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

 

 

Audience 
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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Method 1: Add Files 
1. Click on Manage Accountings on FAST Homepage 

 

2. Select the accounting to add a file  
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3. Click Add File  
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4. Click Upload File 
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5. Select File(s) to upload from Fiduciary’s PC  

6. Click Done  

 

Method 2: Upload Files 
1. Click on Manage Accountings on FAST Homepage 
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2. Select the accounting to add a file  

 

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

5. Click Done  

 

Method 3: Drop Files 
1. Click on Manage Accountings 
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2. Select the accounting to add a file  

 

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

 

5. Click Done  

 

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.  
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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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