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Quick Reference Guide – FBT Entertainment Assessment Tool FS71 
 

Purpose: This guide provides an overview on how staff should use the FBT Entertainment Assessment Tool FS71 (the FS71) 

to determine the Fringe Benefits Tax (FBT) treatment of meal and entertainment expenditure, to identify the item codes to 
use when coding a meal or entertainment expense, and to calculate the correct split of the meal and entertainment expenses 
between these item codes. 

The guide also provides instructions on how to save and access uncompleted FS71 decisions for finalisation later, as well as 
how to duplicate finalised decisions to easily re-use an FS71 (useful when processing multiple invoices for a single event). 

References: For general information on FBT please refer to the University’s FBT Page, and for specific queries relating to 

the FS71 please refer to the FS71 FAQ page on the Finance Unit’s website. 
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Launching the FS71 in Appian 

Launching the FS71  

Please note: Feel free to save this link in 
your favourites. 

To access the FS71 directly, click on the following link: FBT Entertainment Assessment 
Tool FS71  

You may also be prompted to complete the FS71 when coding a meal/entertainment 
expense in Finance One. When an FS71 is required, you will be directed to the FS71 
page. 

If prompted, use your UniSA username and password to access the Appian site. 

Accessing Help Documentation 

Each screen of the FS71 
contains links to Help 
Documentation: 

1. An FAQ about the FS71 
decision tool 

2. This Quick Reference 
Guide 

3. A link to the 
University’s main FBT 
page 

 

 

 

  

https://i.unisa.edu.au/staff/finance/services-we-provide/tax-home-page/fringe-benefits-tax-fbt/
https://i.unisa.edu.au/staff/finance/services-we-provide/tax-home-page/fringe-benefits-tax-fbt/fbt/fs71faq/
https://bpi.unisa.edu.au/suite/tempo/actions/item/ksBENnJnQZs7XavkrT2Qm_JpqyyT09J8PqbJGlU1N4vy5qV7wwsjBLt6T_nIkPIoN172koft_QSJzD_1_qbSTv-w-XeRkHInUnOKRc
https://bpi.unisa.edu.au/suite/tempo/actions/item/ksBENnJnQZs7XavkrT2Qm_JpqyyT09J8PqbJGlU1N4vy5qV7wwsjBLt6T_nIkPIoN172koft_QSJzD_1_qbSTv-w-XeRkHInUnOKRc
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Using the FS71  

Decision screens 

1. Start the tool by choosing 
between Recreational 
Entertainment and Meal 
Entertainment. Base your 
choice on which one most 
accurately describes the 
event the expense relates 
to. 
 
Click on the large blue 
boxes to select your choice. 

Please note: Hovering over the boxes 
will bring up a helpful tip. 

 

2. Progress through the 
decision screens of the tool 
by choosing the option on 
each page that most 
accurately describes the 
event that the expense 
relates to.  
 
Click on the large blue 
boxes to select your choice. 

3. Continue until you reach 
the Details screen. 

Please note: This should reach the 
Decision Screen within 1-4 clicks. 

4. At this point you may click 
Save to save your progress. 
We recommend you use 
this if you need to 
temporarily exit the 
program or need to contact 
someone for more details 
on the event (such as 
obtaining an attendance 
list).   
 
Please note: Clicking Save will 
close the tool and you will be 
emailed a link to re-launch the 
determination later. 

. 

Decision screens (example):  

 

Details screen: 

 

 

 

 

Choose most appropriate 

Hover-over text 

Choose most appropriate 
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Details screen 

At the Details Screen, enter all 
required fields: 

5. Name of Event  

6. Venue 

7. Vendor Name 

8. Invoice number/Date – if 
available, enter the unique 
document identifier 
otherwise enter the 
document date 

9. Date of Event 

10. Total of invoice (AUD inc 
GST) 

11. Contact phone number 
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Attendee input: 

There are two ways to input 
details on the attendees – in 
Bulk and by Individual.  

12. Select Individual if you 
have a small number of 
attendees and want to 
directly enter their names. 

Click Add Attendee for 
each person attending. 
Then: 

a. Add the Attendee 
Name and 

b. Assign them an 
Attendee 
Category 

You can remove attendees 
by clicking on the red Xs at 
the right of the screen. 

13. Select Bulk if you have 
many attendees and want 
to upload a separate list of 
attendees. 

Selecting Bulk will add the 
option Attendee List. Click 
on Upload to upload an 
external attendee list. 

Please note: The FS71 will only 
upload PDF documents. 

Then click Add Attendee 
for each attendee 
‘category’ group. Then: 

c. Enter the Number 
of Attendees in 
each group and 

d. Assign the group 
an Attendee 
Category  

You can remove attendee 
lines by clicking on the red 
Xs at the far right of the 
screen. 

 

Choose how to add attendees: 

 

Individual 

 

Bulk 
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Attendee Category Description 

14. There are six categories 
that may apply, please 
select the most 
appropriate option.  
 
There is a drop-down list 
providing more 
information available at 
the bottom of the screen.  
 

Please note:  This list is in order of 
precedence, so please select the first 
and most specific category that applies. 

For example, a staff member who is 
both travelling and paying full price to 
attend an event would be a ‘Paying 
Customer’. A local staff member who 
attends for free is simply ‘Staff’. 

 

 

 

Review 

15. Once all details have been 
entered, please click on the 
Review button to move to 
the Review Screen. 
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Review Screen 

16. At the Review Screen 
please review all details for 
correctness. If you see any 
errors, you can return to a 
prior screen by pressing 
Back. 

17. If you are satisfied all the 
details are correct, please 
click Submit. 

 

 

 

 

Download the FS71 form as a 
PDF and attach to Finance One 
with the invoice 

18. Once submitted, the FS71 
will create a PDF document 
that you should download 
and save.  

Please note:  The PDF will also be 
emailed to your email address in case 
you forget to download. 

19. Process the entertainment 
expense invoice in Finance 
One by following the 
instructions on the FS71: 

a. Split the expense 
in the amounts 
outlined 

b. Code these split 
amounts into the 
item codes as 
indicated. 

 

Download as PDF 

 

 

 

Split the invoice and code expense as instructed into Finance One 

 

Click PDF icon to download 
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Records: Accessing saved decisions and duplicating previous decisions 

Access Records in Appian 

1. Select the Records option 
within Appian and then 
select Entertainment 
Expenditures. 

 

2. Within the Records view 
you will see Incomplete 
and Complete Records. 
Clicking on the date 
submitted will open the 
Event Details Summary 
Page: 

a. Select an 
Incomplete 
decision to 
continue a Saved 
decision. 

b. Select a Complete 
decision to 
Duplicate the 
decision for 
another invoice. 

Please note:  Incomplete decisions will 
remain available for 28 days before 
being deleted. Completed decisions are 
kept permanently. 

 

 

Accessing an incomplete sand 
saved FS71 

3. Clicking on the date 
submitted of an 
Incomplete decision will 
open the Event Details 
summary page. To access 
the determination: 

a. Click on the 
Related Actions 
Tab. 

b. Select Resume. 
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Duplicating a Completed FS71 

4. Clicking on the date 
submitted of a Completed 
FS71 decision will open the 
Event Details summary 
page. To access the 
determination: 

a. Click on the 
Related Actions 
Tab; 

b. Select Duplicate. 
 

5. Selecting Duplicate will 
create a new instance of 
the previously completed 
FS71, open at the Details 
Screen. This instance will 
have all the data pre-filled 
(including any uploaded 
PDF attendance lists).  
 
This information can be 
edited as required and will 
create a new FS71 record 
when submitted. 

 

 

 

 

Original decision 

Duplicated decision 


