Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Add an Asset Line ltem

a Objective
To provide the Fiduciary with steps on how to add an Asset line item to an
a accounting

Audience

Qe
’d User: Fiduciary

Prerequisite

The Fiduciary has created a new accounting.
Instructions

1. Select the accounting that the Fiduciary would like to add an Asset Line
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2. Click Add Line Items

Accounting Status

Next Step: Enter Accounting Items

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 select
the applicable record from the lists.

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 accounting.

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

Create Draft Accounting Enter Accounting Items Acknowledge Accounting Submit Accounting

Accounting . B
George Washington 4-1-2020 4-29-2020 AddLineltems |_Jcknowledge | Submit

Name of Beneficiary VA Fiduciary Hub Start Date End Date Total Funds Under Management Total Assets
George Washington Columbia 319 4/1/2020 4/29/2020 $0.00 $0.00

ACCOUNTING SUMMARY _ EDIT LINE ITEMS

3. Select Enter Assets

—“12_0_ A0 _ _Ma_____0a_ _ 2 _ M P —_AAA___a2_E__ a0 _ ____*_ 1 ™“™_ . _A_a_ _ . __ T _a'_ __ 0% __%M™a____ ___2__
e g

Add Line Items

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

Enter Money Spent

H Enter Money Received

-}
2
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4. Click Next

—12_0_ A 00 2 _ _Me_____0a_ _ 2 _ N —_AA___a2_r£__al _ ____2_ 1 Tr_ . _A_a_ _ . __t_ar_ __01:__a____ ___2__
e g

Add Line Items

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

Enter Money Spent
® Enter Assets

I @ =

5. Select Type of Asset

! Enter Money Received

hting, click 'Add Line Items' to enter Income, Expenses, and Assets for the period. To update an existing line item, navigate to

line Add Line Items will

ng lii

*What type of asset are you reporting?

ting Total Amount of Checking Account(s) i

Total Amount of Savings Account(s)
Total Amount of Certificate(s) of Deposit
Savings Bonds

Other
Previous Next
e F T AAAAN T AR ARAN T AQULIneETtems
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Training Job Aid
Add an Asset Line ltem

6. Click Next

ting, click ‘Add Line Items' to enter Income, Expenses, and Assets for the period. To update an existing line item, navigate

he Add Line Items w
z lil

*What type of asset are you reporting?

[ Total Amount of Checking Account(s) v J 1

Previous

NN A e Tate Ta W ANsTo Wi TateTal [TTTAOOLTImeEItenm

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

The next steps for recording an asset will differ based on the asset type. Go to the appropriate
steps based on the asset type selected:
= |f the user would like to add a line item for Total Amount of Checking Account(s) click Scenario
1.
= If the user would like to add a line item for Total Amount of Savings Account(s) click Scenario
2.
= If the user would like to add a line item for Total Amount of Certificate(s) of Deposit click
Scenario 3.
= [f the user would like to add a line item for Savings Bonds click Scenario 4.
= If the user would like to add a line item for Other assets click Scenario 5.
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Fiduciary Accountings Submission Tool (FAST)
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Scenario 1: Total Amount of Checking Account(s) Line Items

1. Answer Question: What was the ending balance of this asset for this accounting period?

i Add Line Items B

li Checking Account(s)

Note: Rounding is not permitted and balance must be supported by financial banking statements.

*What was the ending balance of this asset for this accounting period?

$12,000

\r =
Previous

s s 11 Chom ol TS o [l n O N o T | ha s
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2. Click Next
né Add Line Items B
e W
li Checking Account(s)
Note: Rounding is not permitted and balance must be supported by financial banking statements.
|
*What was the ending balance of this asset for this accounting period?
$12,000
hr 21
Previous |
Pens Fiduc U.S. Department
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3. Answer Question: Do you manage any additional Assets that you would like to report at this time?

ng, click 'Add Line Items' to enter Income, Expenses, and Assets for the period. To update an existing line item, navigate t

Add Line Items

e wil
lii

" Do you manage any additional Assets that you would like to report at this time?

Yes S
No

N&=1-ZUZU 4=29=-2U2ZU S -1 |

i. Ifthe Fiduciary has additional assets to add, Select Yes, Click Next, and click Scenario 6.

hg, click 'Add Line Items' to enter Income, Expenses, and Assets for the period. To update an existing line item, navigatq

Add Line Items

O
=

" Do you manage any additional Assets that you would like to report at this time?

No

N G=1=-Z20Z20 §=29-2020
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ii. Ifthe Fiduciary does not have additional assets to add, Select No, Click Next, and click

Scenario 7.

ng, click 'Add Line ltems' to enter Income, Expenses, and Assets for the period. To update an existing line item, navigats

Add Line Items

" Do you manage any additional Assets that you would like to report at this time?

E Yes

.
. &

IN&=1=ZUZU §=29=-2ZUZU
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Scenario 2: Total Amount of Savings Account(s) Line Items

1. Answer Question: What was the ending balance of this asset for this accounting period?

i Add Line Items b

Savings Account(s)

Note: Rounding is not permitted and balance must be supported by financial banking statements.

*What was the ending balance of this asset for this accounting period?

$12.000

=1
=

n
Previous
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2. Click Next

i Add Line Items e

li Savings Account(s)

Note: Rounding is not permitted and balance must be supported by financial banking statements.

*What was the ending balance of this asset for this accounting period?

$12,000

=1
El

n
Previous |
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3. Answer Question: Do you have any additional Assets that you would like to report at this time?

ng, click 'Add Line Items' to enter Income, Expenses, and Assets for the period. To update an existing line item, navigate t

Add Line Items

e wil
lii

" Do you manage any additional Assets that you would like to report at this time?

Yes S
No

N&=1-ZUZU 4=29=-2U2ZU S -1 |

i. Ifthe Fiduciary has additional assets to add, Select Yes, Click Next, and click Scenario 6.

hg, click 'Add Line Items' to enter Income, Expenses, and Assets for the period. To update an existing line item, navigatq

Add Line Items

O
=

" Do you manage any additional Assets that you would like to report at this time?

No

N G=1=-Z20Z20 §=29-2020
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ii. Ifthe Fiduciary does not have additional assets to add, Select No, Click Next, and click

Scenario 7.

ng, click 'Add Line ltems' to enter Income, Expenses, and Assets for the period. To update an existing line item, navigats

Add Line Items

" Do you manage any additional Assets that you would like to report at this time?

E Yes

.
. &

IN&=1=ZUZU §=29=-2ZUZU
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Scenario 3: Total Amount of Certificate(s) of Deposit Line Items

1. Answer Question: What was the ending balance of this asset for this accounting period?

K Add Line Items e

L

Certificate(s) of Deposit

Note: Rounding is not permitted and balance must be supported by financial banking statements.

*What was the ending balance of this asset for this accounting period?

$12,000

r 21l
Previous |
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2. Click Next

K Add Line Items 9

14
=

i Certificate(s) of Deposit

Note: Rounding is not permitted and balance must be supported by financial banking statements.

*What was the ending balance of this asset for this accounting period?

$12,000

Previous

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

ng, click 'Add Line Items' to enter Income, Expenses, and Assets for the period. To update an existing line item, navigate t

Add Line Items

e wil
lil

" Do you manage any additional Assets that you would like to report at this time?

Yes s
No

N&=1-ZUZU 4=29=-2U2ZU S -1 |
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i. Ifthe Fiduciary has additional assets to add, Select Yes, Click Next, and click Scenario 6.

hg, click 'Add Line Items' to enter Income, Expenses, and Assets for the period. To update an existing line item, navigatg

Add Line Items

O
=

" Do you manage any additional Assets that you would like to report at this time?

No

N &=1=Z2U02Z2U &=729=-Z2UZU —

ii. Ifthe Fiduciary does not have additional assets to add, Select No, Click Next, and click
Scenario 7.

ng, click 'Add Line ltems' to enter Income, Expenses, and Assets for the period. To update an existing line item, navigats

Add Line Items
lil

" Do you manage any additional Assets that you would like to report at this time?

E Yes

N G=T1=ZUZ0U §=29=-2Z0ZU ————
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid

Add an Asset Line ltem

Scenario 4: Savings Bonds Line Items

1. Enter Serial Number of the savings bonds. A savings bond'’s serial number is a unique number
for a savings bond. The serial number can be found on the lower right corner of the Fiduciary’s
savings bond. The serial number will be a series of 9-10 characters followed by either |, E, or EE

depending on the type of savings bond.

JVVLLLJOL WLINTLTY LU TALT

Add Line Items

N Savings Bonds

purchase, and purchase price.
lii
Note: Rounding is not permitted.

" Serial Number

123456789E

" Date of Purchase

*Purchase Price

Fic
ur

el Instructions: For each savings bond under ownership, please enter the serial number, date of "

[¢]

i:

Previous
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2. Enter Date of Purchase of the savings bonds

Add Line Items
AN
g . te
Savings Bonds
- Instructions: For each savings bond under ownership, please enter the serial number, date of W
purchase, and purchase price.
lil
Note: Rounding is not permitted.
" Serial Number
123456789E
" Date of Purchase
Apr 1,2020 =]
*Purchase Price
r en
Zi( b
bir
Previous
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3. Enter Purchase Price

Add Line Items

B Savings Bonds

L

purchase, and purchase price.
lil
Note: Rounding is not permitted.

a " Serial Number
123456789E

" Date of Purchase

Apr 1,2020

*Purchase Price

$500

Instructions: For each savings bond under ownership, please enter the serial number, date of W

a8t

'

Previous
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4. Click Next

Add Line Items

s te

Savings Bonds

14

Instructions: For each savings bond under ownership, please enter the serial number, date of wl
purchase, and purchase price.

lii
Note: Rounding is not permitted.

" Serial Number
123456789E

" Date of Purchase

Apr 1,2020

“Purchase Price

$500

ur
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5. Answer Question: Do you have additional Savings Bonds to report at this time?

TS IO 7O T TUCT TS T ST ITe T Moo TG, CARCT DTS, i oI C o TOT UNTe POl ToO, TU ORPUTTe ol T CATI TS TG TOCTT T, TV iSaty

Add Line Items

™
=

" Do you have additional Savings Bonds to report at this time?

H Yes
No

FEE——— |

N g=1=707005=/9=-7/0070)

i. If the Fiduciary does have additional savings bonds to report, Select Yes, Click Next, and
click Scenario 4.

T, CITCR AUU LITTE TLETTS TU ETICET IMCUITTE, TAPETINES, diTU ASSTLS TUT UNTE PTTTOU. TU UPUdLE diIT EXISLUITE TS TLETTT, TTavigdly

3 Add Line Items |

"Do iou have additional Savings Bonds to report at this time?

No

N4=1-ZUZU 4=29=-ZUZU
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ii. If the Fiduciary does not have additional savings bonds to report, Select No and Click Next.

NE, CIICK A LINe TTems™ TO ENteT INCOME, EXPENSES, and ASSETS TOT TNE PETTOd. TO UPdate an eXISTINg e TTeEm, Navigate

Add Line Items

he w
B lil

" Do you have additional Savings Bonds to report at this time?

Yes

Ly s 1 ZL Y ryN s FAS | 211 1

6. Answer Question: Do you have any additional Assets that you would like to report at this time?

ng, click 'Add Line Items' to enter Income, Expenses, and Assets for the period. To update an existing line item, navigate t

Add Line Items

e wil
lii

" Do you manage any additional Assets that you would like to report at this time?

Yes S
No

N&=1-ZUZU 4=29=-2U2ZU Y 1
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ii. If the Fiduciary has additional assets to add, Select Yes, Click Next, and click Scenario 6.

hg, click 'Add Line Items' to enter Income, Expenses, and Assets for the period. To update an existing line item, navigatg

Add Line Items

O
=

" Do you manage any additional Assets that you would like to report at this time?

No

N &=1=Z2U02Z2U &=729=-Z2UZU —

iv. If the Fiduciary does not have additional assets to add, Select No, Click Next, and click
Scenario 7.

ng, click 'Add Line ltems' to enter Income, Expenses, and Assets for the period. To update an existing line item, navigats

Add Line Items
lil

" Do you manage any additional Assets that you would like to report at this time?

E Yes

N G=T1=ZUZ0U §=29=-2Z0ZU ————
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Scenario 5: Other Asset Line Iltems

1. Answer Question: What is the asset you are reporting?

Note: The Fiduciary will type in the asset into a text field

Add Line Items

g [

Other Assets

o

: Instructions: List outstanding checks or other issues that impact the total assets.
il

Note: Rounding is not permitted.

* What is the asset you are reporting?

Asset Type| / X

*What was the ending balance of this asset for this accounting period?

i .
Previous Next
r
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2. Answer Question: What was the ending balance of this asset for this accounting period?

Note: The Fiduciary will type in the ending balance into a text field

Add Line Items

g te

Other Assets
: W
_ Instructions: List outstanding checks or other issues that impact the total assets.
il

Note: Rounding is not permitted.
! * What is the asset you are reporting?

Asset Type
Mbalance of this asset form\
\[ 300 / X ‘
- =
it Previous
I
Pens 4 Fiduci U.S. Department
ension and Fiauciary of Veterans Affairs
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3. Click Next

Add Line Items
n§ te

Other Assets

Instructions: List outstanding checks or other issues that impact the total assets.
lii

Note: Rounding is not permitted.

H * What is the asset you are reporting?

Asset Type

*What was the ending balance of this asset for this accounting period?

$300

" Previous Next
Lir

U.S. Department
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4. Answer Question: Do you have any additional Assets that you would like to report at this time?

ng, click 'Add Line Items' to enter Income, Expenses, and Assets for the period. To update an existing line item, navigate t

Add Line Items

e wil
lii

" Do you manage any additional Assets that you would like to report at this time?

Yes S
No

N&=1-ZUZU 4=29=-2U2ZU S -1 |

i. Ifthe Fiduciary has additional assets to add, Select Yes, Click Next, and click Scenario 6.

hg, click 'Add Line Items' to enter Income, Expenses, and Assets for the period. To update an existing line item, navigatq

Add Line Items

O
=

" Do you manage any additional Assets that you would like to report at this time?

No

N G=1=-Z20Z20 §=29-2020
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ii. Ifthe Fiduciary does not have additional assets to add, Select No, Click Next, and click
Scenario 7.

ng, click 'Add Line ltems' to enter Income, Expenses, and Assets for the period. To update an existing line item, navigats

Add Line Items
lil

" Do you manage any additional Assets that you would like to report at this time?

E Yes

ING=1=ZUZ0U 4=29=-2Z0UZU T

Scenario 6: Additional Assets to Report

1. Select Type of Asset

hting, click 'Add Line Items' to enter Income, Expenses, and Assets for the period. To update an existing line item, navigate to

line Add Line Items will

ng lii

*What type of asset are you reporting?

ting Total Amount of Checking Account(s) Su

Total Amount of Savings Account(s)
Total Amount of Certificate(s) of Deposit
Savings Bonds

Other
Previous Next
e F T AAAAN T AR ARAN T AQULIneETtems
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2. Click Next

ting, click ‘Add Line Items' to enter Income, Expenses, and Assets for the period. To update an existing line item, navigate

he Add Line Items w
z lil

*What type of asset are you reporting?

[ Total Amount of Checking Account(s) v J 1
Previous

NN A e Tate Ta W ANsTo Wi TateTal [TTTAOOLTImeEItenm

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

The next steps for recording an asset will differ based on the asset type. Go to the appropriate
steps based on the asset type selected:
= |f the user would like to add a line item for Total Amount of Checking Account(s) click Scenario
1.
= If the user would like to add a line item for Total Amount of Savings Account(s) click Scenario
2.
= If the user would like to add a line item for Total Amount of Certificate(s) of Deposit click
Scenario 3.
= [f the user would like to add a line item for Savings Bonds click Scenario 4.
= If the user would like to add a line item for Other assets click Scenario 5.
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Scenario 7: No Additional Assets to Report

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

ng [d

Add Line Items

What would you like to do next?
Return to Accounting Form
Enter Money Received
Enter Money Spent

Enter Assets

Previous 8
18 L
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2. Click Next

ng [e

Add Line Items

What would you like to do next?

Return to Accounting Form

Enter Money Received
Enter Money Spent
Enter Assets
Previous &
1) .
Outcome

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