e
Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

O Objective
To provide the Fiduciary with steps on how to add a Money Spent line
a item to an accounting.

® Audience

Se
H User: Fiduciary

Prerequisite
The Fiduciary has created a new accounting.

Instructions

1. Access the accounting that you would like to add a Money Spent line item

New Accounting

Would you like to create a new accounting?

Yes

Accountings
Pending Accountings v  #
9items » Sorted by Created Date » Filtered by all accountings - Status, Sub-Status, Created by Me o Updated a few

seconds ago Search this list... &~ | E- | C £ €Y
AccountingN... - Created Date L v FiduciaryUser v VAFiduci.. v VAFile.. “» NameofBene.. v StartD.. v EndDa.. v Status v
1 4/2/20206:18PM  FAST Fiduciary U. Columbia319  C-11111111  Derek Grey 4/1/2020 4/29/2020 Draft v
2 George Washingt...  4/2/20204:01PM  FAST Fiduciary U.. Columbia319  C-12345678 \(jlea(;i:gton 4/1/2020 4/29/2020 Draft v
3 Training Accounti...  4/1/2020 5:40 PM FAST Fiduciary U.. Columbia 319 C-00000000 Xcacig\iJnngting 4/27/2020 5/26/2020 Draft v
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

2. Click Add Line Items

Accounting Status

Next Step: Enter Accounting Items

select the applicable record from the lists.

accounting.

Create Draft Accounting Enter Accounting Items

Accounting

Derek Grey 2-1-2020 2-29-2020

Beneficiary Name VA Fiduciary Hub Start Date End Date
Derek Grey Columbia 319 2/1/2020 2/29/2020

ACCOUNTING SUMMARY EDIT LINE ITEMS

~ Information

To complete the draft of this Accounting, click *Add Line Items’ to enter Income, Expenses, and Assets for the period. To update an existing line item, navigate to the 'Edit Line Items’ tab and
Please note: if you wish to delete a line item, you must click the “Deactivate” checkbox within the line item record. The line item will still display, however it will not be included in your

Once you have entered all accounting line items and have balanced your accounting, click ‘Acknowledge’.

Acknowledge Accounting Submit Accounting

Add Line Items Adknowledge Submit

Total Funds Under Management Total Assets
$121.00 $0.00

Files (O) Add Files

Accounting Name VA File Number A, Upload Files
Derek Grey 2-1-2020 2-29-2020 C-987654321

Or drop files
VA Fiduciary Hub Start Date

3. Select Enter Money Spent

Enter Money Received
(®) Enter Money Spent
Enter Assets

Add Line Items

Please select the type of line item you would like to report.

Next

Le]
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4. Click Next

Add Line Items

Please select the type of line item you would like to report.

Enter Money Received .
@ Enter Money Spent
1 Enter Assets

5. Select Expense Type

Add Line Items

ng te
What type of expense are you reporting?

e FExpense Type \ W

lii Room and Board/Rent
Clothing
Entertainment
Personal Use
Dependent(s) Support
g Fiduciary Fee

\ Other
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

6. Click Next

Add Line Items

What type of expense are you reporting?

* Expense Type

lii Room and Board/Rent v

Previous

Note: For any line item added, rounding is not permitted and must be supported by transactions included
within the financial banking statements attached.

The next steps for recording an expense will differ based on the expense type. Go to the appropriate
steps based on the expense type selected:

= [f the user would like to add a line item for Room and Board/Rent click Scenario 1.
= If the user would like to add a line item for Clothing expense click Scenario 2.

= If the user would like to add a line item for Entertainment expense click Scenario 3.
= If the user would like to add a line item for Personal Use expense click Scenario 4.
= If the user would like to add a line item for Dependent(s) Support click Scenario 5.
= [f the user would like to add a line item for Fiduciary Fee click Scenario 6.

= If the user would like to add a line item for Other expenses click Scenario 7.
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

Scenario 1: Room and Board/Rent

1. Answer Question: What was the initial monthly expense amount?

Add Line Items

Room & Board/Rent

Note:
If the monthly amount changed within the accounting period, you will be asked to enter the initial
ng monthly amount and then the updated amount in the following screen. te)

Note: Roundingis not permitted and expense amounts must be supported by transactions included
g within the financial banking statements. W

*What was the initial monthly expense amount?

$1,000

* How many times was the monthly expense incurred?

'

' Previous Next E
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

2. Answer Question: How many times was the monthly expense incurred?

Add Line Items

Room & Board/Rent

Note:
If the monthly amount changed within the accounting period, you will be asked to enter the initial
§ monthly amount and then the updated amount in the following screen. tet

Note: Rounding is not permitted and expense amounts must be supported by transactions included
within the financial banking statements. wi

* What was the initial monthly expense amount?

$1.000

Lo

* How many times was the monthly expense incurred?

6

'

{ Previous Next EM
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

3. Answer Question: Did the monthly expense amount change within the accounting period?

i. If the monthly expense amount did change, complete the following steps: (If yes, see
below. If no, click no then click here)

1. Select Yes

Add Line Items

If the monthly amount changed within the accounting period, you will be asked to enter the initial A
monthly amount and then the updated amount in the following screen.

Note: Rounding is not permitted and expense amounts must be supported by transactions included
within the financial banking statements.

i “What was the initial monthly expense amount?

$1,000

*How many times was the monthly expense incurred?

6

* Did the monthly expense amount change within the accounting period?

No

'

{ Previous f
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid

Add a Money Spent Line Item

2. Click Next

Add Line Items

If the monthly amount changed within the accounting period, you will be asked to enter the initial A

monthly amount and then the updated amount in the following screen.

within the financial banking statements.

i *What was the initial monthly expense amount?

$1,000

*How many times was the monthly expense incurred?

6

* Did the monthly expense amount change within the accounting period?

@ Yes

No

Note: Rounding is not permitted and expense amounts must be supported by transactions included

'

Previous Next §
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3. Answer Question: What was the new monthly expense amount?

l L I

dd Line Items

Room & Board/Rent

*What was the new monthly expense amount?

$1.100

*How many times was the monthly expense amount incurred?

-
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Training Job Aid
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4. Answer Question: How many times was the monthly expense amount incurred?

[ e

Add Line Items

Room & Board/Rent

*What was the new monthly expense amount?

$1,100

How many times was the monthly expense amount incurred?

5. Click Next

[ e

Add Line Items

Room & Board/Rent

*What was the new monthly expense amount?

$1,100

*How many times was the monthly expense amount incurred?

6

Pension and Fiduciary
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

ii. If the monthly expense amount did not change, complete the following steps:

1. Select No

Add Line Items

If the monthly amount changed within the accounting period, you will be asked to enter the initial
monthly amount and then the updated amount in the following screen.

Note: Rounding is not permitted and expense amounts must be supported by transactions included
within the financial banking statements.

g *What was the initial monthly expense amount? te

$1,000

*How many times was the monthly expense incurred?

6

* Did the monthly expense amount change within the accounting period?
Yes

( Previous Next Em
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2. Click Next

Add Line Items

If the monthly amount changed within the accounting period, you will be asked to enter the initial A
monthly amount and then the updated amount in the following screen.

Note: Rounding is not permitted and expense amounts must be supported by transactions included
within the financial banking statements.

g *What was the initial monthly expense amount? te

$1,000

*How many times was the monthly expense incurred?

6

* Did the monthly expense amount change within the accounting period?
Yes

@No

'

( Previous Next N
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

4. Answer Question: Do you manage any additional expenses that you would like to report at this
time?

Add Line Items

g [
" Do you have any additional expenses that you would like to report at this time?

Yes
No

Next

i. If the Fiduciary has additional expenses to add, Select Yes, Click Next, and click
Scenario 8.

Add Line Items

‘Do iou have any additional expenses that you would like to report at this time?

No

U.S. Department
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Training Job Aid
Add a Money Spent Line Item

ii. If the Fiduciary does not have additional expenses to add, Select No, Click Next, and
click Scenario 9.

Add Line Items

1 [

" Do you have any additional expenses that you would like to report at this time?

Yes

@
Il
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Scenario 2: Clothing Expense Line Item

1. Answer Question: What was the total amount incurred for this expense during the accounting

period?
Add Line Items
Nné te
Clothing
e *What was the total amount incurred for this expense during the accounting period? b
lil $200
Previous
. o U.S. Department
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2. Click Next

Add Line Items

g te

Clothing

*What was the total amount incurred for this expense during the accounting period?

lil $200

Previous

3. Answer Question: Do you manage any additional expenses that you would like to report at this
time?

Add Line Items

g [
" Do you have any additional expenses that you would like to report at this time?

Yes
No

|
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i. If the Fiduciary has additional expenses to add, Select Yes, Click Next, and click
Scenario 8.

Add Line Items

* Do you have any additional expenses that you would like to report at this time?

No

ii. If the Fiduciary does not have additional expenses to add, Select No, Click Next, and
click Scenario 9.

Add Line Items

1 [

" Do you have any additional expenses that you would like to report at this time?

k

Yes

_

@&
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Scenario 3: Entertainment Expense Line Item

1. Answer Question: What was the total amount incurred for this expense during the accounting
period?

Add Line Items

ng te
Entertainment

*What was the total amount incurred for this expense during the accounting period? N
il $200
Previous
Pensi Fiduci U.S. Department
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Training Job Aid
Add a Money Spent Line Item

2. Click Next

Add Line Items

ng e
Entertainment

*What was the total amount incurred for this expense during the accounting period?

il $200

Previous

3. Answer Question: Do you manage any additional expenses that you would like to report at this
time?

Add Line Items

i [
" Do you have any additional expenses that you would like to report at this time?

Yes
No

|
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

i. If the Fiduciary has additional expenses to add, Select Yes, Click Next, and click
Scenario 8.

Add Line Items

* Do you have any additional expenses that you would like to report at this time?

No

ii. If the Fiduciary does not have additional expenses to add, Select No, Click Next, and
click Scenario 9.

Add Line Items

1 [

" Do you have any additional expenses that you would like to report at this time?

k

Yes

_

@&
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

Scenario 4: Personal Use Expense Line Item

1. Answer Question: What was the initial monthly expense amount?

Add Line Items

Personal Use

Note:
If the monthly amount changed within the accounting period, you will be asked to enter the initial
§ monthly amount and then the updated amount in the following screen. £q

Note: Rounding is not permitted and expense amounts must be supported by transactions included
within the financial banking statements. \

What was the initial monthly expense amount?

$45

* How many times was the monthly expense incurred?

'

{ Previous E
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

2. Answer Question: How many times was the monthly expense incurred?

Add Line Items

Personal Use

Note:
If the monthly amount changed within the accounting period, you will be asked to enter the initial
4 monthly amount and then the updated amount in the following screen. [q

Note: Rounding is not permitted and expense amounts must be supported by transactions included
within the financial banking statements. V]

*What was the initial monthly expense amount?

$45

How many times was the monthly expense incurred?

6

'

| Previous Next El
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3. Answer Question: Did the monthly expense amount change within the accounting period?

i. If the monthly expense amount did change, complete the following steps: (If yes, see
below. If no, click no then click here)

1. Select Yes

Add Line Items

If the monthly amount changed within the accounting period, you will be asked to enter the initial A
monthly amount and then the updated amount in the following screen.

Note: Rounding is not permitted and expense amounts must be supported by transactions included
within the financial banking statements.

“What was the initial monthly expense amount?

$45

il *How many times was the monthly expense incurred?

6

“Did the monthly expense amount change?

No

'

{ Previous £l
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2. Click Next

Add Line Items

If the monthly amount changed within the accounting period, you will be asked to enter the initial A
monthly amount and then the updated amount in the following screen.

Note: Rounding is not permitted and expense amounts must be supported by transactions included
within the financial banking statements.

“What was the initial monthly expense amount?

$45

il *How many times was the monthly expense incurred?

6

“Did the monthly expense amount change?

@ Yes

No

'

{ Previous ’
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3. Answer Question: What was the new monthly expense amount?

| A |

dd Line Items

Personal Use
[

*What was the new monthly expense amount?

* How many times was the monthly expense amount incurred?

-
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4. Answer Question: How many times was the monthly expense amount incurred?

[ e

dd Line Items

Personal Use

*What was the new monthly expense amount?

$50

* Ay times was the monthly expense amoumn ?
6

-
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ii. If the monthly expense amount did not change, complete the following steps:

1. Select No

Add Line Items

If the monthly amount changed within the accounting period, you will be asked to enter the initial A
monthly amount and then the updated amount in the following screen.

Note: Rounding is not permitted and expense amounts must be supported by transactions included
within the financial banking statements.

“What was the initial monthly expense amount?

$45

il *How many times was the monthly expense incurred?

6

* Did the monthly expense amount change?

Yes

'

{ Previous E
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2. Click Next

Add Line Items

If the monthly amount changed within the accounting period, you will be asked to enter the initial A~
monthly amount and then the updated amount in the following screen.

Note: Rounding is not permitted and expense amounts must be supported by transactions included
within the financial banking statements.

“What was the initial monthly expense amount?

$45

il *How many times was the monthly expense incurred?

6

* Did the monthly expense amount change?

Yes

@No

'

{ Previous '

U.S. Department
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4. Answer Question: Do you manage any additional expenses that you would like to report at this

time?

i. If the Fiduciary has additional expenses to add, Select Yes, Click Next, and click

Scenario 8.

Add Line Items

" Do you have any additional expenses that you would like to report at this time?
(®) Yes

No

nC

@&

ii. If the Fiduciary does not have additional expenses to add, Select No, Click Next, and

click Scenario 9.

Add Line Iltems

* Do you have any additional expenses that you would like to report at this time?

Pension and Fiduciary
Last Updated: April 2020
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Fiduciary Accountings Submission Tool (FAST)
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Add a Money Spent Line Item
Scenario 5: Dependent(s) Support Line Iltem

1. Answer Question: What was the initial monthly expense amount?

Add Line Items

| Dependent(s) Support

Note:

If the monthly amount changed within the accounting period, you will be asked to enter the initial monthly
amount and then the updated amount in the following screen.

Note: Rounding is not permitted and expense amounts must be supported by transactions included within the
financial banking statements.

*What was the initial monthly expensta

$600

*How many times was the monthly expense incurred?

12
hC
~ * Did the monthly expense amount change?
® Yes
A Mo
D A
V
C Previous
First Name of Beneficiary End Date

U.S. Department
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2. Answer Question: How many times was the monthly expense incurred?

Add Line Items

| Dependent(s) Support

Note:
If the monthly amount changed within the accounting period, you will be asked to enter the initial monthly
amount and then the updated amount in the following screen.

Note: Rounding is not permitted and expense amounts must be supported by transactions included within the
financial banking statements.

*What was the initial monthly expense amount?

$600

*How many times was the monthly exp®gse incurred?

hC
v * Did the monthly expense amount change?
® Yes
s No
D b
A
ad Previous
First Name of Beneficiary End Date
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Training Job Aid
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3. Answer Question: Did the monthly expense amount change within the accounting period?

iii. If the monthly expense amount did change, complete the following steps: (If yes, see
below. If no, click no then click next)

1. Select Yes

Add Line Items

| Dependent(s) Support

Note:

If the monthly amount changed within the accounting period, you will be asked to enter the initial monthly
amount and then the updated amount in the following screen.

Note: Rounding is not permitted and expense amounts must be supported by transactions included within the
financial banking statements.

*What was the initial monthly expense amount?

$600

*How many times was the monthly expense incurred?

12
hC
v * Did the moMghly expense amount change?
@ ‘Yes
A
U
C
b4
A
a Previous
First Name of Beneficiary End Date
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2. Click Next

Add Line Items

1 Dependent(s) Support

Note:
If the monthly amount changed within the accounting period, you will be asked to enter the initial monthly
amount and then the updated amount in the following screen.

Note: Rounding is not permitted and expense amounts must be supported by transactions included within the
financial banking statements.

*What was the initial monthly expense amount?

$600

*How many times was the monthly expense incurred?

12
pC
~ “ Did the monthly expense amount change?
® Yes
A Mo
D]
-
A
d Previous
First Name of Beneficiary End Date
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Add a Money Spent Line Item

3. Answer Question: What was the new monthly expense amount?

Dependent(s) Support

*What was the new monthly expense adgount?

*How many times was the monthly expense amount incurred?

Add Line Items

(=

1

-

[

Accounting Name
Derek Grey 4-1-2020 4-29-2020

VATFIlE NUmper
C-11111111
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4. Answer Question: How many times was the monthly expense amount incurred?

Add Line Items

Dependent(s) Support

*What was the new monthly expense amount?

$800

*How many times was the mofghly expense amount incurred?

! |

-

~
[Accounting Name VA File Number

Derek Grey 4-1-2020 4-29-2020 C11111111
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5. Click Next

Add Line Items

Dependent(s) Support

*What was the new monthly expense amount?

$800

*How many times was the monthly expense amount incurred?

ﬂ |
-
:
Accounting Name VA File NUMber
Derek Grey 4-1-2020 4-29-2020 C-11111111

U.S. Department

Pension and Fiduciary of Veterans Affairs

Last Updated: April 2020

Page | 36



Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
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ii. If the monthly expense amount did not change, complete the following steps:

1. Select No

Add Line Items

| Dependent(s) Support

Note:

If the monthly amount changed within the accounting period, you will be asked to enter the initial monthly
amount and then the updated amount in the following screen.

Note: Rounding is not permitted and expense amounts must be supported by transactions included within the
financial banking statements.

*What was the initial monthly expense amount?

$600

* How many times was the monthly expense incurred?

13
oYt
~ * Did the monthly expense amount change?
A
o
-
Y
d Previous
First Name of Beneficiary End Date

[ L A SOy seve ey
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2. Click Next

Add Line Items

1 Dependent(s) Support
Note:
If the monthly amount changed within the accounting period. you will be asked to enter the initial monthly

amount and then the updated amount in the following screen.

Mote: Rounding is not permitted and expense amounts must be supported by transactions included within the
financial banking statements.

*What was the initial monthly expense amount?

$600

* How many times was the monthly expense incurred?

14
AC
~ * Did the monthly expense amount change?
Yes
A ® No
C
-
v
a Previous
First Name of Beneficiary End Date

4. Answer Question: Do you manage any additional expenses that you would like to report at this
time?

i. If the Fiduciary has additional expenses to add, Select Yes, Click Next, and click
Scenario 8.

Add Line Items

“ Do you have any additional expenses that you would like to report at this time?

No

U.S. Department
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

ii. If the Fiduciary does not have additional expenses to add, Select No, Click Next, and
click Scenario 9.

Add Line Items

“ Do you have any additional expenses that you would like to report at this time?

U.S. Department
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Fiduciary Accountings Submission Tool (FAST)
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Scenario 6: Fiduciary Fee Line Item

1. Answer Question: What was the total fiduciary fee you charged during the accounting period?

TO COIMPTELE UTE OTalt O LS ACCOUTTHNE, TR AUU LITTE TTEIE [0 EITteT MTCOIE, CXPETSES, alu ASSELs 10T UTE PETToU. 10 Upuare

é

| Add Line Items

Fiduciary Fee

Note: By law, VA cannot authorize a fiduciary fee greater than four percent of the beneficiary’s monthly VA benefits. The
amount charged during this accounting period also cannot exceed the fee percentage authorized to you inwriting. If a fee
greater than the authorized amount was taken, you will be required to provide proof of reimbursement to the beneficiary
prior to your accounting submission.

Rounding is not permitted and deposit amounts must be supported by transactions included within the financial
banking stat

“What was the total fiduciary fee you charged during the acdunting period?

I *What was theT bl Futnorized by the VA?

- 1 ]

[\ Previous

(o N
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

2. Answer Question: What was the fiduciary fee percentage authorized by the VA? By law, VA
cannot authorize a fiduciary fee greater than four percent of the beneficiary’s monthly VA
benefits. The amount charged during this accounting period also cannot exceed the fee
percentage authorized to you in writing. If a fee greater than the authorized amount was taken,
the Fiduciary will be required to provide proof of reimbursement to the beneficiary prior to your
accounting submission.

| Add Line ltems

Fiduciary Fee

Note: By law, VA cannot authorize a fiduciary fee greater than four percent of the beneficiary’s monthly VA benefits. The
amount charged during this accounting period also cannot exceed the fee percentage authorized to you in writing. If afee
greater than the authorized amount was taken, you will be required to provide proof of reimbursement to the beneficiary
prior to your accounting submission.

Rounding is not permitted and deposit amounts must be supported by transactions included within the financial
banking statements

*What was the total fiduciary fee you charged during the accounting period?

$50

*What was the fiduciary fee percentage authorized by tge VA?

-

( ) |

A
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

3. Click Next

| Add Line Items

Fiduciary Fee

Note: By law, VA cannot authorize a fiduciary fee greater than four percent of the beneficiary’s monthly VA benefits. The
amount charged during this accounting period also cannot exceed the fee percentage authorized to you in writing. If a fee
greater than the authorized amount was taken, you will be required to provide proof of reimbursement to the beneficiary
prior to your accounting submission.

Rounding is not permitted and deposit amounts must be supported by transactions included within the financial
banking statements

*What was the total fiduciary fee you charged during the accounting period?

$50

*What was the fiduciary fee percentage authorized by the VA?

-

[

A

C

[\ Previous
| - S

4. Answer Question: Do you manage any additional expenses that you would like to report at this
time?

i. If the Fiduciary has additional expenses to add, Select Yes, Click Next, and click
Scenario 8.

Add Line Items

“ Do you have any additional expenses that you would like to report at this time?

NO
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

ii. If the Fiduciary does not have additional expenses to add, Select No, Click Next, and
click Scenario 9

Add Line Items

“ Do you have any additional expenses that you would like to report at this time?

Scenario 7: Other Expense Line Iltem

1. Answer Question: What type of expense was incurred?

Please note: if you wish to delete a line item, you must click the “Deactivate” checkbox within the line item record. The line

[ L L] — P S-S, W e} SRy

{ Add Line Items

Other Expense

Note: Rounding is not permitted and deposit amounts must be supported by transactions included within the
financial banking statements.

© What type of expense was incurred?

Expense Type

OL incurred for this expense during the accounting period?

$400
-
[
Previous
A
Derek Grey 4-1-2020 4-29-2020 C-11111111
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

2. Answer Question: What was the total amount incurred for this expense during the accounting
period?

Please note: if you wish to delete a line item, you must click the “Deactivate” checkbox within the line item record. The line

[ e AT T b T PR -, W Ry S R

{ Add Line Iltems

Other Expense

Note: Rounding is not permitted and deposit amounts must be supported by transactions included withinthe
financial banking statements.

* What type of expense was incurred?

Expense Type

fhat was the total amount rred for this expense during the accounting period?

-
[
Previous
A
Derek Grey 4-1-2020 4-29-2020 C-11111111
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

3. Click Next

Please note: if you wish to delete a line item, you must click the “Deactivate” checkbox within the line item record. The line

[ L R e e I O S ) P

{ Add Line Items

Other Expense

Note: Rounding is not permitted and deposit amounts must be supported by transactions included within the
financial banking statements.

* What type of expense was incurred?

Expense Type

*What was the total amount incurred for this expense during the accounting period?

$400
-
[
Previous
A
Derek Grey 4-1-2020 4-2%-2020 Cc-11111111

4. Answer Question: Do you manage any additional expenses that you would like to report at this
time?

i. If the Fiduciary has additional expenses to add, Select Yes, Click Next, and click
Scenario 8.

Add Line Items

“ Do you have any additional expenses that you would like to report at this time?

No
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

ii. If the Fiduciary does not have additional expenses to add, Select No, Click Next, and
click Scenario 9.

Add Line Iltems

“ Do you have any additional expenses that you would like to report at this time?
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

Scenario 8: Additional Expenses

1. Select Expense Type

Add Line Items

ng te
What type of expense are you reporting?

e éxpense Type \ Y

H Room and Board/Rent
Clothing
Entertainment
Personal Use
Dependent(s) Support
. Fiduciary Fee

K Other

2. Click Next

Add Line Items

N te
What type of expense are you reporting?

i * Expense Type W

lii Room and Board/Rent v

B ;
Previous
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add a Money Spent Line Item

Note: For any line item added, rounding is not permitted and must be supported by transactions included
within the financial banking statements attached.

The next steps for recording an expense will differ based on the expense type. Go to the appropriate
steps based on the expense type selected:

= [f the user would like to add a line item for Room and Board/Rent click Scenario 1.
= If the user would like to add a line item for Clothing expense click Scenario 2.

= If the user would like to add a line item for Entertainment expense click Scenario 3.
= |f the user would like to add a line item for Personal Use expense click Scenario 4.
= If the user would like to add a line item for Dependent(s) Support click Scenario 5.
= [f the user would like to add a line item for Fiduciary Fee click Scenario 6.

= If the user would like to add a line item for Other expenses click Scenario 7.

Scenario 9: No Additional Expenses

1. Answer Question: What would you like to do next? From here, the Fiduciary may either add
additional line items (Money Received or Assets) or return to the Accounting Form.

Add Line Items

hat would you like to do next?

Return to Accounting Form
Enter Money Received T
Enter Money Spent $(

Enter Assets

Previous

VA File Number [ | 2
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid

Add a Money Spent Line Item

Add Line Items

2ms
What would you like to do next?

Return to Accounting Form

Fic Enter Money Received Tl
Lir Enter Money Spent $
Enter Assets
11
Previou@
VA File Number T | 2

If the user would like to add a line item for Money Received reference Add a Money Received Line Item
Job Aid. If the user would like to add a line item for Assets reference Add an Asset Line ltem Job Aid.

Outcome

The Fiduciary will have added Money Spent line items to the accounting.
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