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Introduction

Welcome to the Pension and Fiduciary FAST Salesforce User Guide. This User Guide
is intended as a reference for Fiduciaries, reviewers, and/or supervisors using the FAST
Salesforce Application on a regular basis.

FAST automates the current process for accounting submission and reviews, bringing
forth innovative technology to streamline and reduce the accounting submission
process. FAST allows external Fiduciaries to submit new accountings, review existing
accountings, and provide accounting revisions in a centralized repository. The internal
VA team is also able to review accounting line items, approve and disapprove
accountings, as well as pull reporting dashboards to quantify the accounting lifecycle
process. Collectively, all users benefit from this centralized approach to managing
accounting submission and have greater visibility into the accounting submission
process with acceptable digital documents, making the accounting process more
intuitive and easier for Fiduciaries.

This guide will provide step-by-step instructions to all users on how-to complete critical
tasks within FAST, how-to navigate in FAST, and how to review pertinent user
information within FAST.

To navigate the user guide, use the Table of Contents to go to a specific section of the
guide.
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1. Purpose and Scope

The purpose of this guide is to familiarize users with the important features and
navigational elements of FAST.

1.1 Document Orientation

1.1.1 Organization of the Manual

See the Table of Contents for a full listing of the user guide contents.

This guide was written primarily for FAST users. There are two types of primary users
within FAST: 1) Fiduciaries and 2) Internal VA staff.

The following major sections contain information relevant to FAST Fiduciaries:

e Getting Started: Self-Registration, Logging in, and Overview and Navigation.
e Using the Program: FAST Homepage, Accounting Submission, Accounting
Review, Accounting Disposition, Accounting Waive, and Additional Features

The following major sections contain information relevant to FAST Internal VA Users:

e Getting Started: Logging in and Overview and Navigation
¢ Using the Program: Accounting Review, Accounting Disposition, Accounting
Unlock, Reporting, Accounting Waive, and Additional Features

1.1.2 Assumptions

This guide was written with the following assumed experience/skills:

e User has attended at least one FAST virtual Instructor Led Training

e User has basic knowledge of the operating system (such as the use of
commands, menu options, and navigation tools).

e User has been provisioned the appropriate active roles, menus, and security
keys required for Salesforce.

e User has validated access to Salesforce and FAST.

e User has completed any prerequisite training.

1.1.3 Disclaimers
1.1.31 Software Disclaimer
Since VA software has no IP law protections (patent/copyright/trademark), it can be
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distributed freely via the Freedom of Information Act (FOIA). The Office of General
Counsel submitted the following official disclaimer to the Office of Information and
Technology (OI&T) and Product Development (PD) Documentation Standards
Committee via email on 9/26/2014 to be used as a “boilerplate” legal

disclaimer in software documentation.

For VA applications (apps) developed in-house and distributed internally (i.e.,
Anonymous Directories) or externally (i.e., VA software Library [VDL], Freedom of
Information Act [FOIA]) to the VA, enter the following text:

This software was developed at the Department of Veterans Affairs (VA) by employees
of the Federal Government in the course of their official duties. Pursuant to title 17
Section 105 of the United States Code this software is not subject to copyright
protection and is in the public domain. VA assumes no responsibility whatsoever for its
use by other parties, and makes no guarantees, expressed or implied, about its quality,
reliability, or any other characteristic. We would appreciate acknowledgement if the
software is used. This software can be redistributed and/or modified freely if any
derivative works bear some notice that they are derived from it, and any modified
versions bear some notice that they have been modified.

For VA apps developed in-house and distributed via an external or commercial app
store (e.g., Apple App Store), include the VA-approved End-User License Agreement
(EULA).

1.1.3.2 Documentation Disclaimer

The appearance of external hyperlink references in this manual does not constitute
endorsement by the Department of Veterans Affairs (VA) of this Web site or the
information, products, or services contained therein. The VA does not exercise any
editorial control over the information you may find at these locations. Such links are
provided and are consistent with the stated purpose of the VA.
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2 Introduction into the Program

FAST serves both internal and external VA stakeholders through the accounting
submission process, to include over 175,000 Fiduciaries who submit accountings on
behalf of veterans. All users have permissions that have been tailored for their
designated role.

2.1 User Access Rights

o
c
. — - ©
User Access Rights > .8 o . =
i > 3 3 S5
S 3 g | 2 E c
= S S > %e
L (77] (77] x w -
Create New Accounting X
/Add Line ltems to Accounting X
Review Accounting X X X X X
IApprove or Disapprove Accounting X X
/Audit an Accounting X X
Resolve Technical Issues X
Waive or Unlock Accounting X
IApplication Access X X
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2.2 Role Hierarchy

Internal VA User
External User

Supervisor
Hub Manager, Assistant Hub
Manager, Management
Analyst, Coach

Fiduciary

Reviewer
Legal Instrument Examiner,
Fiduciary Service
Representative, Superuser

Trainer or Examiner
Field Examiner, Quality
Review and Training

2.3 Role Definitions

Fiduciary:

A user who may be a professional, paid, court appointed, or a family member/friend who
is responsible for the beneficiary and oversees financial management of VA benefit
payments including management of the beneficiary’s VA income.

Field Examiner (FE):

A user who appoints Fiduciaries and conducts in-person and virtual field exams through
the accounting period.

Fiduciary Service Representative (FSR):

A user who reviews accountings submitted by Fiduciaries to determine possible
Fiduciary misuse of VA funds.

Legal Instrument Examiner (LIE):

A user who reviews accountings submitted by Fiduciaries to determine possible
Fiduciary misuse of VA funds. Legal Instrument Examiners are responsible for auditing
accountings, conducting case reviews, and soliciting additional documentation from
Fiduciaries when needed.
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Quality Review and Training (QRT):

A user who reviews approved accountings completed by LIEs for accuracy.
Superuser:

Facilitates and resolves technical issues within FAST for internal users.

Supervisor:

A user with the managerial oversight of a team of employees in the review and audit of

accountings. Supervisors can include the following users: Coaches, Hub Managers,
Hub Assistant Managers, and MAs.
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3 Getting Started (User: Fiduciary)

This section will demonstrate how a Fiduciary self-registers and logs into FAST to submit
accountings and review existing accountings.

3.1 Self-Registration

To self-register, the fiduciary will enter the Access VA Website and select one of the following
three options: “l am a Family Member”, “I am a VA Business Partner”, or “l am a VA
Employee or Authorized Contractor”.

U.S. Department
of Veterans Affairs

AccessVA Securing your Access to VA | I,\ M

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:
| am a Veteran

|

| am a Service Member

am a Family Member

1 am a VA Business Partner

1am a VA Employee or Authorized Contractor

The fiduciary will then click the FAST button, click on the ID.me button, and then click “Accept”.

Welcoms 1o ActessViL A solution for sooesaing VA'S Snling serdices,

Cliek your caseory 1o See Svalable Spplications you Cam Sigh in with

[ | - Map - |
| ) 3 fH'j.J A Dementia|
o Amne Tasting Care |
—_———
i e —
T IRI - Map
% Direct Upload —— _3"..‘ 'y Mental Health
2 Irdrmaries Sywism Chieckup
e
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AccessVA Home | About AccessVA | Contact Us

Fiduciary

FA ST 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 7e

Select another
VA website

The system will then guide the fiduciary through the identity verification and self-registration
process. If the fiduciary is pre-approved, they will be granted immediate access upon
completion of the self-registration. If the fiduciary is not pre-approved, their request for access
will be reviewed and they will receive a confirmation email once their request has been
processed. After the self-registration access application has been reviewed and determined VA
compliant, the fiduciary will able to log into the FAST system.

3.1.1.1  Application Access (Firm POC)

The Firm POC will log into FAST. On the homepage, the POC will be able to view all
application access record requests pertaining to their Firm. The POC can access an application
by clicking on the name of the applicant. The details of the applicant will then be viewable. The
POC will review this information to determine the validation of the application. If the applicant
information is valid, the POC will click the “Approve” button. If the applicant information is not
valid, the POC will click the “Reject” button. The POC will then be prompted to review a
summary of the applicant’s information. Once reviewed, the POC will select “Save” to complete
the process. Applicants who have been approved will be able to access FAST. Applicants who
have been rejected will be unable to access FAST. These users can re-register for
reconsideration.

3.2 Login

To log into FAST, the fiduciary will enter the Access VA Website and select one of the following
three options: “| am a Family Member”, “I am a VA Business Partner”, or “l am a VA Employee
or Authorized Contractor”. The fiduciary will then click the FAST button, click on the ID.me
button, and then click “Accept”. The fiduciary will enter their email and password then click “Sign
in”. The fiduciary will then follow the prompts to verify their identify. Once their identity is

successfully verified, the fiduciary will be logged into FAST.
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4 Using the Program (User: Fiduciary)

This section will demonstrate all the functionalities available in FAST for Fiduciaries to carry out
their responsibilities. This section includes information on the FAST homepage, accounting
submission, accounting review, accounting disposition, and accounting waive.

4.1 FAST Homepage

This section will outline the three features available on the FAST homepage. The FAST
Homepage is the first page a Fiduciary will view after logging into FAST. The three available
features are manage accountings, knowledge hub, and contact us.

HOME  ACCOUNTINGS KNOWLEDGE CENTER  CONTACT

WELCOME TO THE FIDUCIARY ACCOUNTINGS SUBMISSION TOOL, BERKLEY JENKINS!

MANAGE ACCOUNTINGS KNOWLEDGE CENTER CONTACT Us
[ _]
="

Accessibility No FEAR Act Data Office of Inspector General
VA Privacy Service Ereedom of Information Act (FOIA] USA gov

4.1.1 Manage Accountings

The Manage Accountings feature is the first feature available on the FAST Homepage. Access
the Manage Accounting feature to submit a new accounting, view approved/disapproved
accountings, and/or view accountings in other statuses.

4.1.2 Knowledge Center

The Knowledge Center feature is the second feature available on the FAST Homepage. Access
the Knowledge Center to view the following: FAQs, knowledge articles, and/or browse topics
related to an accounting.

4.1.3 Contact Us

The Contact Us feature is the third feature available on the FAST Homepage. Access the
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Contact Us homepage to route questions related to the tool via email or phone.

4.2 Accounting Submission

This section will demonstrate the end to end process for submitting an accounting. The first step
is to create a new accounting by answering a series of questions related to the Fiduciary,
beneficiary, and the accounting submitted during the previous accounting period (if applicable).
Next, the Fiduciary should add accounting line items, as per the 4706b Form. There are three
types of line items: Money Received, Money Spent, and Assets at the End of the Period,
which correspond to the line item sections in the 4706b Form. If necessary, a Fiduciary may edit
or deactivate a line item as needed. The Fiduciary will acknowledge and submit the accounting
to complete the accounting submission process.

4.2.1 Create a New Accounting

To begin the accounting submission process, the Fiduciary should create a new accounting.
The Fiduciary should access the manage accountings feature to begin the process. On the
Manage Accountings page, view the prompt “Would you like to create a new accounting?”
Under this prompt, select yes and then click next.

New Accounting

u like to create a new accounting?

Accountings
Pending Accountings v | #

1item  Sorted by Created Date  Filtered by all accountings - Sub-Status » Updated a few seconds ago Search this list... | E-

Created Date T “  Accounting Name

1 3/27/2020 3:45 PM smoke 327 smoke 327 8-15-2019 1-1-2021

The following pages will display various questions to create a new accounting based on relevant
information for the Fiduciary and beneficiary. The first set of questions asks for the Fiduciary’s
and beneficiary’s personal information and administrative information. The next set of
questions will only populate for court-appointed Fiduciaries. If the Fiduciary is not a court
appointed, select no and specific court appointed questions will not populate. If the Fiduciary is
court-appointed, select yes and enter the date the Fiduciary was appointed by the court.

The next set of questions will be different whether the accounting will be the Fiduciary’s first
accounting submitted for the beneficiary. The Fiduciary will be asked questions on their
appointment date by the VA, start and end dates of the previous accounting, and the previous
ending balance.

The Fiduciary should select finish when all data fields are entered. After clicking finish, the
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Fiduciary may open the new accounting in order to add line items and attach files. The new
accounting will be listed under the accounting status Draft.

4.2.2 Add Line Items

There are three types of line items: Money Received, Money Spent, and Assets. Each type of
line item corresponds with a section of the 4706b Form.

In order to add a line item, the Fiduciary must open the accounting that they would like to add a
line item to and click Add Line Item.

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 Acknowledge Accounting Submit Accounting
Accounting
Derek Grey 2-1-2020 2-29-2020 Add Line ltems Adknowledge Submit
Beneficiary Name VA Fiduciary Hub Start Date End Date Total Funds Under Management Total Assets
Derek Grey Columbia 319 2/1/2020 2/29/2020 $121.00 $0.00

ACCOUNTING SUMMARY  EDIT LINE ITEMS

Files (0) Add Files
v Information
Accounting Name VA File Number M, Upload Files
Derek Grey 2-1-2020 2-29-2020 C-987654321
Ordrop files
VA Fiduciary Hub Start Date

Next, the user will be asked which type of line item to add. Select Enter Money Received if the
Fiduciary would like to add an income type to the accounting. There are five types of Money
Received line items a Fiduciary may select from: Amount Received from VA, VA Retroactive
or Lump Sum Payment, Amount Received from Social Security, Interest Earned on
Deposits, and Other.

Select Enter Money Spent if the Fiduciary would like to add an expense type to the accounting.
There are seven types of Money Spent line items a Fiduciary may select from: Room and
Board/Rent, Clothing, Entertainment, Personal Use, Dependent(s) Support, Fiduciary Fee,
and Other.

Select Enter Assets if the Fiduciary would like to add an asset type to the accounting. there are
five types of Asset line items a Fiduciary may select from: Total Amount of Checking
Account(s), Total Amount of Savings Account(s), Total Amount of Certificate(s) of
Deposit, Savings Bonds, and Other. The Fiduciary should input any applicable source of
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income that corresponds with bank statements, certificates of deposit, and other financial
documents included with the accounting.

Once the Fiduciary has selected a Money Received, Money Spent, or Asset type to add to the
accounting, specific questions related to the type of income will populate. Follow the prompts to
add the selected line item to the accounting.

4.2.3 Edit and Deactivate Line Items

A Fiduciary may edit or deactivate the line item once appropriate line items have been added to
an accounting. The Fiduciary should edit a line item if a mistake needs to be corrected or if
additional information should be added to an accounting. The Fiduciary should deactivate a line
item a line item needs to be deleted. Accounting line items cannot be deleted for auditing
purposes. Once a Fiduciary deactivates a line item, it will be shown in the accounting summary;
however, the line item amount will not be reflected in the total balance.

Once the Fiduciary has opened the accounting that requires editing or deactivating a line item,
click edit line items to view all line items that have been added to the accounting.

Accounting

smoke 327 smoke 327 8-15-2019 1-1-2021 Addlineltems | Acknowledge | Submit

ACCOUNTING SUMMAR EDIT LINE ITEMS .
Files (1) Add Files

v Information

FEP_acknowled.
Accounting Name 7 Mar27,2020 ...

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

Each line item will have a unique item number. For a Money Received line item, the item
number will consist of the initials MR- followed by 4 digits. For a Money Spent line item, the item
number will consist of the initials MS- followed by 4 digits. For an Asset line item, the item
number will consist of the initials AS- followed by 4 digits. The Fiduciary should identify the line
item that requires edits or deactivation and its associated item number. The Fiduciary must
select the item number of the line item to edit or deactivate. Once the line item information
populates, the Fiduciary must click the grey pencil icon to the right of the field that requires
editing or to the right of the deactivation check box.
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Accounting
Smoke 330 10-16-2019 10-16-2020

Income Type
VA Retroactive or Lump Sum Payment

Amount

$200.00 O
-

Total Received
$200.00

Deactivate

vy

Created By
0 FAST Fiduciary User, 4/1/2020 1:15 PM

The Fiduciary can edit the fields as necessary or check the deactivate checkbox and click save.
The Fiduciary may undo their edit or deactivation by clicking on the back arrow on the top right
corner of the edited field.

E E E HOME  ACCOUNTINGS KNOWLEDGE CENTER  CONTACT

Money Received

MR-0000

Accounting
smoke 327 smoke 327 §-15-2019 1-1-2021

Income Type

Amount Received from VA

Monthly Amount

$6.00

Number of Months

12

Total Received
$72.00

Deactivate @
Ca nc

4.2.4 Attach Files

The Fiduciary must attach files to an accounting to supplement each documented line item.
Files may include, but are not be limited to, bank statements, receipts, financial records,
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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.

To attach files, the Fiduciary must navigate to the accounting that requires files and locate the
Files section on the right side of the screen.

Create Draft Accounting Enter Accounting ltems Acknowledge Accounting Submit Accounting
Accounting Add Line It Acknowled Submit
Lisa Brown 3-24-2020 3-31-2021 inettems cknowledee uomt
Beneficiary Name VAFiduciary Hub Start Date End Date Total Funds Under Management Total Assets
Lisa Brown Columbia 319 3/24/2020 3/31/2021 $12.00

ACCOUNTING SUMMARY EDIT LINE ITEMS :
- Files (0) Add Files

v Information

Accounting Name VA File Number 2, UploadFiles

Lisa Brown 3-24-2020 3-31-2021 C-11111111

. Ordrop files
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

There are three methods for adding files to an accounting. First, the Fiduciary may click Add
Files. If the Fiduciary would like to upload a new file from their PC, click Upload File. This will
open a folder on the Fiduciary’s PC, from which the Fiduciary can select a file to upload.
Second, the Fiduciary may click Upload Files, which will open a folder on the Fiduciary’s PC,
from which the Fiduciary can select a file to upload. Lastly, the Fiduciary can drag and drop
files from a folder on the Fiduciary’s PC into the Files section.

4.2.5 Acknowledge and Submit

The last steps to complete an accounting are acknowledge and submit. The acknowledge
process ensures that the Fiduciary has entered relevant and accurate data to the accounting
and attached all necessary files and documents. The submit process completes the accounting
and sends the accounting to the Fiduciary Hub for auditing.

4.2.51 Acknowledge

An accounting can only be acknowledged if Total Funds Under Management equals Total
Assets, making the accounting balanced. If the accounting is balanced, the accounting status
will be updated to reflect that the next step is acknowledge accounting.
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SEAREH 4 T

83 HOME ACCOUNTINGS KNOWLEDGECENTER ~ CONTACT

Accounting Status

Next Step: Acknowledge Accounting

Please attach all supporting documentation to the accounting at this time, if you have not already done so. You can attach documentation in the Files section, in the page below. Once complete,
please click ‘Acknowledge’.

Create Draft Accounting Enter Accounting Items Acknowledge Accounting Submit Accounting

Accounting

Bekah Arnold 3-1-2020 3-31-2020 Add Line Items Acknowledge Submit
Beneficiary Name VA Fiduciary Hub Start Date End Date Total Funds Under Management Total Assets
Bekah Arnold Columbia 319 3/1/2020 3/31/2020 $12.00 $12.00

After acknowledging an accounting, changes can still be made to the accounting. Total Funds
Under Management must equal Total Assets for the accounting to be balanced when changes
are made and before the accounting can be submitted. Additionally, if the Fiduciary changes
their court-appointed status or modifies the Fiduciary fee reimbursement, the Fiduciary will need
to re-acknowledge the completed form.

When the Fiduciary is prepared to acknowledge an accounting, click Acknowledge. An error
message will populate if the accounting is not balanced. At this point, the Fiduciary should
review all entries and ensure that the entered information is accurate.

SR ; i

HOME  ACCOUNTINGS KNOWLEDGECENTER  CONTACT

Accounting Status

Next Step: Acknowledge Accounting

Please attach all supporting documentation to the accounting at this time, if you have not already done so. You can attach documentation in the Files section, in the page below. Once complete,
please click ‘Acknowledge'.

Create Draft Accounting Enter Accounting ltems Acknowledge Accounting Submit Accounting

Accounting ) )
Bekah Arnold 3-1-2020 3-31-2020 Add L'"E'fe'"bm"

Beneficiary Name VA Fiduciary Hub Start Date End Date Total Funds Under Management Total Assets
Bekah Arnold Columbia 319 3/1/2020 3/31/2020 $12.00 $12.00
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Once the Fiduciary successfully clicks Acknowledge, the Fiduciary will be asked to confirm
acknowledgements based on their accounting line items and Fiduciary information, including
Fiduciary fee documentation, court-appointed certification, and savings bonds.

All Fiduciaries will be presented with a screen to update Fiduciary contact information.
Updating contact information is not necessary; however, it is suggested that the Fiduciary
review the contact information to ensure that all information is accurate.

Next, all Fiduciaries will be presented with acknowledgements regarding attached files.
Carefully read the acknowledgements and check all confirmed acknowledgements.

Lastly, all Fiduciaries will be presented with legal acknowledgements. Carefully read the
acknowledgements and check all confirmed acknowledgements. These are the final
acknowledgements before the accounting is acknowledged.

Once the Fiduciary clicks next, the accounting will be acknowledged. After acknowledging an
accounting, changes can still be made. Total Funds Under Management must equal Total
Assets for the accounting to be balanced when changes are made and before the accounting
can be submitted. Additionally, if the Fiduciary changes their court-appointed status or modifies
the Fiduciary fee reimbursement, the Fiduciary will need to re-acknowledge the completed form.

SR ; i

23t HOME ACCOUNTINGS KNOWLEDGECENTER ~CONTACT

Accounting Status

Next Step: Submit Accounting

You are now ready to submit your accounting. Please ensure you have attached all required documentation to the accounting. You can attach documentation in the Files section in the page
below. This Accounting will be locked for further edits, unless it is returned to you.

Create Draft Accounting Enter Accounting Items Acknowledge Accounting Submit Accounting

Accounting

Bekah Arnold 3-1-2020 3-31-2020 Add Line Items Acknowledge Submit

Once the accounting has been acknowledged, the accounting is ready for final submission.

4.2.5.2 Submit

Before submitting an accounting, changes can still be made to the accounting. However, should
any change be made at this point, the Fiduciary will need to acknowledge the accounting again.
When the Fiduciary is ready to submit the accounting, click Submit.

20
Last Updated: April 24, 2020 U.S. Department

of Veterans Affairs




Fiduciary Accountings Submission Tool (FAST)

User Guide

SRt ; i

HOME  ACCOUNTINGS KNOWLEDGECENTER  CONTACT

Accounting Status

Next Step: Submit Accounting

You are now ready to submit your accounting. Please ensure you have attached all required documentation to the accounting. You can attach documentation in the Files section in the page
below. This Accounting will be locked for further edits, unless it is returned to you.

Create Draft Accounting Enter Accounting Items Acknowledge Accounting Submit Accounting

Accounting ) )
Bekah Arnold 3-1-2020 3-31-2020 AddLine Items Ack”"W‘“@

The Fiduciary will be prompted to input the Fiduciary’s first and last name and to add comments
if necessary. The first and last name field is required in order to submit the accounting, however
comments are not required. Once the Fiduciary is ready to submit, click Save. The accounting
status will be updated to Submitted.

° Your Accounting has been submitted for approval.
SEARCH A (&) FastFou.. ~

HOME  ACCOUNTINGS KNOWLEDGE CENTER  CONTACT

Accounting Status
Accounting Submitted.

This accounting has been submitted to VA and will be audited soon. Please note that you cannot submit any changes to your accounting entries unless it is returned to

you.

Accounting

Bekah Arnold 3-1-2020 3-31-2020

At this time, the Fiduciary may not make edits or additions to the accounting. The pencil icon
within each line item will not be available. The Fiduciary will receive an email notification when
the accounting has been submitted successfully. A reviewer internal to the VA will be assigned
to submitted accountings. The reviewer will audit the submitted accounting and the Fiduciary will
receive an email notification stating that their accounting is under review.

4.3 Accounting Review

This section will outline how to review existing accountings in FAST.

4.3.1 Filter Existing Accountings

All accountings will be stored and accessible through FAST and can be accessed by selecting
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Manage Accountings on the FAST Homepage.

sere L@

HOME ~ ACCOUNTINGS ~KNOWLEDGECENTER ~ CONTACT
= > o
7 —
ol

a ’:h“'

New Accounting

Would you like to create anew accounting?
Yes

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

seconds ago Search this list... &

AccountingN... \ CreatedDate { v Fiduciary User  VAFiducia..  VAFile.. “ NameofBene.. \» Start.. s EndDa..\ Status

i

Under the Create a New Accounting section there is a list, which will populate with recently
viewed accountings by default. There are five types of listviews a Fiduciary can view depending
on which type(s) of accounting(s) a Fiduciary would like to access. The five types of listviews
include 1) All, 2) Approved, 3) Pending, 4) Recently Viewed, and 5) Submitted/Under
Review.

Recountings
Pending Accountings v  #

second v Search this list... #- B~ C| L €T
All
v NameofBe.. » StartD.. v EndDa.. Status v

Approved Accountings

1 3 Abraham Lincoln  4/1/2020 6/2/2020 Draft v

~  Pending Accountings

2 Smoke 330 10/16/2019  10/16/2020  Draft v
Recently Viewed (Pinned list)

3 TestA 3/25/2021 3/25/2022 Draft v

Submitted/Under Review Accountings

A d - D
4 TrainingTrain4-1.. 4/1/20201207PM  FASTFiduciaryUs.. Columbia319 ~ C-00000000  TrainingTraln  4/1/2020  4/29/2020 0 over B0%S

Needed
5 Training Train4-2...  4/1/2020 1:27 PM FAST Fiduciary Us...  Columbia 319 ~ C-00000000  Training Train 4/29/2020  5/27/2020  Draft v
6 Veronia Lab4-1-2...  4/1/202011:23AM  FAST Fiduciary Us...  Columbia 319 C-12345678 Veronia Lab 4/1/2020 4/30/2020 Disapproved v
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The table below describes the accountings available under each listview.

Available Accounting

Listview Description Statuses
All Accountings All accountings that have All accounting statuses
been created across all
completion statuses
Approved Accountings All accountings that have (1) Approved — Docs Needed
been approved by the (2) Approved — Unlock
assigned reviewer Requested
(3) Approved — Final
Approval
Pending Accountings All accountings where actions | (1) Draft
are required by either the (2) Approved — Docs Needed
Fiduciary or the reviewer (3) Revisions Requested
Recently Viewed Accountings | All accountings that have All accounting statuses
been recently viewed
Submitted/Under Review All accountings that have (1) Submitted
Accountings been submitted for review or | (2) Revisions Submitted
accountings that a reviewer is | (3) Under Review
currently reviewing.

4.3.2 Review Requested Revisions

The accounting reviewer will request updates to an accounting if any discrepancies are
identified during their audit. The Fiduciary will be notified via email of a revisions request.

The Fiduciary will be prompted to log into FAST and review the requested revisions. The
accounting that requires revisions will have the accounting status Revisions Requested. The
accounting may be found under the listview Pending Accountings. Once the Fiduciary has
opened the appropriate accounting, the requested revisions will be outlined in the top banner of
the accounting form.
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HOME  ACCOUNTINGS KNOWLEDGECENTER  CONTACT

Accounting Status

Status: Revisions Requested

This accounting has been returned for revisions. Please review and implement the requested changes from the reviewer:

Revisions Requested:
Return

For new line items, 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.

After completing the changes, you must re-acknowledge the Accounting before you re-submit. If you have questions please contact the Fiduciary Hotline (1-888-407-0144).

The Fiduciary should proceed to make any revisions requested by adding, editing, or
deactivating line items or attaching required files.

4.4 Accounting Disposition

This section will outline the three outcomes that can result from a reviewer’s disposition
process. The accounting can be marked as Final Approval, Approved — Docs Needed (noting
accountings where additional documents are needed to supplement the accounting), or
Disapproved.

4.4.1 Approved - Final Approval

The accounting status Approved — Final Approval indicates that the accounting has been
approved and there are no further edits required on the accounting. The Fiduciary will receive
an email notification stating that the accounting has been approved.

The Fiduciary may log into FAST and view the approved accounting. Within the Files section,
the completed 4706b form will be available for the Fiduciary to share with the beneficiary. The
4706b form will be shared with the beneficiary outside of FAST.
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HOME  ACCOUNTINGS KNOWLEDGECENTER  CONTACT

Accounting Status

This Accounting has been Approved. Please review and download the 4706b form that is now available to you in the Files portion of your accounting. Please note that a copy of the
4706b form must be provided to the beneficiary upon approval of your accounting.

Accounting

Training Accounting 4-1-2020 4-29-2020

Name of Beneficiary VA Fiduciary Hub Start Date End Date Total Funds Under Management Total Assets
Training Accounting Columbia 319 4/1/2020 4/29/2020 $4.00 $4.00

ACCOUNTING SUMMARY  EDIT LINE ITEMS
- Files (1) Add Files
v Information

B (4706b) Trainin...
Accounting Name VAFile Number Apr1,2020 o 1..

Training Accounting 4-1-2020 4-29-2020 C-00000000

VAFiduciary Hub Start Date ViewAll
Columbia 319 4/1/2020

4.4.2 Approved - Docs Needed

The accounting status Approved — Docs Needed means that the accounting has been
approved; however, the reviewer has requested needed documents (surety bond evidence
and/or court appointed certification) on an approved accounting.

To view the accounting, the Fiduciary should log into FAST, access the manage accountings
tab, and filter the listview for Approved Accountings to identify the accounting with the
accounting status Approved — Docs Needed.

New Accounting

Wiioild you Bl ko create a new scoounting™
Yes

Aceountings

Approved Accountings = #

2 . SO ; -
1item = Sorted by Accounting Mame: » Filered by all pocountings - Status. Created by Me » Updated a few seconds ago Sosich this st & m bl A
Account| ' Flduclar,.. * WAFiduc, “~ WVAF_ » BeneficlaryMame - Start.. ~ End., v Status W
1 b Armcld  Columbia31?  C-32732732  smaoke 327 smoke 327 AM1S2019 L2021 Approved - Deds Nesded w

i)

A banner at the top of the page will display which documents are required to finalize the
accounting.
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This accounting has been approved, and requires your submittal of the certified copy of your court accounting documents. You are required to submit these certified court documents within 30
days.

Failure to submit by the deadlines may result in your removal as fiduciary. Please attach your court documents to the Files section of the accounting form.

The Fiduciary can attach required documents by uploading files in the Files section. Failure to
upload needed documents may result in the Fiduciary’s removal.

4.4.3 Disapproval

An accounting may be disapproved if several revisions were requested or if revisions were not
accurately addressed several times. The Fiduciary will be notified if the accounting has been
disapproved via email.

To view the disapproved accounting, the Fiduciary should log into FAST, access the manage
accountings tab, and filter the listview for Pending Accountings to identify the accounting with
the accounting status Disapproved.

Accountings
Pending Accountings v #
9items » Sorted by Created Date » Filtered by all accountings - Status, Sub-Status, Created by Me » Updated a few
Search this list... @&~ | B | C £ €Y
seconds ago
AccountingN... v CreatedDate ¢ v FiduciaryUser ~ VAFiduci.. v VAFile..  NameofBene.. \» StartD..\ EndDa..\ Status v
1 DerekGrey4-1-. 4/2/20206:18PM  FASTFiduciaryU.. Columbia319 ~ C-11111111  DerekGrey 4/1/2020  4/29/2020  Draft v
2 TrainingAccounti.. 4/1/20205:40PM  FAST FiduciaryU...  Columbia319 ~ C-00000000 I\'cac";ll"ngﬁng 4/27/2020  5/26/2020  Draft v
FESmith4-1-202..  4)1/20202:10PM  FAST FiduciaryU..  Columbia319 ~ C-121212121 FE Smith 4/1/2020  4/29/2020  Disapproved v
4 Training Train4-2...  4/1/2020 1:27 PM FAST Fiduciary U.. Columbia 319 C-00000000 Training Train 4/29/2020 5/27/2020 ﬁ v
A -D
5 TrainingTrain4-1.. 4/1/202012:07P.. FASTFiduciaryU.. Columbia319 ~ C-00000000  TrainingTrain 412020 4292000  =—=P00 [y

The Fiduciary should review reasons for disapproval to understand how the accounting can be
corrected.
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HOME ACCOUNTINGS KNOWLEDGE CENTER  CONTACT

Accounting Status

Status: Disapproved
This accounting has been disapproved. Please the review the reasons for disapproval and make updates to the accounting accordingly.

Reasons for Disapproval: - please fix this

For new line items, click ‘Add Line ltems' 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 made the fixes to your Accounting, you must re-acknowledge before you can re-submit. If you have questions please contact the Fiduciary Hotline (1-888-407-0144).

Accounting
FE Smith 4-1-2020 4-29-2020 Add Line Items Acknowledge Submit

Name of Beneficiary VA Fiduciary Hub Start Date End Date Total Funds Under Management Total Assets

The Fiduciary should proceed to make any revisions requested by adding, editing, or
deactivating line items or attaching required files.

4.5 Accounting Waive

This section will demonstrate how a Fiduciary should review a waived accounting to determine
next steps for Fiduciary duties. The Waive an Accounting process is rare and is only completed
in instances where a Fiduciary is unable to fulfill their accounting requirements or submit an
approvable accounting. The Fiduciary can log into FAST, navigate to manage accountings, and
filter the listview by Pending Accountings. This is used to identify the accounting with the
accounting status Disapproved — Waived.

Accountings
Pending Accountings v  #
Bitems » Sorted by Created Date » Filtered by all accountings - Status, Sub-Status, Created by Me » Updated aminute -
ago0 Search this list... - |E-||C| £ €Y
AccountingN... v CreatedDate v FiduciaryUser ~ VAFiduci.. v VAFile.. v NameofBene.. \» StartD..\ EndDa..\ Status v
L ; Revisions
1 Destlen4-1-202.. 4/2/20201:14PM  FASTFiduciaryU.. Columbia319 ~ C-98778675 Destlen 42020 422021 v
2 TrainingAccounti.. 4/1/20205:40PM  FAST FiduciaryU...  Columbia319 ~ C-00000000 Xa'"'"gt_ 4/27/2020  5/26/2020  Draft v
\ccounting
3 Training Train4-2...  4/1/2020 1:27 PM FAST Fiduciary U...  Columbia 319 C-00000000 Training Train 4/29/2020 5/27/2020 Draft v
4 TrainingTrain4-1.. 4/1/202012:07P.. FASTFiduciaryU.. Columbia319  C-00000000  TrainingTrain 4/1/2020  4/29/2020 Do,
f  Veronialab4-1-. 4)1/202011:23..  FASTFiduciaryU.. Columbia319  C-12345678  VeroniaLab 4/1/2020  4/30/2020 \?\;Z?;Zrmd . v
6 Abraham Lincoln ... 4/1/2020 9:51 AM FAST Fiduciary U...  Louisville 327 C-232323233  Abraham Lincoln 4/1/2020 6/2/2020 Draft v

The accounting status details will display in the top section of the accounting.
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HOME ACCOUNTINGS KNOWLEDGE CENTER  CONTACT

Accounting Status

Accounting has been Waived and is locked.

Accounting

Veronia Lab 4-1-2020 4-30-2020

Name of Beneficiary VA Fiduciary Hub Start Date End Date Total Funds Under Management Total Assets
Veronia Lab Columbia 319 4/1/2020 4/30/2020 $1.00 $1.00

ACCOUNTING SUMMARY  EDIT LINE ITEMS
—_— Add Files

v Information

Accounting Name VA File Number
Veronia Lab 4-1-2020 4-30-2020 C-12345678

The Fiduciary may review associated comments regarding the waived accounting. The
accounting will be locked once waived.
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5 Getting Started (User: Internal VA)

This section will demonstrate how an internal user logs into FAST to begin reviewing
accountings.

5.1 Login

Internal users will login to FAST via single sign through the VA systems using the following link:
https://va.lightning.force.com
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6 Using the Program (User: Internal VA)

This section will demonstrate all the functionalities available in FAST for internal VA users to
accurately process submitted accountings and interface with Fiduciaries. This section includes
information on the accounting review, accounting disposition, accounting unlock, reporting, and
accounting waive processes.

6.1 Accounting Review

This section will demonstrate the process on how to review an accounting. This section includes
information on how to view an accounting, assign a user to an accounting, and review
accounting information.

6.1.1 View Accountings

The reviewer will first log into FAST and click the Accountings tab. The reviewer should then
select the appropriate listview. There are six types of listviews that are available to internal VA
users: 1) All, 2) Approved, 3) Disapproved, 4) Pending, 5) Recently Viewed, 6)
Submitted/Under Review, (7) FAST Supervisor Queue, and (8) My Assigned Accountings.

—
. Al v Search Accountings and more... [+ 2 A @®
=
Accountings
Recently Viewed v ¥
| 2items - Updated a few seconds ago Search this list... B~y EHy ¢ ¢
Accounting Name v
1 smoke 327 smoke 327 10-16-2019 10-16-2020 v
2 smoke 327 smoke 327 8-15-2019 1-1-2021 v
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Al v Search Accountings and more... (|~ ?2 A (H

Accountings ~  Reports v

Accountings
Recently Viewed v ¥

Q|

Approved Accountings

Columbia - All Accountings
Columbia - Approved Accountings
Columbia - Disapproved Accountings

Indianapolis - All Accountings

o u & w N R

Indianapolis - Approved Accountings
Indianapolis - Disapproved Accountings
Indianapolis - Pending Accountings
Lincoln - All Accountings

Lincoln - Approved Accountings

Lincoln - Disapproved Accountings

Search this list. foR =

44 4«

The table below describes the accountings available under each listview.

Listview

Description

Available Accounting
Statuses

All Accountings

All accountings that have
been created across all
completion statuses

All accounting statuses

Approved Accountings

All accountings that have
been approved by the
assigned reviewer

(1) Approved — Docs Needed
(2) Approved — Final
Approval

Disapproved Accountings

All accountings that have
been disapproved be the
assigned reviewer

(1) Disapproved

Pending Accountings

All accountings where actions
are required by either the
Fiduciary or the reviewer

(1) Approved — Docs Needed
(2) Revisions Requested

Recently Viewed Accountings

All accountings that have
been recently viewed

All accounting statuses

Submitted/Under Review
Accountings

All accountings that have
been submitted for review or
accountings that a reviewer is
currently reviewing.

(1) Submitted
(2) Revisions Submitted
(3) Under Review

a given reviewer

FAST Supervisor Queue All accountings that have (1) Unlock Request
require an accounting waive
or an accounting unlock

My Assigned Accountings Any accountings assigned to | All accounting statuses

Last Updated: April 24, 2020
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6.1.2 Assign Accounting

This section will demonstrate how internal VA users should assign themselves to an accounting
in order to continue to review, provide an accounting disposition, and/or waive an accounting.

Once the user has selected the accounting that should be reviewed, the user should select the
pencil icon to assign themselves as the reviewer before continuing the accounting review
process. The reviewer should type their name into the Reviewer field. An accounting should
only be assigned to a reviewer as directed.

Accounting - .
Jane Doe 1-1-2019 12-31-2019 Approve Return for Revisions Disapprove
Name of Beneficiary VA Fiduciary Hub Start Date End Date Total Funds Under Management Total Assets
Jane Doe Indianapolis 326 1/1/2019 12/31/2019 $0.00 $0.00
Details Files (0)

v Review Information A, Upload Files

Status Additional Remarks

Or drop files
Draft
Reviewer Revisions Requested
O Approval History (0)
Veteran
 Reporting Accounting History (3+)
Submitted Date Approval Date
Date: 4/14/2020 10:24 PM
— S

6.2 Audit Accounting

This section will demonstrate the process of auditing an accounting. The reviewer should begin
their review by referencing the Details section of an accounting. The Details section includes the
following information: Status, Reviewer, Veteran, Additional Remarks, and Revisions

Accounting Return for Revisions Disapprove Naive
Name Beneficiary 12-2-2019 1-1-2021 Approve Return for Rev Disapprove Waive
Name of Beneficiary VA Fiduciary Hub Start Date End Date Total Funds Under Management Total Assets
Name Beneficiary Indianapolis 326 12/2/2019 1/1/2021 $4,501.80 $4,501.80
Details ) A
~ Review Information png
Status dditional R "
Submitted
qu
Approval History (0) v
an
A Reporting J Accounting History (3+) A
Submitted Date Approval Date
4/15/2020 10:28 AM Date #/15/2020 10:28 AM
o N s WO P N SR T S SRS i ph |

After reviewing the Details section, the reviewer should review each line item: Money
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Received, Money Spent, and Assets. The reviewer should verify the section by opening
financial statements and other records in unison with the accounting line items for review. Each
line item can be selected to review additional details by clicking the corresponding line item
number: MR — 4 digit (Money Received), MS — 4 digit (Money Spent), and AS — 4 digit (Assets).

=
T - (N

. Al v Search Accountings and more... l*!v ? A f.‘?\/)
FAST Accountings v Reports v Ka

v System Information

Created By Last Modified By
Bekah Arnold, 3/31/2020 1:32 PM Test LIE User, 3/31/2020 3:06 PM

Money Received (3)

Income Type Total Received Deactivate Income Item #
VA Retroactive or Lump ...  $12.00 MR-0002 v
Amount Received from VA $1.00 MR-0003 v
Interest Earned on Depo.. $12.00 MR-0004 v
View All
Money Spent (1)

. Al v Search Accountings and more.. [ﬁ'!vl 2 A H’\\

see
sss FAST Accountings \/  Reports ’
Interest Earned on Depo...  $12.00 MR-0004 v
N View All
Money Spent (1)
Expense Type Total Spent Deactivate Expense Item #
Fiduciary Fee $1.00 MS-0001 v

\ View All

Assets at the End of the Period (2)

Asset Type Amount Deactivate Asset Item #

Total Amount of Checkin...  $12.00 AS-0003 v

Savings Bonds $12.00 AS-0004 v
View All
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=N
Al v Search Accountings and more.. [+ 2 A )
see
sss FAST Accountings \/  Reports ’
Interest Earned on Depo...  $12.00 MR-0004 v
i View All

Money Spent (1)

Expense Type

Total Spent Deactivate Expense Item #
Fiduciary Fee $1.00 MS-0001 v
View All
Assets at the End of the Period (2)
Asset Type Amount Deactivate Asset Item #
Total Amount of Checkin...  $12.00 AS-0003 v
Savings Bonds $12.00 AS-0004 v

View All

Lastly, the reviewer should review all attached files associated with an accounting using existing
protocols. A file can be opened by clicking the file name.

. Al w Search Accountings and more...
eoe
ces

> 2 ®
Reports v

FAST Accountings v

K4

Revisions Submitted Disapproved

|
Accounting

Bekah Arnold 3-1-2020 3-31-2020

Approve Return for Revisions Disapprove Waive
Beneficiary Name VA Fiduciary Hub Start Date End Date Total Funds Under Management Total Assets
Bekah Arnold Columbia 319 3/1/2020 3/31/2020 $24.00 $24.00
Details Files (1) v
v Review Information Attached File
lle] Mar 31, 2020 - 11KB - docx
Status Revisions Requested
Under Review View Al
Reviewer
Test LIE User .
Approval History (0) v
Veteran
v

6.3 Request Accounting Revisions

This section will demonstrate how reviewers return accountings for revisions when information
is inaccurate or incomplete. The reviewer should review the accounting based on existing

practices. Once the accounting has been reviewed, the reviewer should select return for
revisions if revisions are necessary.
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(=
. All v Search Accountings and more... ‘* " ’) '!' (ﬁ )
von - .
oo FAST Accountings v Reports v/ s
Submitted Under Review Revisions Requested Revisions Submitted Disapproved Approved ‘
Accounting A Return for Revisi DI Wai
Training Accounting 4-1-2020 4-29-2020 PProve eturn forRevisions \sapprove ave
Name of Beneficiary VA Fiduciary Hub Start Date End Date Total Funds Under Management Total Assets
Training Accounting Columbia 319 4/1/2020 4/29/2020 $4.00 $4.00
Details Files (0) A
v Review Information
A, Upload Files
Status Additional Remarks
. Or drop files
Submitted
Reviewer Revisions Requested
Approval History (0) v
eferan

Once Return for Revisions is selected, a comment box will populate. The reviewer should
provide a comment outlining the requested revisions. There is a 255-character limit in the
comment box. If the comment exceeds 255 characters, the revisions request will not send.

Once the comment is saved, the accounting will be returned to the Fiduciary to modify the
accounting.

Return for Revisions

P
Revisions Requested

Salesforce Sans
T

Example revisions.

Cancel

6.4 Accounting Disposition

Reviewers must determine if an accounting should be approved or disapproved based on the

information provided by the Fiduciary. This section will outline how an accounting can be
approved or disapproved.
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6.4.1 Approve Accounting

A reviewer should comprehensively review the accounting before making a final approval. To
begin the approval process, the reviewer should select approve in the right upper ribbon of the

tool.
. Al v Search Accountings and more... (% [+ 2 A (r::

FAST Accountings Reports v/ X

Revisions Requested Revisions Submitted Disapproved Approved i
4

Accounting o for R o w
Ally King 3-3-2020 3-31-2020 pprove eturn for Revisions isapprove aive

Beneficiary Name VA Fiduciary Hub Start Date End Date Total Funds Under Management Total Assets
Ally King Columbia 319 3/3/2020 3/31/2020 $3.00 $3.00
Details Files (0) v

v Review Information
A, Upload Files

Status Revisions Requested
. Or drop files
Under Review

A series of questions will populate once the reviewer selects approve, including questions
related to required subsequent accountings, required surety bonds, and generated if a
Fiduciary is court appointed. The reviewer should select the appropriate answer for each
question. Once all questions have been answered and the accounting has been approved, the
reviewer should ensure that the 21P-4706b form has been populated under files.

. Al v Search Salesforce [tdhd] 2 4 ®

FAST Accountings Reports v/ Xa

] v Approved |

Key Fields Edit

Status
Approved - Final Approval

Shared 4706-B with Fiduciary

Accountin,
Traininé Accounting 4-1-2020 4-29-2020 Approve Share 4706-B with Fiduciary Request Unlock
Name of Beneficiary VA Fiduciary Hub Start Date End Date Total Funds Under Management Total Assets
Training Accounting Columbia 319 4/1/2020 4/29/2020 $4.00 $4.00
Details Files (1) v
v Review Information = (4706b) Training Accounting-2020-04-01 17:30:56.pdf

2020 - 128KB - pdf

The reviewer should select Share 4706-B with Fiduciary once the form populates under files to
ensure that the Fiduciary has access to the most up-to-date form with all line items that were
initially submitted.
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. Al v Search Salesforce \:* v} ') a C(“;‘

EEE FAST Accountings »  Reports v <

Key Fields Edit

Status
Approved - Final Approval

Shared 4706-B with Fiduciary

A ti
Training Accounting 4-1-2020 4-29-2020 Approve eq“e“ unlock

Name of Beneficiary VA Fiduciary Hub Start Date End Date Total Funds Under Management Total Assets
Training Accounting Columbia 319 4/1/2020 4/29/2020 $4.00 $4.00
Details Files (1) v

(4706b) Training Accounting-2020-04-01 17:30:56.pdf
Apr1,2020 - 128KB - pdf

v Review Information

Once the Share 4706-B with Fiduciary has been selected, a confirmation note will appear
confirming that the internal user intends to share the form with the Fiduciary. The reviewer
should select save to continue. The form will be shared with the Fiduciary and an email
notification will be sent to the Fiduciary confirming that the accounting has been approved. If
there are additional documents that are required, then the Fiduciary will receive an updated
status that the accounting has been approved but additional documents are needed to
supplement the accounting.

Share 4706-B with Fiduciary

Sharing Confirmation

Please do not share until you can see the PDF version of the 4706-B form in the Files section of the accounting. If you
cannot see the PDF, please exit this screen and make sure to refresh your screen until it appears. Sharing the 4706-B
with the Fiduciary will expose the PDF form to the Fiduciary in FAST. This action cannot be undone.

Cancel

6.4.2 Disapprove Accounting

A reviewer should comprehensively review the accounting before making a final disapproval. To
begin the disapproval process, the reviewer should select disapprove in the right upper ribbon of
the tool.
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o=
Al v Search Accountings and more... ? A Q

K

Accountings v Reports v

Revisions Requested Revisions Submitted Disapproved Approved

Accounting - .
Bekah Arnold 3-1-2020 3-31-2020 Approve Return for Revisions Disapprove Waive

Beneficiary Name VA Fiduciary Hub Start Date End Date Total Funds Under Management Total Assets
Bekah Arnold Columbia 319 3/1/2020 3/31/2020 $24.00 $24.00
Details Files (1) v
~ Review Information Attached File
lle] Mar 31, 2020 - 11KB - docx
Status Revisions Requested
Under Review View All
Reviewer

Test LIE User .
Approval History (0) v

Veteran

Once the reviewer selects disapprove, a comment box will populate, and the reviewer will be
prompted to provide any applicable comments. The reviewer should click save and the
accounting status will be updated to disapproved. The Fiduciary will receive an email notification
that the accounting status has been updated to disapproved.

Disapprove

Revisions Requested

Salesforce Sans

@ | I

Ensure correct files are attached.

Cancel
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o)
. Al v Search Accountings and more.. ?2 A ﬁ\\
™ 1

FAST Accountings v Reports v

| Disapproved Approved "
~—~— —
Accounting A Ret for Revi o Wai
Bekah Arnold 3-1-2020 3-31-2020 pprove eturn for Revisions isapprove aive
Beneficiary Name VA Fiduciary Hub Start Date End Date Total Funds Under Management Total Assets
Bekah Arnold Columbia 319 3/1/2020 3/31/2020 $24.00 $24.00
Details Files (1) v
~ Review Information . Attached File
lle] Mar 31, 2020 - 11KB - docx

Status Revisions Requested

Disapproved Ensure correct files are attached. View All
Reviewer

Approval History (0) v
Veteran

6.5 Accounting Unlock

This section will outline the Accounting Unlock process, including how a reviewer can request

an unlock for an accounting that was previously approved and how a supervisor can review and
approve unlock requests.

6.5.1 Request Accounting Unlock

A reviewer should request an accounting unlock if additional revisions need to be made on an
accounting or if the accounting was approved by mistake. The reviewer should log into FAST,
navigate to the Accountings tab, and then select the pencil icon next to the Reviewer to assign

themselves to the accounting for traceability. Once the accounting has been assigned to the
reviewer, the reviewer should select Request Unlock.

. Al w Search Accountings and more... ||| ?2 A (H

FAST Accountings v Reports d

| v Approved 1

Key Fields Edit
Status
Approved - Final Approval

Shared 4706-B with Fiduciary

A il
Tcrcaoil;:i;;‘é Accounting 4-1-2020 4-29-2020 Approve | Share 47068 with F""“C"a‘y

Name of Beneficiary VA Fiduciary Hub Start Date End Date

v

Total Funds Under Management Total Assets

Training Accounting Columbia 319 4/1/2020 4/29/2020 $4.00 $4.00
Details Files (1) v
v Review Information = (4706b) Training Accounting-2020-04-01 17:30:56.pdf

Apr1,2020 - 128KB - pdf
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A comment field will populate, and the reviewer should include a comment outlining the reason
for the unlock. Once the reviewer clicks save, the accounting status will be reflected as
Approved — Unlock Request. The supervisor will need to approve the unlock request once the
request is submitted in order for the reviewer to correct mistakes and request revisions.

Request Unlock

* Justification for Unlock

Unlock Justification.

Cancel

6.5.2 Review Unlock Requests

In order to approve or disapprove an unlock request submitted by a reviewer, the supervisor will
login to FAST, navigate to the Accountings tab, and select FAST Supervisor Queue listview to
view the appropriate accounting. The supervisor will navigate to the Approval History section
and click Approve the Unlock.

=y
. Al v Search Accountings and more... ‘* " ') '!' (ﬁ /
:o2 FAST Accountings v <
l Details l Files (1) v !
« Review Information = (4706b) Training Accounting-2020-04-01 17:30:56.pdf

Apr1,2020 - 128KB - pdf
Status Revisions Requested
Approved - Unlock Requested View All

Reviewer Shared 4706-B with Fiduciary

FAST LIE User 2 v .
Approval History (2) v
Veteran Additional Remarks
Surety Bond Outstanding? Approve the unlock v
Bese- 020 1:39 PM

Status: Pending

Court Documents Oustanding? Assigned To: FAST Supervisor Queue
Actual Appro...  FAST Supervisor Queue
Comments:

v Reporting

Approval Request Submitted v
; Date: 4/1/2020 1:39 PM
Submitted Date Approval Date Status: Submitted
4/1/2020 12:05 PM 4/1/2020 1:30 PM

Assigned To FAST LIE User 2

To approve an unlock request, the supervisor will click approve and the accounting status will
appear as Under Review. To disapprove an unlock request, the supervisor will click reject
and the accounting will remain under the status Approved. In both instances, comments should
be included if applicable.
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Approval Request
Accounting Approval

Submitter Date Submitted
FAST LIE User 2 Apr 1,2020
Details

Approval Details

Accounting Name
Training Accounting 4-1-2020 4-29-2020

Justification for Unlock

Unlock Justification.

Accountings  ~ * FEP Accounting__c ~ X Xa

Al v Search Salesforce ? .‘. Q;q‘;\‘

Actual Approver Assigned To
FAST Supervisor Queue FAST Supervisor Queue

No Comments

Owner

FAST Authorized Reviewers Queue

Last Updated: April 24, 2020

Approve Accounting

Comments

‘ Approve ’

Reject Accounting

Comments

Cancel
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6.5.3 Review Unlocked Accounting

Once the supervisor reviews an unlock request and makes a final determination, the reviewer
will receive an email notification regarding the unlock decision. The reviewer will log into FAST,
click the Accountings tab, and navigate to the appropriate listview. If the accounting has been
unlocked, the reviewer should select the appropriate accounting that has been unlocked and
verify that their name is in the reviewer field. Once the reviewer has verified that the accounting
is appropriately assigned, then the reviewer will view the Approval History section to confirm the
unlock request approval and confirm the accounting status as Under Review.

. Al v Search Accountings and more... %+ 2 A (H

FAST Accountings ~  Reports v a

TTaTTTITTg ACCOUTTOT, OTUTTOT ST BT I 2020 TTZIT 2020 OO0 L aeio)

Details Files (1) v

v Review Information rﬂiﬁsé;{rjawmlnzﬁ:;coudnftlng72020704701 17:30:56.pdf
pri, . -p

Additional Remarks

Under Review ViewAll
Reviewer Revisions Requested
FAST LIE User 2 . -
Approval History (3+)
Veteran
X Approve the unlock v
v Reporting Date: 6202
Status: Approved
Submitted Date Approval Date e Ia TS e Gueue
4/1/2020 12:05 PM 4/1/2020 1:30 PM Actual Appro... FAST Supervisor User
Returned Date Disapproval Date Comments:
Approval Request Submitted v
Revisions Submitted Date Date Waived Date: 4/1/2020 2:50 PM
Status: Submitted

6.6 Generate Reports

Internal users will navigate to the Reports tab to create customized reports or to run reports that
have already been pre-configured in FAST.

. v e 2 a @
HIOFAST  Accounts v cmm 7

Reports
Recent Q. Search recent repor New Report New Report (Salesforce Classic) ~ New Folder g
1item

REPORTS ~ Description v Folder ~  Created By v Created On ~  Subscribed

Recent Lead Oy # of cases (open and closed)

ad O 3
2 i assigned to each team CCl Reports Christopher Cruz 8/11/2016, 9:50 AM v
Created by Me o member for Dashboard

Private Reports
Public Reports
All Reports

FOLDERS
All Folders
Created by Me
Shared with Me

FAVORITES

All Favorites
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6.7 Waive an Accounting

The waive process is rare and is only completed in instances where a Fiduciary is unable to
fulfill their accounting requirements or submit an approvable accounting. The supervisor will
waive a disapproved accounting by logging into Salesforce, navigating to the Accountings tab,
and selecting an appropriate listview to view the disapproved accounting. Before waiving an
accounting, the supervisor will need to assign themselves to the accounting by selecting the
pencil icon next to the Reviewer field within the Reviewer Information section. The supervisor
will type their name into the Reviewer field and click save.

The supervisor should select Waive in the upper right ribbon of the tool. A comment box will
populate where the supervisor will need to include detailed comments regarding the waive
decision and then click save to complete the accounting waive.

(e
. Al w Search Accountings and more.. *I" f‘) ‘ .

::5 FAST Accountings v £

i Disapproved Approved

Accounting
Veronia Lab 4-1-2020 4-30-2020 Approve  Returnfor Revisions  Disapprove

Name of Beneficiary VA Fiduciary Hub Start Date End Date Total Funds Under Management Total Assets
Veronia Lab Columbia 319 4/1/2020 4/30/2020 $1.00 $1.00

Details Files (0) ¥

v Review Information 3
&, Upload Files

Us Additional Remarks
Or drop files
Disapproved
Reviewer Revisions Requested

Approval History (0)
Veteran

*Waive Justification

Enter Waive Justification Here.
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6.8 Application Access

The Fiduciary will self-register to utilize FAST. The Supervisor will then review the
POC!/Individual Fiduciary’s self-registration request, this is known as the application
access record. The supervisor will log into salesforce and locate the application access
tab. Under this tab supervisors will be able to view all applications submitted under the
five following statuses:

Not started- This status means the Fiduciary didn’t complete the self-
registration process. This status will then be turned to a canceled status after
72 hours. (If an application is in this status you will not be able to approve it)
In process- This status means the Fiduciary completed the self-registration
process and the application needs to be approved by supervisor or
superuser.

Approved- This status means the Fiduciary account has been reviewed by
the supervisor or superuser for validation.

Rejected- This status means the Fiduciary account was reviewed by the
supervisor or superuser and they were unable to validate the information
provided by Fiduciary.

Status Complete- This status means the Fiduciary is now able to access
FAST.

The “In Process” status is the only status where you can approve or reject an application

access record.

All v »#

If an application access record is approved, the Fiduciary will be allowed access in FAST. If the
application access record is rejected, the Fiduciary will be unable to access FAST. If rejected,
the Fiduciary can re-register for consideration.

Last Updated: April 24, 2020
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7 Training Resources Available

Instructor Led Trainings (ILT) are the primary training resources for FAST. In addition to the
ILTs, there are other resources that compliment it such as the Job Aids, Simulations, and this
User Guide.

7.1 Instructor Led Training (ILT)

The ILTs are a compilation of information and a step-by-step video simulation with interactivity
that will be shown to users learning how to use FAST. For the in-person training, the
instructor(s) will be teaching the course to the students moving through each page and
interactions that are embedded in the training such as fill in the blank, true or false questions,
and multiple-choice questions. At the end of each module, there are knowledge check questions
that the viewer must answer correctly before moving on to the next module. For virtual training,
the participants will be able to complete the simulations individually. The simulations will also
have interactions to work through to keep the participants engaged. The ILT is delivered based
on the overall areas of FAST and will be distinguished by the user (Fiduciary, LIE/FSR,
Supervisor, and FE/QRT).

ILTs have been created for each user:

Fiduciary
o Getting Started
¢ Accounting Submission
o Review Non-Approved Accountings
e Add Needed Documents
e Add a Line Item

Internal VA User (LIE, FSR, Superuser)

o Review and Assign Accountings
e Accounting Review

e Accounting Disposition

e Accounting Unlock

Supervisor

e Accounting Waive and Unlock
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FE/QRT

e Review an Accounting

7.2 Job Aids and Simulations

The Job Aids cover materials and actions in a step-by-step basis for all users applicable in the
following overall areas: Getting Started, Accounting Review, Accounting Submission,
Accounting Disposition, Accounting Waive, Accounting Unlock, and Generate Reports. Each of
the Job Aids is specifically tailored towards the respective users who are anticipated to be
completing the scenarios that are listed. Each Job Aid has an objective listed at the top so the
user can understand the scope of the task they are about to perform. Each Job Aid also has a
pre-requisite that outlines the previous logical step to complete the designated action. Within the
steps of the Job Aids, there are screenshots of FAST and additional notes that are italicized that
provides the user with more information related to the step that is being performed. At the end of
each job aid, there is an outcome that indicates what will happen once they have completed the
final step.

The video simulations like the Job Aids lay out the instructions step by step but are displayed in
a different format where the user can visually see a video of someone going into FAST and
completing the tasks. The simulations were created in Adobe Captivate and has interactions
that keep the user engaged such as next buttons, click boxes, and text boxes to type into.

Job Aids and Simulations have been created for each training module:

Fiduciary

o Getting Started
o Self-Register in FAST * Job Aid Only
o Login to FAST *Job Aid Only
o Navigate FAST Homepage and Features
o Filter Existing Accountings
o Create a New Accounting

e Accounting Submission
o Edita Line Item
o Deactivate a Line Item
o Attach File
o Acknowledge an Accounting
o Submit an Accounting

o Review Non-Approved Accountings
o Review Requested Revisions
o Review a Disapproved Accounting
o Review a Waived Accounting

e Add Needed Documents
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o Add Needed Documents
e Add a Line ltem
o Add Money Received Line ltem
o Add Money Spent Line ltem
o Add an Asset Line Item
e Accounting Access Application *Job Aid Only
o Approve access
o Reject access

Internal VA User (LIE, FSR, Superuser)

e View and Assign Accountings
e Accounting Review
o Audit Accounting
o Request Accounting Revisions
e Accounting Disposition
o Approve Accounting
o Disapprove Accounting
e Accounting Unlock
o Request Accounting Unlock
o Review Unlocked Accounting

Internal VA User (Supervisor)

e Accounting Waive and Unlock
o Waive Accounting
o Review Unlock Request

e Accounting Access Application *Job Aid Only
o Approve access
o Reject access

Internal VA User (FE/QRT)

e Review an Accounting
o Review an Accounting

7.3 User Guide

This User Guide is designed to provide documentation for people who will use the FAST
Salesforce Application on a day-to-day basis such as Fiduciaries, LIEs/FSRs and supervisors.
This user guide provides information and support to those wanting to learn more about FAST.
The main components of this user guide are as listed: Introduction to the Program, Using the
Program (User: Fiduciary), Using the Program (User: Internal VA), Training Resources
Available, Troubleshooting and System Definitions. The Table of Contents can be manipulated

47
U.S. Department
of Veterans Affairs

Last Updated: April 24, 2020




Fiduciary Accountings Submission Tool (FAST)

User Guide

to quickly move to a certain section or page.

8 Troubleshooting

This section will outline the ways in which users should route questions within FAST.

8.1 Troubleshooting (User: Fiduciary)

e For fiduciary new users or existing user account issues for AccessVA or ID.me
o Contact the AccessVA Helpdesk at 1-800-983-0937. Hours of operation:
7:00am to 7:00pm (Central) Monday to Friday.
o FAQ link for further information
https://eauth.va.gov/accessva/about/contact
e For fiduciaries experiencing issues accessing Salesforce or registration issues
o Call 1-888-407-0144. Hours of operation: 8:00am to 4:00pm (Eastern)
Monday to Friday.
o FAST Admin Group will submit a ticket to DTC if unable to resolve. DTC
Help Desk Ticket https://vacommunity.force.com/helpdesk?
= DTC does not service external users directly. DTC will address the
ticket in 1-2 days on average.
e For fiduciaries needing assistance with accountings
o Call 1-888-407-0144. Hours of operation: 8:00am to 4:00pm (Eastern)
Monday to Friday.

8.2 Troubleshooting (User: Internal VA)

e For FAST access issues such as new user account or existing user account
changes, or experiencing issues logging into Salesforce (Single Sign On)

o https://lvacommunity.force.com/helpdesk/VA Help Desk New User 4057

e FAST Application technical issues, internal users (not access issues) contact the
Digital Transformation Center (DTC) at https://vacommunity.force.com/helpdesk?
DTC will address the ticket in 1-2 days on average.
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9 System Definitions

Accounting Disapproval:

A status that is reached by a reviewer after revisions are requested more than twice
from a Fiduciary.

Accounting Unlock:

An action taken by a supervisor when additional revisions need to be made to an
accounting.

Accounting Waive:

An action taken by a supervisor when a Fiduciary is unable to fulfill their accounting
requirements or submit an approvable accounting.

Balanced Accounting:
An accounting in which the Total Funds Under Management equals Total Assets.
Deactivate:

The action of deleting an accounting line item, resulting in removal of the deactivated
line item from the total balance.

Revisions Requested:

An action taken by a reviewer when additional information or supplemental
documents are needed in support of a submitted accounting.
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