
TRUSS TRIBE LIVE SERIES

EPISODE 02 · SETTINGS

Settings. Part Two.
Power moves and pro tips for templates, scheduled messages, file sharing, 

payments, and everything else hiding in the settings menu.

LIVE WEBINAR
Hosted by the Truss Team



TRUSS TRIBE LIVE SERIES · FULL SCHEDULE

All ten sessions. Pick your favourites.

🌟 Settings: Build Your Foundation Part 1 ⚙ Settings: Power Moves & Pro Tips Part 2 — today TODAY

🧩 Contacts, Entities & Drive The Truss backbone REGISTER → 🤖 Meet Max AI Your new sidekick REGISTER →

🚀 New Client Intake & Recurring Tasks REGISTER → 📂 Organizers, Reimagined REGISTER →

📑 Workpapers Made Simple REGISTER → 📦 Assembly & Delivery REGISTER →

💡 Client Experience Next-level experience REGISTER → 🔐 File Sharing & E-Signatures REGISTER →
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WHAT WE'LL COVER

Agenda

01 Question of the day 02 Live Series overview 03 Templates

04 Upload Scanned PDF 05 Scheduled Messages 06 Forms

07 File Shares 08 Client Invites 09 Contact Support

10 Manage & Update Payments
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SECTION ONE

Templates.
Checklist, Email, Engagement Letter, Worksheet, Drive Folder, Return Task — the reusable 

building blocks behind every project.



TEMPLATES · GETTING THERE

Navigating to Templates

1 Click on your name
Top-right of any Truss screen opens your account menu.

2 Select Templates
Opens the templates panel beside the account menu.

3 Pick a template type
Checklists, Emails, Engagement Letters, Worksheets, Drive Folders, Return Tasks.

05 / 36



TEMPLATES · CHECKLISTS

Checklist Templates

1 Click a template name to edit
Open and update tasks, ordering, and titles.

2 Delete a checklist
Removes the template from the library.

3 Duplicate a checklist
Spin up a variant without rebuilding from scratch.

4 Create new checklist
Start a fresh template from a blank canvas.
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TEMPLATES · CHECKLISTS

Create a Checklist Template

1 Name your checklist
Use a name that reads cleanly in the project picker.

2 Add new tasks
Each task can be reordered and reused across projects.

3 Save
Template is immediately available to attach to projects.
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TEMPLATES · EMAILS

Email Templates

1 Click a template name
Edit the subject, body, and merge fields.

2 Delete
Removes the template from the library.

3 Add new template
Start a fresh email from scratch.
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TEMPLATES · EMAILS

Editing an Email Template

1 Name the email template

2 Review how to use merge fields
Personalise with client, project, and firm fields.

3 Compose the email body

4 Set as default for client invites
Auto-applied whenever a new client is invited.

5 Set defaults for File Share & K-1 File Share

6 Set as default for Assembly client summaries

7 Save
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TEMPLATES · ENGAGEMENT LETTERS

Engagement Letter Templates

1 Click a template name
Edit the letter body and signing requirements.

2 Duplicate template

3 Delete template

4 Create new template
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TEMPLATES · ENGAGEMENT LETTERS

Editing an Engagement Letter

1 Name the template

2 Require both Taxpayer & Spouse to sign?
Check when joint signatures are required.

3 Auto-attach on "Upload Organizers"
Adds this letter to every project created via that flow.

4 Write the template body

5 Add Yes / No questions
Capture client confirmations alongside the signature.

6 Save
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TEMPLATES · WORKSHEETS

Worksheet Templates

1 Click a template name to edit

2 Duplicate template

3 Create new template
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TEMPLATES · WORKSHEETS

Editing a Worksheet

1 Duplicate worksheet
Fast-fork an existing structure.

2 Itemization rows
Define the line items collected from the client.

3 Previous-year data
Surface last year's figures for reference.

4 Current-year columns
The fields the client completes this season.
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TEMPLATES · DRIVE FOLDERS

Drive Folder Templates

1 Click a name to view or edit

2 Update existing Drive folders
Push structural changes to projects already in flight.

3 Delete template

4 Edit template

5 Add new Drive folder template
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TEMPLATES · DRIVE FOLDERS

Editing a Drive Folder Template

1 Template name

2 Add folder structure
Nest folders as deep as you need.

3 Set as default by entity type
1040, business, trust / estate — match the structure to the return.

4 Create Drive folder template (save)
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TEMPLATES · RETURN TASKS

Return Task Templates

1 Template name

2 Delete

3 Create new template
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TEMPLATES · RETURN TASKS

Editing a Return Task Template

1 Name the template

2 Review placeholder usage
How merge fields drop into AI-generated prompts.

3 Read prompt overview
Understand how prompts steer Max AI's output.

4 Write your AI prompts

5 Select task types
Payment Due · Refund · Estimate

6 Save
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SECTION TWO

Upload Scanned 
PDFs.
Bring batches of paper organizers and scans into Truss in one drag-and-drop.



UPLOAD SCANNED PDF

Uploading Scanned PDFs

1 Read the instructions first
Cover-page rules matter — get them right before you 
start.

2 Drag-and-drop or browse
Upload completed scanned PDFs in bulk.

3 Track each upload
Name, status, uploaded-on, project link, details.

4 Download PDF cover pages in-project
Print the pre-filled cover sheets when you need 
them.
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SECTION THREE

Scheduled 
Messages.
Plan your sends. Truss handles the cadence, the daily caps, and the weekend rules.



SCHEDULED MESSAGES

Your Scheduled Messages

1 Scheduled emails queue
See everything queued to send, when, and to whom.

2 Delete schedule

3 Edit schedule

4 Reporting
Send rates, open rates, delivery status.
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SCHEDULED MESSAGES

Editing a Scheduled Send

1 Edit project

2 Choose a date

3 Sending as — email or text

4 E-signature only

5 Subject & insert template

6 Insert project link

7 Save

HELPFUL TO KNOW

Default cap: 250 sends / day — can be raised to 500.
• Truss auto-splits sends across days.
• Weekend & text-message sending are opt-in.
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SECTION FOUR

Forms.
Questionnaires and intake forms — private to a project, or public via shareable URL.



FORMS

Forms: Private vs Public

1 Questionnaire library
All your reusable client questionnaires.

2 Automations
Wire form completion to next-step actions.

3 Private vs Public
Private forms travel inside a project. Public forms 
have their own URL.

4 View responses
See what's come back, by client and project.
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FORMS

Form Responses

1 Search bar
Find a response by client, project, or date.

2 Client name

3 Project

4 Date completed
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SECTION FIVE

File Shares.
Encrypted links, MFA, expiring access, and a separate K-1 hub. Built in, not bolted on.



FILE SHARES

Sharing Files Securely

1 File name, shared-by, dates, recipient, 
MFA
Every share, every detail, at a glance.

2 Actions: reset expiration, add / remove 
files
Stay in control after the link goes out.

3 Security settings & copy share link

4 Change emails & resend
Invalidates the previous link.

5 Delete share
Revokes access immediately.

6 Share a file
Kick off a new secure share from anywhere.
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FILE SHARES · K-1

K-1 File Shares

1 File name & search
Filter by partnership, entity, or recipient.

2 Shared by · date · files · recipient · MFA

3 Reset expirations & add / remove files

4 Security · copy link

5 Change & resend email

6 Invalidate link · delete
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+ bonus

BONUS

Client Invites.
Track every invite — by entity type, by status, by who opened what.



CLIENT INVITES

Tracking Client Invites

1 Search bar & invite-type filter
1040 · Business · Trust / Estate · Clear filters.

2 Sent to · sent as · sent on · subject

3 Status
Sent · Opened · Project created.

4 Actions
View email sent · delete.
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+ bonus

BONUS

Manage 
Payments.
Invoices, payments received, balance, and Stripe — one ledger for the whole firm.



MANAGE PAYMENTS · INVOICES

Invoices

1 Invoice search
By name, project, or recurring task.

2 Amount · status · payment method
Paid · Unpaid · Pending.

3 Project · received-on · due-on

4 Mark as paid (manual)
Card · Bank account · Check · Other.

5 Export
All · Paid & pending · Unpaid.
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MANAGE PAYMENTS · RECEIVED

Payments Received

1 Amount paid

2 Email used & date received

3 Status & payment method

4 Export
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MANAGE PAYMENTS · BALANCE

Balance & Details

1 Balance of received payments
Your running total at a glance.

2 See payment details
Drill into any transaction for full context.
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MANAGE PAYMENTS · ACCOUNT

Stripe & Account Settings

1 Click on Account
Opens your payments-account configuration.

2 Log in to Stripe
Manage payouts, dispute, refunds in Stripe directly.

3 Send cancelled-payment report
Stay on top of failed and cancelled charges.
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TRUSS TRIBE LIVE SERIES · SETTINGS: PART TWO

Thanks 
for 
joining 
us.

If you have questions, don't hesitate to reach out — we're always happy to help.

Until next time, we wish you all the best.

— The Truss team


