Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Create and Submit a Fiduciary Fund Usage Review

a Objective
To provide the Fiduciary with steps on how to create and submit a
a Fiduciary Fund Usage Review.

Audience

Se
'd User: Fiduciary

Prerequisite

Fiduciary received a Fund Usage Due Letter.

Instructions

1. Tolog into FAST please enter the Access VA website

You can only access FAST under the following categories:
e | am a Family Member
e |am a VA Business Partner
e |am a VA Employee or Authorized Contractor

U.S. Department

of Veterans Affairs

AccessVA Securing your Access to VA

AccessVA Home | About AccessVA | Contact Us

Welcome to AccessVA. A solution for accessing VA's online services.
Click your category to see available applications you can sign in with:

I am a Veteran

1 am a Family Member

| am a Service Member

1 am a VA Business Partner

1 am a VA Employee or Authorized Contractor
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2. Click the FAST button.

Welcome to AccessVA. A solution for accessing VA's online services.

Click your category to see available applications you can sign in with

— Map |

.09 Annie

2

- Map - =
Clinical Genetic Dementia
Testing Care
IRIS e Map )
Inquiry Reuting & Mental Health
Information System Checkup

_ Direct Upload

3. Click on the ID.me button then click Accept.

AccessVA Home | About AccessVA | Contact Us

Fiduciary

FA T Accountings
Submission

Tool

Choose a secure VA Partner to sign into Fiduciary Accountings Submission Tool (FAST):
Don't have one? Register for a Sign-In Partner or Learn More

Sign in with
ID.me

1D.7¢

Select another
VA website

Secure Login Redirect

are beIng 54Nt 10 3 JECUNE WEDD;
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4. Enter your email and password. Then click Sign in to ID.me, this will allow you to access FAST.

ID.me +

Signin to ID.me

New to ID.me?
Create an ID.me account

Email

Password

Sign in to ID.me
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5. Once logged into FAST, click on Fiduciary Fund Usage Review on the FAST Homepage.

HOME  ACCOUNTINGS  POTENTIAL FIDUCIARY APPLICATIONS  KNOWLEDGE CENTER  CONTACT

WELCOME TO THE FIDUCIARY ACCOUNTINGS SUBMISSION TOOL

ACCOUNTING POTENTIAL FIDUCIARY APPLICAT FIDMLUAC LARY LD LISAGE REVIEW

6. Select Yes under the prompt: Would you like to create a new fiduciary fund usage review? Then,
click Next.

FAST Mew Fid Fund Usage Review

Would you like to create a new fiduciary fund usage review?
. Ves

Fiduciary Fund Llsage Reviews

Pending Fiduciary Fund Usage Review v ¥ Meow: | iy
O iteme « Sarted by Fiduclary Fund Usage Review Maine « Filbered by My fiduciary fund usage reviews - Status « e = = =
Updated afew s=conds ago Search this list... B = & F e T
Fiduciary Fund... T ~ Status “  Created Date ~ | WAFiduciaryHub ~  VAFileNumber ~ LastMNameofVet.. *~ First NameofVe..
Pensi d Fiduci U.S. Department
ensions an laucia f Aff .
ry of Veterans Affairs
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7. The Fiduciary will now be prompted to enter a series of data fields. At any time, the Fiduciary may
click Previous to go back to a previous question. All required data fields are denoted by an
asterisk. Once fields are complete click Next.

o Enter the applicable Veteran’s First Name

o Enter the applicable Veteran’s Middle Name (if applicable). Veteran’s middle name is
not a required field.

o Enter the applicable Veteran’s Last Name

o Enter the applicable Beneficiary’s First Name
o Enter the applicable Beneficiary’s Last Name
o Enter the applicable Fiduciary Hub

o Enter the VA File Number. The VA file number is an 8- or 9-digit number (This number
may be found in your VA correspondence).

Please see image below for reference

FAST New Fid Fund Usage Review

" Please enter the First Name of the applicable Veteran.

4_ Veteran First Name

Please enter the Middle Name of the applicable Veteran (optional).

" Please enter the Last Name of the applicable Veteran. | Vete ran LaSt Name

—

" Please enter the First Name of the applicable Beneficiary.

]  Beneficiary First Name

" Please enter the Last Name of the applicable Beneficiary.

<_I— Beneficiary Last Name |
" Please select the applicable Fiduciary Hub.

Select Station From List

” Please enter the VA File Number FIdUCIary HUb
L VA File Number I
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8. Fillin the Start and End Date for the review period fields and click Next.

Please note: The start date will be the beginning date of the 1st bank statement and the end date
will be the ending date of the 3rd bank statement.

FAST Mew Fid Fund Usage Review

Please anter the Starting and ending dates for this review period

Startirg Date (Forman: MAMDDYYYY or MMM D, YYYY)

| [

Ending Date [Format: MMTDAYYY or MMM D, YYYY)

9. Click the Finish button.

FAST New Fid Fund Usage Review
Fiduciary Fund Usage Review Created

Click 'Finish' to create a new Draft Fiduclary Fund Usage Review, Once caompleted, please select the name from the list below to update and submit the record,

Fiduciary Fund Usage Reviews

i i i i New Printable View
Pending Fiduciary Fund Usage Review » e rintable View
Qitems » Sarted by Fiduciary Fund Usags Review Name » Filtzred by My fiduciary fund usage reviews - Status »
ar m o e
Updated 4 minutes ago Search this list 0 - .| | 2 ¢ Y
Fiduciary Fund ... T~ Status w  Created Date “ | WAFiduciary Hub ~  WAFileNumber v LastMNameofVet.. v First Nameof Ve.. ~

10. In the Pending list view click on the name of your Fiduciary Fund Usage Review.

Fiduciary Fund Usage Reviews . .
Pending Fiduciary Fund Usage Review v ¥ MNew | PrintableView
E:g;:z;:ser}fsd:l:iu:;w Fund Usage Review Name # Filtered by My fiduciary fund usage reviews - Status « Search this list.. % - = e ’ e v
Fiduciary Fund Usage Revie... T | Status ' | Created Date “ | VAFiduciary Hub * VAFile Number * LastName... » | First Name... v/
1 Demo 3-3-2020 5-3-2020 Draft 5/19/2021 9:55 AM Columbia 319 123456789 Demo Training R4

U.S. Department

Pensions and Fiduciary of Veterans Affairs

Last Updated: June 2021

Page | 6



Fiduciary Accountings Submission Tool (FAST)

Training Job Aid
Create and Submit a Fiduciary Fund Usage Review

11. Once in the Fiduciary Fund Usage Review record, click the Upload Files button to upload
supporting documents (i.e financial statements, receipts, invoices, etc.)

Fiduciary Fund Usage Review )
Demo 3-3-2020 5-3-2020 Acknowledzement Submit
~ General Request Information Notes & Attach... (0)  UploadFiles
Fiduciary Fund Usage Review Name First Mame of Veteran
Demo 3-3-2020 5-3-2020 Training &, Upload Files
MName of Fiduciary Middle Name of Veteran
Lil John John Qrdrop files
VA Fiduciary Hub Last Mame of Veteran
Columbia 319 Demo
Starting Date VA File Number
3/3/2020 123456789
Ending Date First Name of Beneficiary
5/3/2020 Demo
Signature of the Fiduciary Last Name of Beneficiary
Training
Submitted Date Status
5/1%/2021 Draft
Rejection Reason Revisions Requested

12. Select any documents you want to upload and click Open.

en
Op *
< Training M... » Sample Documents v earch Sample Documents
Training M Sample D 4] Search Sample D
Organize = MNew folder = @ @ Y

= Documer# * MName Date modified Type
External @ Financial Statement 021 10:23 AM Microsoft Word D...
=] Pictures @ Financial Statement 1 021 10:23 AM Microsoft Word D...
ILT-Training @ Financial Statement 3 021 3:04 PM Microsoft Word D...
Internal @ Invoice 1 021 10:24 AM Microsoft Word D...
Logo @ Invoice 2 021 10:24 AM Microsoft Word D...
Training M @ Invoice 4 021 10:24 AM Microsoft Word D...

raining Ma
@ receipts 2 021 10:33 AM Microsoft Word D...
& Creative Clou @ receipts 05/19/2021 10:33 AM Microsoft Word D...
[ This PC
J 3D Objects
[ Desktop
I e e 2 < >
File name: || v| | Afiles v
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13. Once the files are uploaded click the Done button.

Upload Files

Financial Statement 1.docx
13 KB

k3 o

Financial Statement 2.docx
13KB

o

Financial Statement 3.docx

3 of 3files uploaded

13KB

°
[=]

14. Once files are uploaded and the necessary fields are completed, click the Acknowledgement
button located at the top right of the screen.

Fiduciary Fund Usage Review

Demo 3-3-2020 5-3-2020

v General Request Information

Fiduciary Fund Usage Review Name

Dema 3-3-2020 5-3-2020

Name of Fiduciary
Lil John John

VA Fiduciary Hub
Columbia 319

Starting Date
3/3/2020

Ending Date
5/3/2020

Signature of the Fiduciary

Submitted Date
5/19/2021

Rejection Reason

—_—

Notes & Attach... (6+)

First Mame of Veteran

" receipts
Training PR May 19,2021 ..
Middle Name of Veteran .

Invoice 4
Ll May 19,2021 =

Last Mame of Veteran Invoice 1
Demo el May 19,2021 ..

VA File Number
123456789

First Mame of Beneficiary
Demo

Last Mame of Beneficiary
Training

Status
Draft

Revisions Requested

Acknowledgement Submit

Upload Files

receipts 2

e May 19,2021 »...
Invoice 2

[ May 19,2021 =
Financial State...

(el May 19,2021 =

View Al

Pensions and Fiduciary
Last Updated: June 2021
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15. Review the contact information and enter your mailing address, then click Next.

Review

5-3-2020 o

Acknowledgement
orm Attaq
= Contact Info

Please confirm your contact information. Ensure your Address information is filled out correctly. If <L ©
any changes are required, please update accordingly.

* First Mame

Demao

" Last Mame
Training
~ Email

Test.email@gmail.com

* Phone Mumber

(123) 456-7890

* address (all fields below must be completed)
Country

16. In the Acknowledgement of Attached Documents section, mark the checkboxes to

acknowledge you've uploaded the required documents, then click Next. Then in the Legal
Acknowledgements mark the checkboxes after reviewing to the statements, then click Next.

Acknowledgement

T G TG OO T T g GO T TR g T TS T STy Cu T G T T

O STy T T E eI

statements must be unaltered, photocopied or, computer-generated bank statements from all
) financial institutions containing funds that you manage. If you are providing a computer-
e;‘é generated financial statement, please note the documents must include the institution’s internet

A
address. The statements must include detailed account transactions for the three-month period.
Please use the checklist below to confirm that all required documents have been
uploaded.

rm
Failure to upload all required documents will result in the delay of the fiduciary fund usage
review and may result in the disapproval of the review.
&

Note: A VA Representative may contact you for additional documents during the review.
+ | Financial statements covering the three-month period prior to the letter date

«| Copies of cancelled checks

/| Copies of receipts or invoices for large purchases that do not occur on a regular basis

| Copy of the letter received

PrEViDUS m
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17. Once the Acknowledgements section is complete, click the Submit button

Fiduciary Fund Usage Review R )
Demo 3-3-2020 5-3-2020 Acknowledgement Submit
I
~ General Request Information Notes & Attach... (6+) = UploadFiles
Fiduciary Fund Usage Review Name First Name of Veteran receipts receints 2
Demo 3-3-2020 5-3-2020 Training Mizy 19, 2021 = Mzy 19,2021 =
Mame of Fiduciary Middle Mame of Veteran Invoice 4 Invoice 2
Lil John John May 19, 2021 = May 19, 2021 =
WA Fiduciary Hub Last Mame of Veteran Invoice 1 Financial State.
Columbia 319 Demo May 19,2021 =_. May 19, 2021 =
Starting Date WA File Mumber
3/3/2020 123456789 View Al
Ending Date First Mame of Beneficiary
5/3/2020 Demo
Signature of the Fiduciary Last Mame of Beneficiary
Training

18. Within the submission screen input your signature and comments if any. Then click Save.

G5  POTENTIALFIDUCIARY APPLICATIONS KNOWLEDGE CENTER  CONTACT

Usage Revie .
3-1-2021 Submit Acknowledgement
* Signature of the Fiduciary * Submitted Date
bst Inform Fiduclary Aguilera 32372021 o Attachm... (1) ]
R T— Additional Remarks =
17-2021 Please Review this Fid Fund Usage Review. How

S‘EUE
—

87865445

First Name of Beneficiary
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19. Once the Fiduciary Fund Usage Review has been submitted, the status will update to
“Submitted”

Fiduciary Fund Usage Review

Demo 3-3-2020 5-3-2020

~ General Request Information Notes & Attach... (6+)  UploadFiles
Fiduciary Fund Usage Review Name First Mame of Vieteran Financial State. Financial State.
al State... al State...
Dema 3-3-2020 5-3-2020 Training May 15,2021 »... May 19,2021 =
Name of Fiduciary Middle Mame of Veteran Financial State Invoice 4
al State... voice
Lil John John May 19,2021 o May 19,2021 o
Starting Date Last Mame of Veteran Invoice 1 Invoica 2
p v voice
3/3/2020 Demo May 19,2021 e oy 19,2021 =
Ending Date WA File Mumber
5/3/2020 123456789 View Al
VA Fiduciary Hub First Mame of Beneficiary
Columbia 312 Demo
Signature of the Fiduciary Last MName of Beneficiary
Ly Training

Submitted Date Status
5/19/2021 Submitted

20. A notification email will be sent infoming you of your submission.

Sandbox: DEPT OF VA - FAST Fiduciary Fund Usage Review Received
o VANOReply@va.gov 3 Reply & Reply All —» Forward
Wed 05/19/2021 11:29 AN

Thank you for using the Department of Veterans Affairs Fiduciary Accountings Submission Tool (FAST). We have received your fund usage review, and our
fiduciary staff will review your documents soon.

You can check the status of your fund usage review on FAST at https://gec02.safelinks.protection.outlook.comy/ Purl=http33 A2 F %2 Peavw. my.va.govié
2FFASTRamp;data=04%7C01%7C%7Ccbafd3204d8b4083e1ab08d91adad417%7Ce95f1b2 3abafd5ee831dbTab251ab3bi2e7 CO%FCO%TC637570349448135643%
FCUnknown%7CTWFpbGZsb3d8eylWljoiMCAwWLAWMDAILCIOljoiV2 IuMzIILCIBTilGIk] haWwiL CIXVCIEMnDe3 D%
7C10008amp;sdata=a95USnSNsS Tws|fGPhuvbgBph%2 BA0S2BOGXCI InFYGKrn %2 B0%3ID&amp;reserved=0.

if you have questions or need assistance you can call us at 1-888-407-0144. If you use a Telecommunications Device for the Deaf (TDD), the number is 1-800-829-
4833,

You can also send electronic inguiries through the Internet at https://gcc02.safelinks.protection.outlook.comy ?url=https%3A%2F%2Firis.va.govi
2F&amp;data=04%7C01%7CH%7Cch4fd3804d8b4083e1ab0Bd91adad417% 7Ce95f1b23abaf45ee821db7ab251ab3bfH%7C0%TCO%TCE3T5 703494481 35643%
7CUnknown®%7CTWFpbGZsb3d8eyIWljoiMCAwLiAwMDAILCIQljoiVv2 IuMzliLCIBTil6Ik1 haWwil CIXVCIEMnD%3 D%
7C10008.amp;sdata=A0NME2XS0| DEAtIeIJXEWptTs 2vs|8juqWzHjZE7 QKoAN3 DEamp;reserved=0.

sincerely yours,

RO Director
VA Regional Office

***PLEASE DO NOT REPLY TO THIS MESSAGE BY EMAIL. This is a system generated correspondence from the Department of Veterans Affairs - Fiduciary
Accountings Submission Tool (FAST) web-based application.***
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Outcome

The Fiduciary will have completed the submission of a Fiduciary Fund Usage Review
and it will be sent to a Legal Instrument Examiner (LIE) for review.
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