove the folder
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DRIVE

Apply a template.
Open a client first — otherwise Truss creates a random standalone Drive folder.

Click on Templates

Select Template
Have a client open, or you'll make a stray folder
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DRIVE · OTHER

Quick navigation.
Recently Viewed items

Search bar

Sort by the name of the drives
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DRIVE

Pick what clients see.
Control visibility at the folder level — or down to 

individual documents.

Folder selected
All items in the folder will not be visible to the taxpayer

Documents selected
Specific items in the Drive you want visible to taxpayers
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SEE YOU NEXT TIME

Thank 
you.

Up next: Meet Max AI — your new 
sidekick.
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