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AMENDING PLANS: ADDING A NEW SUB PLAN 
1. Select Transactions > Planning > Operating Plan Notebook from the Pegasys menu 

bar. 

2. Type the name of the plan you want to change in the Operating Plan Name field. 

3. Click Search. 

 
4. Select the plan you want to copy from the search results. Click Open. 

 
5. Click the SubLevel 1 Setup tab of the plan level to be added. 

 
6. Click Add. 

a. The SubLevel 1 Setup page will display. 
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* Note: The SubLevel 2 tab is used to add another sublevel to SubLevel 1. If you click on 

SubLevel 2, another tab for SubLevel 3 will appear, and so on. 

 

7. Enter a name for the new sub plan in the Name field. 

8. Populate the accounting period dates and any other needed fields. 

 
9. Click the SubLevel 1 Setup link to return.  
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AMENDING PLANS: DELETING A SUB PLAN 
1. Select Transactions > Planning > Operating Plan Notebook from the Pegasys menu 

bar. 

2. Type the name of the plan you want to change in the Operating Plan Name field. 

3. Click Search. 

 

4. Select the plan you want to copy from the search results. 

 
5. Click Open. 

6. Go to the SubLevel 1 Setup page of the appropriate plan. 

7. Click the Sub Plan to be deleted. 

 
8. Click Remove. 
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REDEFINING A PLAN 
1. Select Transactions > Planning > Operating Plan Notebook from the Pegasys menu 

bar. 

2. Type the name of the plan you want to change in the Operating Plan Name field. 

3. Click Search. 

 
4. Select the plan you want to copy from the search results. 

5. Click Open. 

6. Click the SubLevel 1 Setup tab of the plan level to be modified. 

 
7. Select the Sub Plan to be modified. 

 
8. Click the Sub Level 1 Setup link 

 
9. Replace any values that need to be changed in the Dimension Setup group box. 
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10. If a new dimension is added, values must also be added to all other sub plans with the 

same parent. 


