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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Attach a File

0 Objective
To provide the Fiduciary with steps on how to attach necessary files and
Q documentation to supplement an accounting.

Audience

Qe
’d User: Fiduciary

Prerequisite

The Fiduciary has created a new accounting.
Instructions

There are three different methods to achieve the same goal of adding a file. All methods are outlined
below:

Method 1 — Add Files

Method 2 — Upload Files

Method 3 — Drop Files
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Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Attach a File
Method 1: Add Files

1. Click on Manage Accountings on FAST Homepage

HOME  ACCOUNTINGS KNOWLEDGECENTER  CONTACT
I —

WELCOME TO THE FIDUCIARY ACCOUNTINGS SUBMISSION TOOL, FAST FIDUCIARY USER!

MANAGE ACCOUNTINGS KNOWLEDGE CENTER CONTACTUS

2. Select the accounting to add a file

Accountings
Al v #»
is li || E~ 4 >
|4 items # Sorted by Accounting Name e Filtered by all accountings « Updated a few seconds ago Search this list... o == c s cv
Accounting Name T ~  FiduciaryUser ~ VAFile... ~ VAFiduc... v Beneficiary Name “ StartD... ™ EndDa... ™ Status v
1 Derek Grey 2-1-2020 2-29-2020  FAST Fiduciary User C-987654321 Columbia319 Derek Grey 2/1/2020 2/29/2020 Draft v
L . smoke 327 smoke .
2 smoke 327 smoke 327 10-16-20...  FAST Fiduciary User  C-32732732 Columbia 319 327 10/16/20...  10/16/20...  Under Review v
_ L . smoke 327 smoke Approved - Docs
& smoke 327 smoke 327 8-15-201... JST Fiduciary User C-32732732 Columbia 319 8/15/2019 1/1/2021 v
327 Needed

4 Taylor Smith 11-3-2019 3-30-2... FAST Fiduciary User C-123456789 Columbia 319 Taylor Smith 11/3/2019 3/30/2020 Draft v
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3. Click Add File

Accounting

smoke 327 smoke 327 8-15-2019 1-1-2021

Beneficiary Name VA Fiduciary Hub Start Date End Date Total Funds Under Management Total Assets
smoke 327 smoke 327 Columbia 319 8/15/2019 1/1/2021 $92.00 $92.00

CCOUNTING SUMMARY  EDIT LINE ITEMS

Files (1)
v Information

FEP_acknowled...

Accounting Name VAFile Number T Mar 27,2020 ...

smoke 327 smoke 327 8-15-2019 1-1-2021 C-32732732

VA Fiduciary Hub Start Date View All

Columbia 31% 8/15/2019

First Name of Veteran End Date GUIDANCE FOR SUCCESS

smoke 327 1/1/2021

Middle Name of Veteran Total Estate at Beginning of Period Helpful Tips

$0.00 ® Collect all detailed financial institution records for all of

the beneficiary's accounts you managed during the

Last Name of Veteran Total Funds Under Management entire accounting period to support the transactions

smoke 327 $92.00 noted on this accounting. Note: accounting periods may

First Name of Beneficiary not match up with your banking statement start/end
date. Make sure the financial institution records

smoke 327

account for all days within the accounting period. For
Last Name of Beneficiary example, if your accounting start date begins on January

smoke 327 1st and ends on December 31st, please include the
Status records that show a starting balance on January 1st and
Approved - Docs Needed an ending balance on December 31st to account for the
full accounting period.
o oot allcbocl ot ool
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4. Click Upload File

Select Files

Q Search Files...

l Owned by Me
DI

You don't have any files here. Try a different filter, or upload a file.

Shared with Me
Recent W
0
1-2i Following
Related Files
S
ai
yl
il
ac
Wi
re|
0 of 10 files selected Cancel -

A

1st and ends on
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Training Job Aid
Attach a File

5. Select File(s) to upload from Fiduciary’s PC

6. Click Done
[T LTNE TTEMS
(1 Files (1)
Upload Files |
wid
09
2 Click Save.png
30KB
1 of 1 file uploaded @ |
Total Estate at Beginning of Period) Helpful Tips

Method 2: Upload Files

1. Click on Manage Accountings on FAST Homepage

HOME  ACCOUNTINGS KNOWLEDGE CENTER ~ CONTACT

KNOWLEDGE CENTER
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2. Select the accounting to add a file

New Accounting

‘Would you like to create a new accounting?

Yes

Accountings
Pending Accountings v |#
4items o Sorted by Created Date e Filtered by all accountings - Status, Sub-Status, Created by Me o Updated a few

Search this list...
seconds ago

CreatedDate T v AccountingNa... v FiduciaryUser v VAFidu... v VAFile.. v BeneficiaryNa.. v Start.. v End.. v Status v
1 3/27/2020345PM  smoke327smoke... FASTFiduciaryUser Columbia3.. C-32732732 ;’;;’ke 827smoke g0, 1/1/2001 ﬁzz;‘xd ~Docs
2 3/31/202011:58 ...  Taylor Smith 11-3-..  FAST Fiduciary User ~ Columbia3...  C-123456789 Taylor Smith 11/3/20..  3/30/20..  Draft v
3 3/31/202012:16 ... Derek Grey 2-1-2...  FAST FiduciaryUser  Columbia3.. C-987654321 Derek Grey 2/1/2020 2/29/20...  Draft v
4 3/31/20201:16 PM  LisaBrown 3-24-2...  FAST Fiduciary User Columbia3... C-11111111 Lisa Brown 3/24/20...  3/31/20.. Draft v

3. Click Upload File

Create Draft Accounting Enter Accounting Items Acknowledge Accounting Submit Accounting

Accounting ) )
Lisa Brown 3-24-2020 3-31-2021 Add Line Items Acknowledge Submit
Beneficiary Name VA Fiduciary Hub Start Date End Date Total Funds Under Management Total Assets
LisaBrown Columbia 319 3/24/2020 3/31/2021 $12.00 $0.00

ACCOUNTING SUMMARY  EDIT LINE ITEMS .
Files (0) Add Files

v Information

Accounting Name VA File Number 2, Upload Files
Lisa Brown 3-24-2020 3-31-2021 C-11111111
VA Fiduciary Hub Start Date
Columbia 319 3/24/2020
First Name of Beneficiary End Date GUIDANCE FOR SUCCESS
Lisa 3/31/2021
Last Name of Beneficiary Total Estate at Beginning of Period Helpful Tips
 Collect all detailed financial institution records for all of
Brown $12.00

the beneficiary's accounts you managed during the
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Attach a File

4. Select File(s) to upload from Fiduciary’s PC

5. Click Done
[T LTNE TTEMS
(1 Files (1)
Upload Files |
wid
09
2 Click Save.png
30KB
1 of 1 file uploaded @ |
Total Estate at Beginning of Period) Helpful Tips

Method 3: Drop Files

1. Click on Manage Accountings

HOME  ACCOUNTINGS KNOWLEDGECENTER  CONTACT

KNOWLEDGE CENTER

=
(=
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Last Updated: April 2020

U.S. Department
of Veterans Affairs
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Attach a File

2. Select the accounting to add a file

Accountings

Al v #
o = » >
|4 items  Sorted by Accounting Name o Filtered by all accountings » Updated a few seconds ago Search this list... - = ¢ < cYv
Accounting Name T ~  FiduciaryUser ~ VAFile... % VAFiduc... ¥ Beneficiary Name “ StartD... ™ EndDa... ™ Status ~

1 Derek Grey 2-1-2020 2-29-2020 FAST Fiduciary User C-987654321 Columbia319 Derek Grey 2/1/2020 2/29/2020 Draft v
. R smoke 327 smoke .

2 smoke 327 smoke 327 10-16-20...  FAST Fiduciary User C-32732732 Columbia 319 327 10/16/20...  10/16/20...  Under Review v
L R smoke 327 smoke Approved - Docs

3 smok: smoke 327 JST Fiduciary User C-32732732 Columbia 319 8/15/2019 1/1/2021 v

327 Needed
4 Taylor Smith 11-3-2019 3-30-2.. FAST Fiduciary User C-123456789 Columbia 319 Taylor Smith 11/3/2019 3/30/2020 Draft v

3. Locate the file you would like to attach on the Fiduciary’s PC

M =  Folder — O X
Home Share View ol
&« v » This PC » Documents » Folder v U Search Folder R
[] Name Date modified Type Sizy
7 Quick access
@ Attached File.docx 3/31/2020 12:09 PM Microsoft Word Doc...
> W This PC
¥ Network
r Man
G
H
< >
litem  1item selected 11.4 KB ===
Pens 4 Fiduci U.S. Department
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ension a uciary of Veterans Affairs
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Training Job Aid
Attach a File

Fiduciary Accountings Submission Tool (FAST)

4. Left Click and Hold the file you like to attach then Drag and Drop into File(s) section to

upload from Fiduciary’s PC

<

1item 1item selected 11.4 KB
r 1e o1 veteran

/] © = |Folder - O X
Home  Share  View 0'
« v > This PC > Documents > Folder ~ U | Search Folder p

O Name Date modified Type Siz!
5t Quick access
[ Attached File.docx 3/31/2020 12:09 PM Microsoft Word Doc...
> =This PC
¥ Network

r Management

Submit Accounting

Add Line Items Acknowledge Submit

Total Assets
$0.00

Add Files

GUIDANCE FOR SUCCESS

Helpful Tips
 Collect all detailed financial institution records for all of
the beneficiary's accounts you managed during the
entire accounting period to support the transactions >

5. Click Done

[T LTNE TTEMS

2
30KB

1 of 1file uploaded

Click Save.png

Upload Files

Total Estate at Beginning of Period(}

I Files (1)

-4

Helpful Tips

PP | P | PR B |

Note: Attached files must reflect all accounting line items. Attached files can include the following: bank
statements, receipts, financial records, certificates of deposit, and other relevant documents.

If the Fiduciary is court-appointed, court certification documentation is required and must be attached.

If a Fiduciary fee is recorded in the accounting, documentation of the fiduciary fee must be attached.

Pension and Fiduciary
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Training Job Aid
Attach a File

When files are attached to an accounting, there is the option to delete the file from the accounting.
However, once an accounting has been submitted, attached files may not be deleted from the
accounting.

Outcome

The Fiduciary has successfully uploaded a file to supplement an accounting.
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