Pegasys Quick Reference Card

CREATING AN AMENDMENT
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» You need to create an amendment if there are changes that need to be made to the
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1. Select Transactions from the top left of the screen.
2. Select Purchasing > Amend > Order.
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New Amendment

Subsystern: | ;l

* Documnent: &

Document Type: GP
Document Mame: |GMA Purchase Order
Document Number: |GPO0OD7100
Amendment Number

ol " PEenerate

*

aAmendment Number:

3. Enter the Document Type, Document Number and Amendment Number in the

appropriate fields.
4. Click Finish.
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= Amendment Infarmaton
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5. Enter the Date and Justification for the Amendment.

jstration  Litikis
Pegasys > Transactions > Purchasing > Mew > Match [nvoice =
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Start Date: | End Date: [

Related Cost Type: |N/A
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- Line Amounts

Current Amount

Invoiced $0.00
Applied Credit $0.00
Het Total $0.00

6. Enter the Line Amounts - Invoiced, Applied Credit and Net Total.
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— = Accounting Dimensions
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Note: Approval is needed when changing the funding, accounting template and/or dollar
amount.

7. Enter your accounting changes:
e Accounting Template
o Activity
e Sub-Object Class (SOC)
e Building Number
e Vehicle Tag
e Work Item
e Etc.
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8. To finish the form:
e Save the form.
e Verify and correct any errors.
e Submit the document for approvals and processing.
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