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 Pegasys Quick Reference Guide 

Create One-Time Payment for a Lease 
1. Select Reference → Document → Lease Profiles from the Pegasys menu bar. 

Figure 1: Search Lease Profile 

 

2. Enter the lease code in the Code field. 
3. Select Search. 
4. Select the lease profile for the one-time payment. 
5. Select Open. 

a. The Lease info page will display. 
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Figure 2: Lease Info Page 

 

6. Select the Document Chains tab. 
7. Select the appropriate Document Chain for the one-time payment. 
8. Select the Document Templates link. 

Figure 3: Document Templates Page 

 

9. Choose the appropriate document template. 
10. Select the Schedules link. 

a. The Schedules page will display. 
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Figure 4: Schedules Page 

 

11. Select Add. 
12. Enter the date for the one-time payment in the Date field. 
13. Enter the amount for the one-time payment in the Amount field. 
14. Enter a Justification. 
15. Select the Miscellaneous Reference from the Reference Type drop-down list, and select 

the One-Time Payment checkbox. 
16. Select Save. 

Figure 5: Add Schedule 
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