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UPLOADING MISUSE
CALULATION TOOL TO VBMS
Job Aid
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Misuse Calculation

This job aid was created to provide instructions for how to capture misuse
calculations and upload to VBMS.

Reference Description

e The final misuse amount must be determined by using

FPM the Misuse Calculation tool currently authorized by P&F

I1.3.A.4.d. Service. This tool is used to calculate VA and other
misuse amounts to include both the remaining FUM and
the misuse amount.

e Specified financial information and associated

Amount calculations from the Misuse Calculation tool must be

uploaded to the beneficiary’s eFolder.

Calculating
the Misuse

Capturing misuse calculation for upload to VBMS

Open the Misuse Calculator and Instructions from the letter repository. Add misuse data
and perform calculation in tool. Follow the steps below to save the calculations as a PDF.

1. Select Enable Content, if applicable.

AutoSave (@ o) [2 Misuse Calculation Tool ~ £ Search (Alt+Q) -
File Home Insert Draw Page Layout Formulas Data Rewview Wiew Help Acrobat
[ Lfb Lot IS Sans Serif o A A A = =[=] # -~ | [EwWrep it General = =] @ Bad
@ Copy ~ =
Paste G — e e Conditional Format as | [Calculation 3
B 7T U ~ |G~ | < A = = = = 3= [ 2 -0 <0 oo Calculation I [ I
~  <¥ Format Painter o - Elerge Sl Ener % P62 T e ([ e S | |
Clipboard m Font = Alignme = MNumber = Styles
::!: SECURITY WARNING Application add-ins have been disablell. Enable Content
’J: BLOCKED CONTENT  Trusted document settings have chandled, not all content in this file is alldved to run. Review your Trust Center settings or contact your T administrator. Trust Center Learn More
F73 * I
SRR = L C a ) I = E
e Beneficiary i File Number Fiduciary i Misuse Period Date
2 JanefJohn Doe HRH=HH XK Misuse, Fiduciary October 1, 2014 February 28, 2017

[Amounts are calculated using pro-rated formulas based on "From - To" dates_ All "From - To" dates must be entered with a "From™ date as "MM-01-YR" and "To" dates as "MNM-(28, 29, 30, 31)}-¥R", rep
the actual calendar days of that particular month. Enter lump sum payments using the entire number of days of that particular month and the amount paid. Ensure an ending balance of the last verified
are included in the calculation. Copy and paste additional rows as necessary. Use the comment cells for informational purposes relating to each individual row. See FPG. 5. for further asistance.

i
From —Day 01 (i.e.| To  Up To Day 31 | Monthly or Lump Sum |
4 vA 01-01-2018) (i.e., 01-31-2018) Benefit Comments VA Income
Sl 10-01-14 10-31-14 32.000.00 0 Beginning VA Estate Balance - Fid appointed 10-23-2014
6 | 11-01-15 12-31-15 2,976.00
Bl 01-01-16 12-31-16 3.052.00
8 | 01-01-17 02-25-17 3.105.00
~
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2. Select Review from the top ribbon and then select Unprotect Sheet.

Formulas Data Review View Help Acropat
T -
L o O P I 2 =
Mew Show Motes Unprotect Protect
Comment Comments = Sheet Wporkbook
Comments Motes Prot

3. In the Unprotect Sheet pop-up box, enter password misuse.

| Unprotect Sheet ? >

Password:

Cancel

4. Highlight cells to copy (Columns A-F and Rows 1-95, or area used).
5. Copy the highlighted cells by either hitting Ctrl+C or right clicking and selecting Copy.

6. Select File from the top ribbon.

AutoSave (@ off)

Home Insert Draw Page Layout
> 5 x| DG
v ES 123 W B

Spelling Thesaurus Workbook Check Translate

Statistics Accessibility ~
Proofing Accessibility Language
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7. Select New and then select Blank workbook.

Eile ome Insert Draw Page Layout F

ﬁjé’; Calibri “[11 ] A AT

Paste B I U ~ L e | <y ﬁ w

-

Eeete Font I

[y % %
MEf e | o | &

Paste Values

[ B &

Other Paste Options

P [ &

Paste Special...

_

9. Select File from the top ribbon again.
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10. Select Print on the left toolbar. Set printer to Adobe PDF. Change Portrait
Orientation to Landscape Orientation. Change No Scaling to Fit All Columns
on One Page. Select the Print Icon at the top of the screen.

DNE‘W

= Open

Info
Save
Save As

Save as Adobe

PDF
Print
Share
Export
Publish

Close

Print

E:l :DFHE: 1 -

Print

— Printgr
Adobe PDF

‘% Ready i

Printer Properties

Settings

Print Active Sheets

4

Only print the active sheets

to

Collated

122 122 122

Gl Ghind Gl

Landscape Orientation -

Tetier
8.5 % 11"

Mormal Margins
Tone 075" Bottoun: 075" | of

Fit All Columns on One Page
Shrink the printout so that it...

g@ g Q)|E
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11.Ensure Save as type is PDF files (*.PDF). Verify that you are saving the PDF to
your desired location and select Save.

Save PDF File As X
&« v 1 = ThisPC v O O Search This PC
Organize S 0
~ el
v B This PC v Folders (7)

_J 3D Objects 3D Objects Desktop

I Desktop ‘-- -
¥

@ Documents

¥ Downloads A= Documents Downloads
D Music

= Pictures ) Music Pictures
m Videos -

£ (C) OSDisk

Videos
=~ (G) VBAPPS . -
Frememmerisuse-CateationTost Ny
Save as type: | PDF files (*.PDF) v

~ Hide Folders Cancel

For upload to VBMS, refer to the VBMS User Guide.
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