Pegasys Quick Reference Guide

Create a Lease Payment Document Template

1. Open the Lease Profile by selecting Reference — Document — Lease Profiles on the
Pegasys menu bar.
2. Enter the lease code in the Code field.

Figure 1: Search Lease Profile

Search - Lease Profile

Search Criteria

Code Effective Dates
Name Fram Date

Sheat Name To Date

Status e

Code Name Short Mame Status Start Date End Date Security Org

m > 10 per page ¥ Page 1 lof1

3. Select Search.
Select the lease profile.
5. Select Open.
a. The Lease info page will display.
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Figure 2: Lease Info Page

Pegasys / Reference / Document / Lease Profiles / Lease Info

Lease Info Document Chains
— General
*k Code 1B3G70016 Succeeded/Superseded Lease
K Name | ABC Co-TEST| Succeeded/Superseded By
Short Name [Tedder Modification Date 10/09/2013
Status Inactive 4 Last Modified By allroles156

3K Security Org | PBS
Effective Dates
3K Creation Details | Neither v
From Date 08/27/2013 M

To Date 08/27/2013 4

— Description

Description TEST - Recurring Consolidation

Go to top of page

6. Select the Document Chains tab.
7. Select the appropriate Document Chain.
8. Select the Document Templates tab, and the Document Templates page will display.

Figure 3: Document Templates Page

Record Number Document Type Final Last Reference Referenced Record Number

m P 10 per page ¥ Page 1  of1

9. Select Add, and the new Document Template page will display.
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Figure 4: New Document Template Page

NNNNNN

ments Subject 1o Prompt Pay

Bl Retroactive Payments Subject 10 Prompt Pay

10. Enter LP in the Document Type field.

11. Enter the First Creation Date.
NOTE: The Periodic Payments Subject to Prompt Pay and Retroactive Payments Subject to
Prompt Pay checkboxes will be selected by default. To use a specific prompt pay type, enter
LEASE or STD (depending on the chain and type of payment) in the Specific Periodic
Payments Prompt Pay Type and Specific Retroactive Payments Prompt Pay Type fields.
If left blank, the default prompt pay type will be used.

12. Select the Frequencies tab, and the Frequencies page will display.

Figure 5: Frequencies Page

Change Effective Date Frequency Frequency Interval (X} Generation Day (Y) Generathon Type

m 10 pér page ¥ Page 1 of1

13. Select Add, and the new Frequency page will display.

USDA Lease - Payment Document Template Pegasys Quick Reference Guide May 2018 Page 3



Pegasys Quick Reference Guide

Figure 6: New Frequency Page

Lease Info Document Chains
Document Chain Vendors Amounts Document Templates
Document Template Frequencies Schedules
Frequency
— General

> Change Effective Date
X Frequency | Annually

Frequency Interval (X)

Generation Day (Y)

>K Generation Type Forward

Go to top of page

Suspend Schedules

Unsuspend Schedules

14. Enter the Change Effective Date.

15. Select Every Yth Day of Month from the Frequency drop-down list.

16. Select 01 from the Generation Day drop-down list.

17. Select Arrears from the Generation Type drop-down list.
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Figure 7: New Frequency Page-Fields Populated

Lease Info Document Chains
Document Chain Vendors Amounts Document Templates Suspend Schedules Unsuspend Schedules
Document Template Frequencies Schedules
Frequency
— General

XK Change Effective Date | 03/20/2018 [
>K Frequency Every Yth Day of Month v
Frequency Interval (X)
Generation Day (Y) 01 v

K Generation Type Arrears %

Go to top of page

18. Select the Document Template link, and the Document Template page will be displayed.
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Figure 8: Document Template Page

Lease Info Document Chains
Document Chain Vendors Amounts Document Templates Suspend Schedules Unsuspend Schedules
Document Template Frequencies Schedules
Item: 1 2
— General
* Document Type | LP Copy Fwd From Template Record
First Creation Date 03/20/2018 ™ Referenced Record 0
Status Active % Number

Final Last Reference
Template

— Payment Template Prompt Pay Information

Periodic Payments Subject to Prompt Pay Specific Periodic Payments

Prompt Pay Type
Retroactive Payments Subject to Prompt Pay : v

Specific Retroactive
Payments Prompt Pay Type

19. Enter the referenced record number from the commitment record entered in the Referenced
Record Number field.

20. Check the Final Last Reference box.

21. Select Template, and the New Payment Authorization page will display.
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Figure 9: New Payment Authorization Page

New Payment Authorization

Document Type Ly Lease Payment Authorizi
Document Number Format Prefix
Security Org

Document Number 1B3G70016-1-2

Title
Copy Document None
Copy From
Copy Forward
File Choose File |No file chosen

Go to top of page

| et | Concel |
22. Select Next.

23. Select the LO document.

24. Select Finish.

25. Select the Header Accounting Lines tab, choose a line and select the Header Accounting
Line link.
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Figure 10: Header Accounting Lines Page - Line Selected

Header Accounting Lines

Payment Transaction Applied Applied Accounting
Line Number Amount Line Type Type Amaount Credit P Holdback S Template BBFY EBFY Fund

Total Header Funded Amou 51.00

26. Review the accounting template, and enter the Lease Code in the Invoice Number field.
27. Select Verify.

28. Select Save Template.

29. Select Close Template to return to the Lease Profile.

Modify Vendor/Amount on Existing Lease Profile
1. Open the Lease Profile by selecting Reference — Document — Lease Profiles.

Figure 11: Search Lease Profile
Search - Lease Profile

Code Effective Dates

Name From Date

Code Hame Short Name Status Start Date End Date Security Org

g m Delet 10 per page ¥ Fage 1 of1

Select the Document Chains tab.

Select a document chain.

If the vendor is changing, select the Vendors link. If the vendor is not changing, continue to
step 10.
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Figure 32: Vendors Link

Lease Info Document Chains

Document Chain Vendors Amounts Document Templates Suspend Schedules Unsuspend Schedules

o

Select Add to add a new vendor, and the Vendors page will display.
Enter the Change Effective Date for a new vendor.
a. The effective date is used to determine when the new vendor will be paid instead of
the old.
Enter the vendor code in the Vendor Code field.
Enter the address code in the Remit To Address field.
Enter the vendor code in the Designated Agent field, if necessary.

Figure 13: New Vendor Page

Document Chains

Document Chai Vendors Amaounts

= General
3 Change Effective Date

Currency

~ Vendor Information

Vendor Designated Agent

Address Name

Remit Ta Address
Address

MName

[ s |
10. Select the Amounts link, and the Amounts page will display.
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Figure 14: Amounts Page

1-30f 3 results

Change Effective Date Amaoun i Amount U Interval Number of Years (X)

m W 10perpage ¥ Page 1 of1

11. Select Add to add the amount information.
12. Enter the Change Effective Date.
a. The effective date is used to determine when the new amount will be paid instead of
the old.
13. Enter the amount in the Amount field.
14. Select Periodic Retroactive Documents from the Retroactive Document Options drop-
down list.
15. Select Annually from the Amount Interval drop-down list box.
16. Select Save.

Create a One-Time Payment Document Template to an Existing
Vendor

1. Open the Lease Profile using an existing Lease Code.
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Figure 15: Lease Info Page

Lease Info Document Chains

— General

> Code 1B3G70016 Succeeded/Superseded
Lease
K Name | ABC Co- TEST
Succeeded/Superseded By
Short Name LTedder
Modification Date 10/09/2013
Status Inactive v
Last Modified By allroles156
* Security Org | PBS

K Creation Details Neither e Effective Dates
From Date 08/27/2013 &

To Date 08/27/2013 ©

— Description

Description TEST - Recurring Consolidation

2. Select the Document Chains tab.
3. Select Add to add a new document chain.
4. Follow the earlier steps found in this document to add an amount/vendor/document template.
5. When creating a document template, enter the appropriate payment document type in the
Document Type field.
Enter the First Creation Date.
Select the Frequencies tab.
Select Add.
Figure 16: Frequencies Page
o ‘cll\ia:ll:l. Effective Date Frequency Frequency Interval (X) Generation Day () Generation Type
m . R 10perpage ¥ Page 1 of1

9. Select the Change Effective Date link.
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10. Select One-Time from the Frequency drop-down list box.

11. Confirm that the Forward option in the Generation Type drop-down list box is selected.
12. Select the Document Template link.
13. Select Template.

14. Select Finish.

a. The Header page of the Payment Form will display.

15. Review the Vendor Information fields to ensure that the appropriate vendor codes are

displayed.

Header Office Addresses

— General
Document Type
Status
Document Number
Number Description
Title
Authorized By
Agency DUNS Number

Agency DUNS+4

— Vendor Information

Vendor

Figure 47: Payment Form Header Page

Credit Cards Suggested Vendors

LO Lease Purchase Request
RECURRING

1B3G70016-1-2

Vendor

521525622 ¥y || 00004

Address Name WW CONTRACTORS, INCORPORATI

Header Accounting Lines

[temized Lines

Orig Request Date

Request Date

Accounting Period
Reporting Accounting Period
Batch Number

Document Classification

Security Org

GSA

Suppress Printing

Save Template

16. Select the Header Accounting Lines tab.
17. Select Add to add the new accounting line.
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Figure 18: Header Accounting Lines Page

Header Accounting Lines
Accounting
Line Number Amoun t Template BEFY EBFY Fund Reg org Cd Prgm Proj cd Acty s0C Bldg #
Total Header Funded Amou
m- m 10perpage ¥ Page 1 of1

18. In the Vendor Invoice Reference group box, enter the Lease Code in the Invoice Number
field.

19. Enter or search for a template for the accounting line in the Accounting Dimensions box.

Figure 19: Accounting Dimensions

= Additional Attributes

Prior Year Adjustment | Not a Prior Year Adjustment -
Transfer Treasury Symbol
ATA AlD BROA EPOA A MAIN sus
Shosrt e
ey
= Accounting Dimensions
* pary EBFY ¥ Fune Region Org Code Progs
3 Sub-Ot ] g #
ok ltem Lease # Cost Organization YEA BETC Cohort Yr

20. Select Verify.
21. Select Save Template.
22. Select Close Template to return to the Lease Profile.
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