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The Purchasing User Guide is divided into 5 documents, which contains the following sections. This is Document 1.
Document 1
Section 1: How to Use this Guide
Section 2: Pegasys Homepage & Navigation
Section 3: Pegasys Purchasing Overview
Section 4: Working With Purchasing Forms and Documents
Section 5: Reservations & Requests
Document 2
Section 6: Orders
Section 7: Receipts
Section 8: Estimated Accruals
Section 9: Recurring Profiles
Document 3
Section 10: Approvals & Vendors
Section 11: Standard Purchasing Reports
Section 12: Blanket Purchase Agreements
Section 13.5: Training Order
Document 4
Section 13.6: Direct Payments
Document 5
Section 14: Appendix B: Form Mappings
Section 15: Appendix C: External Procurements
Section 16: Appendix D: Document Types
Section 17: Appendix E:Transaction Types
[bookmark: _Toc513715300]How do I use This Guide?
This section serves as a guide for understanding the layout of the Pegasys Purchasing User’s Guide. It is important that all users read and understand the concepts explained in this section.
[bookmark: 1.1_What_Information_is_Included_In_the_][bookmark: _Toc513715301]What Information is Included in the Purchasing User’s Guide?
Pegasys is a comprehensive financial management system. The system provides extensive functionality to record purchasing and budgeting activities.
The Purchasing User’s Guide details the concepts and functions of the Pegasys Purchasing subsystem. The User’s guide is separated into the following twelve chapters. Each chapter is self-standing to allow users to become proficient in a functional area quickly.
Chapter 1 - How to Use this Guide
Chapter 2 - Pegasys Desktop
Chapter 3 - Pegasys Purchasing Overview
Chapter 4 - Working with Purchasing Forms and Documents
Chapter 5 - Reservations & Requests
Chapter 6 - Orders
Chapter 7 - Receipts
Chapter 8 - Estimated Accruals
Chapter 9 - Recurring Profiles
Chapter 10 - Approvals & Vendors
Chapter 11 - Purchasing Reports
Chapter 12 - Blanket Purchase Agreements
Chapter 13 - Novations
Chapter 14 - Replace Values
[bookmark: 1.2_What_is_the_Structure_of_the_Purchas][bookmark: _Toc513715302]What is the Structure of the Purchasing User’s Guide?
To assist users in locating specific information, each chapter follows the same structure described below.
Chapter Overview: Provides a brief synopsis of the chapter and outlines the topics that are to be covered.
Topic Specific Headings: Discusses specific purchasing functions, such as, requests, direct pay, or approval types.
Step-by-Step Instructions: Provides instructional steps on how to enter data into the system and guides users through a transaction; GSA policy is included where applicable.
In addition to the functional chapters, the Purchasing User’s Guide includes the following appendices, which augment the information provided in each chapter.
Appendix A - Field Descriptions: Provides screen shots and field definitions for the Pegasys Purchasing Subsystem windows and dialog boxes.
Appendix B - Form Mappings: Provides form mappings of GSA Forms to Pegasys forms and documents.
Appendix C - External Procurements: Provides a detailed listing of the types of procurement activities that will occur outside of the Purchasing Subsystem.
Appendix D - Document Types Usage and Definitions: Provides a listing and definition for all Purchasing Subsystem Document Types, as well as guidelines for using them.
Appendix E - Transaction Types: Provides a listing of the Transaction Types used by the Purchasing Subsystem.
[bookmark: 1.3_What_Terminology_and_Conventions_Are][bookmark: _Toc513715303]What Terminology and Conventions Are Used in the Purchasing User’s Guide?
This section identifies special terminology and conventions that are used throughout the Purchasing User’s Guide.
[bookmark: 1.3.1_Window_Elements][bookmark: _Toc513715304]Window Elements
Figure 1 displays a typical window in Pegasys. 

[bookmark: _Ref501445186][bookmark: _Toc513711540]Figure 1: Purchasing Document Window
[image: ]
Remember, not all Pegasys screens will have the same window elements. For instance, some windows may have only one page; therefore, these windows will have no tabs displayed.
Table 1 describes the window elements shown in Figure 1.
[bookmark: _Ref501445335][bookmark: _Toc513711631]Table 1: Window Element Descriptions
	Window Element
	Description
	How to Access

	Title bar
	Displays the name of the current window.
	Automatically displayed when a window is opened.

	Menu bar
	Displays a list of commands.
	Select a menu item to display its pull-down menu (list of commands).

	Tab
	Designates each page in a window.
	Automatically displayed if more than one page of fields and buttons exist.

	Page
	Displays fields and buttons. When a page is displayed, it is considered to be the “current” page. For example, in Figure 1, Accounting Line 1 is the current page of the Accounting Lines.
	Select the tab to access the desired page.

	Minor tabs
	Identifies that multiple entries exist for the current page. For example, in Figure 1, each minor tab represents a different accounting line.
	Select the minor tab to access the desired entry for the current page.

	Drop-down list arrow
	Displays a drop-down list box that contains valid values for the current field. Only values listed in the drop-down list box can be selected.
	Select the arrow to display the drop-down list box and select the desired option to select it.

	Action buttons
	Controls changes made to the entire window. For example, the Process button in Figure 1 processes a form.
	Select desired button.

	Check box
	If checked, indicates the field is true.
	Select to check. If already checked, select to uncheck.


Figure 2 illustrates Pegasys Action buttons.
[bookmark: _bookmark2][bookmark: _Ref501445548][bookmark: _Toc513711541]Figure 2: Action Button Bar
[image: ] 
All Pegasys forms display a set of action buttons at the top of the form window. Table 2 describes the common Action buttons.
[bookmark: _bookmark3][bookmark: _Ref501445596][bookmark: _Toc513711632]Table 2: Action Button Bar Field Descriptions
	Field Name
	Description
	Features

	Verify
	Populates all defaulted fields. Performs validity, relationship and funding edits. Checks the form for errors, such as invalid codes or blank required fields.
	N/A

	Schedule
	Schedules form to process during nightly offline processing.
	GSA currently not using.

	Submit
	Performs Verify functions. Updates the general ledger and relevant budgets, plans, and projects (based on the accounting implications of the form being processed).
	N/A

	Save
	Enables the form to be saved as a draft. Does not check for errors or update other subsystems. Typically, forms will be placed on Hold while awaiting approvals.
	N/A

	Refresh
	Clears the form window. Restores form to last saved state.
Caution: When creating new forms, this button will delete the form and all related information.
	N/A

	Add Shortcut
	Select to add the query, notebook, form or document as a shortcut.
	N/A

	Attachments
	Select to add attachments to the document.
	N/A

	Route
	Select to route the document.
	N/A


[bookmark: _Toc513715305]What Are The Data Field Types In The Purchasing Subsystem?
Figure 3 displays typical data fields in the Purchasing Subsystem.
[bookmark: _bookmark5][bookmark: _Ref501445771][bookmark: _Toc513711542]Figure 3: Accounting Line Window
[image: ]
Table 3 provides a description of the terms introduced in the Accounting Lines Window displayed in Figure 3.
[bookmark: _bookmark7][bookmark: _Ref501445812][bookmark: _Toc513711633]Table 3: Accounting Lines Window Field Descriptions
	Field Type
	Designated By
	Descriptions

	Group box
	Fields grouped together with a single group box name.
	Groups related fields within a window or page.

	Required field
	Field names in blue lettering are system-required fields. GSA requires that additional fields be completed to properly process and record spending transactions in Pegasys. Please refer to Purchasing User Guide 5 of 5, Section 14, for detailed information on transitioning GSA forms to their Pegasys counterparts.
	Fields that must be completed.

	Defaulted field
	Field that automatically displays a value when a window is opened.
	Fields that can be changed but automatically display a value.

	Optional field
	Field names in black lettering.
	Fields that do not require a value.

	System- maintained field
	Fields shaded in gray.
	Fields that are automatically displayed but cannot be changed.


[bookmark: 1.3.2_What_Terminology_is_used_in_the_Pe][bookmark: _Toc513715306]What Terminology is used in the Pegasys User’s Guide?
Table 4 describes general terminology and conventions used throughout the User’s Guide.
[bookmark: _bookmark9][bookmark: _Ref501445939][bookmark: _Toc513711634]Table 4: General Terminology and Conventions
	Terminology or Convention
	Descriptions
	Where Typically Found

	Bolded text
	Text that represent the following:
Button names 
Field names 
Window titles 
Menu names 
Check box names 
Form names 
Document names
Table names
	Instructional steps.
Titles of screen shots.
Text used to describe a topic.
Bolding is not used in any Field and Button Description tables.

	Please refer to Section X.X
	Indicates that additional information can be found regarding a topic in another section of the manual. The number to the left of the decimal point represents the chapter number, and the number(s) to the right of the decimal place represents the chapter section.
	Text used to describe a topic.
Instructional steps.

	Select
	Use the left mouse button to select a menu option or tab in a window.
	Instructional steps.

	Select
	Use the left mouse button to select a button in a window.
	Instructional steps.

	Enter ‘Normal’
	User is to type the value between the single quotes in the identified field.
	Instructional steps.

	Select Applications - Purchasing - New Form
	Sequentially identifies menu commands users are to select. For example, Select Applications - Purchasing - New Form indicates a user should select Applications from the menu bar, select Purchasing from the subsequent pull-down menu, and select New Form from the next pull-down menu in that order.
	Instructional steps.


[bookmark: _Toc513715307]Pegasys Homepage & Navigation
[bookmark: 2.1_What_is_Pegasys?][bookmark: _Toc513715308]What is Pegasys?
Pegasys is GSA’s integrated financial management system that provides extensive functionality to record purchasing and budgeting activities.
[bookmark: 2.1.1_How_Do_I_Access_Pegasys?][bookmark: _Toc513715309]How Do I Access Pegasys?
Access to Pegasys is restricted to employees of the General Services Administration (GSA) and other select, authorized persons. Initially, you will be provided with a URL to access Pegasys from your Internet Explorer or Netscape Navigator web browser. In order to login to Pegasys, you must exist in the system as a valid user and must be assigned the authority to perform specific tasks, such as viewing vendor data, creating purchase orders, and applying approvals; therefore, you must obtain a unique User ID and an associated password to gain access to the system. The following section addresses the procedures for obtaining a GSA user ID and password to logon to Pegasys.
[bookmark: 2.1.2_How_Do_I_Obtain_A_Pegasys_User_ID?][bookmark: _Toc513715310]How Do I Obtain A Pegasys User ID?
Your Functional Coordinator or Service Representative may obtain a User ID (lowercase not to exceed 30 characters) from the Pegasys Security Administrator through a request. The User ID and password determine your rights within the system for creating and processing forms and accessing tables and queries.
[bookmark: 2.1.3_How_Do_I_Obtain_A_Pegasys_Password][bookmark: _Toc513715311]How Do I Obtain A Pegasys Password?
An initial password may be obtained from the Pegasys Security Administrator. You must enter the password exactly as it has been established to successfully login to Pegasys. Passwords are case sensitive and have a minimum length of eight characters that may be alphanumeric.
[bookmark: 2.1.4_When_Does_My_Temporary_Password_Ex][bookmark: _Toc513715312]When Does My Temporary Password Expire?
The initial password will expire after three logins. If you do not change your temporary password, you will be prevented from accessing the system.
[bookmark: 2.1.5_How_Do_I_Set_My_Security_Questions][bookmark: _Toc513715313]How Do I Set My Security Questions And Answers?
In order to use the “Forgot your password?” link, your security questions and answers must be set up. To set up your security questions and answers, navigate to the Preferences Menu and select on the Security Question and Answer Page tab. Enter your current password and select a question from the Questions drop down box. Enter your answer for the question in the Answer text box.
[bookmark: _Toc513711543]Figure 4: Security Question and Answer Page
[image: security question]
[bookmark: _Toc513715314]What Do I Do When I Forget My Password Or I Fail To Change My Temporary Password?
If you have forgotten your password please select the "Forgot your password?" link on the Pegasys homepage. After setting your security questions and answers in the Preferences menu, once you select the forgot password link, you will be prompted to answer one or more of your security questions. After correctly answering the security questions, you will receive a message stating that your password reset link has been sent via email. Upon receiving an email from Pegasys, select the link which will open a new page where you can change their password prior to logging into Pegasys.
[bookmark: _Toc513711544]Figure 5: Pegasys Sign In
[image: ]
[bookmark: 2.1.7_How_do_I_Sign_In_to_Pegasys?][bookmark: _Toc513715315]How do I Sign In to Pegasys?
The following steps describe how to sign in to Pegasys. Only one Pegasys session is permitted per Login ID (you cannot initiate multiple sessions at the same time). After logging in, the user id is displayed in the top right hand corner and is present on every page. This is particularly useful for users who have multiple user ids.
Open your web browser and enter the designated URL address.
The Pegasys Sign In page will be displayed.
Enter your Pegasys User ID in the User Name field.
NOTE: Login is lowercase.
Enter your Pegasys password in the Password field.
NOTE: Passwords are case sensitive.
Select the Sign In button.
The Pegasys Homepage will be displayed.
If Pegasys finds an existing session logged in for your User ID, then select the Continue button to login.
NOTE: Any information not saved in this previous session will be lost.
[bookmark: _Toc513715316]How Do I Exit/Sign Out Of Pegasys?
When signing out of Pegasys, it is extremely important to exit the system properly. The following procedure describes the only correct way to exit Pegasys.
1. In the Link Strip, select the Sign Out hyperlink.
[bookmark: _Toc513711545]Figure 6: Pegasys Sign Out
[image: ]
The Pegasys Sign Out page will be displayed.
Do not select the ‘X’ in your web browser to log off Pegasys. This will not log your session out of the application.
[bookmark: _Toc513715317]How Do I Change My Pegasys Password?
After the initial login, the user must change his/her password. The following steps describe how to change your Pegasys password.
1. In the Drop down menu by your user name, select the Account Maintenance hyperlink.
The user preferences tabs will be displayed.
[bookmark: _Toc513711546]Figure 7: Account Maintenance
[image: ]
Select the User Information tab.
The User Information tab will be displayed.
[bookmark: _Toc513711547]Figure 8: User Information Tab
[image: ]
Type the initial password in the Current Password field.
Type the new password in the New Password field.
NOTE: Passwords can be alphanumeric and must be at least eight characters long.
Type the new password again in the Verify Password field.
NOTE: Remember that passwords are case sensitive and must be entered in the Verify Password field exactly as they were entered in the New Password field.
Select the Save button to change your password.
NOTE: A system message will state that the password change succeeded.
[bookmark: _Toc513715318]What Elements Do I See On The Pegasys Homepage?
When users initially login to the application and access the homepage, the elements that they see depend on the setup their system administrator has chosen for their site. Users will see their last successfully log in time, the number of login attempts since the user’s last successfully login, and the number of unsuccessful attempts. A typical user will also see the following items:
Menu Bar
Link Strip
Breadcrumbs Track
Navigation Panel
Inbox
The Menu Bar, Link Strip, and the Breadcrumbs Track appear on almost every page in Pegasys. These elements provide the primary basis of navigation in Pegasys.
Figure 9 displays the Pegasys homepage.
[bookmark: _bookmark11][bookmark: _Ref505932790][bookmark: _Toc513711548]Figure 9: Pegasys Homepage
[image: ]
[bookmark: _Toc513715319]What Elements Do I See On Pegasys Pages?
[bookmark: 2.3.1_How_Are_Pegasys_Pages_Displayed?][bookmark: _Toc513715320]How Are Pegasys Pages Displayed?
Multiple pages are displayed as tabs in a notebook style. For instance, the different pages on a form or query can be accessed by selecting the appropriate tab on the current page. Pages are divided into sections that can be expanded or collapsed. Many of the sections contain information that was entered on a separate page via a button link in previous versions of Pegasys. Using the web browser scroll bar, users may scroll up or down to view all the sections on a page.
[bookmark: 2.3.2_Where_Are_System_Messages_And_Butt][bookmark: _Toc513715321]Where Are System Messages And Buttons Displayed?
System messages are displayed at the top of the page underneath the Breadcrumbs Track. These system messages never obscure other features on the page. All navigational elements and the remaining page content are always visible to the user in the web browser window.
System messages may be informational, warning, or	error messages that must be corrected before processing or updates can occur. If Pegasys returns an error message, the user needs to make the appropriate corrections, and then attempt again the action that previously prompted the error message. It is highly recommended that forms are verified successfully before users submit them for approval or processing. Pegasys provides a selectable message functionality that enables the user to select on system messages reported during form verification and be taken to the field on the page that is related to that error message
Action buttons are also located at the top left corner of the page, just above the notebook style tabs of forms and reference tables, and on some queries.
[bookmark: 2.3.3_Where_Are_Summary_Lines_Displayed_][bookmark: _Ref506365769][bookmark: _Ref506365775][bookmark: _Ref506366275][bookmark: _Ref506366282][bookmark: _Ref506366352][bookmark: _Ref506366361][bookmark: _Ref506366767][bookmark: _Ref506366775][bookmark: _Toc513715322]Where Are Summary Lines Displayed On A Form?
Summary lines allow users to view the line amount, transaction type, accounting dimension information, and, if it exists, the commodity information of all the lines on the form or document at the same time. There are two ways to view summary lines. The first way is by selecting either the Header Accounting Lines tab or the Itemized Lines tab on a transaction. From those tabs, users may highlight a specific line, and select either the Header Accounting Lines or Itemized Lines hyperlink to view line information. Users have the ability to view the Total Funded Amount and Total Cost Amount at the line level of the page (in addition to showing totals at the header). The transaction’s total header funding and total cost/itemized funding will be available from the Header Accounting Lines, Itemized Lines, and Itemized Accounting Line pages. The Funded Amount and Cost Amount will also be displayed on the Summary tab to allow users to use a single tab to review the impact of all lines of the transaction.
The second way to view summary information is by selecting the Summary tab on the transaction. From this tab users can view a summary of all lines, make changes to existing lines, and add new accounting lines. The Summary tab also allows a user to select on a column heading and drag it to a preferred location as well as expand or contract a column width. Figure 10 displays the Summary Tab.
[bookmark: _bookmark12][bookmark: _Ref501448676][bookmark: _Toc513711549]Figure 10: Summary Tab
[image: ]
The following steps describe how to use the Summary tab. These steps refer to header accounting lines but the same steps can be used for the Item Lines section on the Summary tab.
1. To add a new line, select the Add button. A new line will be displayed.
1. To add information to the new line, select inside the cell and type in the information.
[bookmark: _Toc513711550]Figure 11: Adding to the Header Accounting Line
[image: ]
To default an accounting template, enter an accounting template in the Template cell, and select the Default Accounting Template button.
To default information from a referenced line, enter a Referenced Document Type and Document Number in the cells provided, and select the Default from Referenced Line button.
To update an existing line, select the desired line, select inside the desired cell(s) for the field that should be updated, and make the change.
To copy an existing line, select the desired line and select the Copy button. A new line will be created.
To remove an existing line, select the desired line and select the Remove button.
To see the header accounting line for a specific line, select the line, and select the Details button. The header accounting line will be displayed.
To sort accounting lines, select the Sort button. Choose the Sort criteria and select OK.
[bookmark: _Toc513711551]Figure 12: Summary Tab Sort
[image: ]
To view the accounting lines as a CSV, select the View as CSV button.
To move a column heading, select on a column heading and drag it to the desired location.
To expand or contract the column width, select on the vertical line before or after the column heading and drag outwards to increase the width or drag inwards to decrease the width size.
[bookmark: _Toc513711552]Figure 13: Expand or Contract Column
[image: ]
[bookmark: _Toc513715323]How Do I Know When A Field Is Required?
Required fields are indicated by a red asterisk (*). Pegasys returns a hard error at the top of the page if a required field isn’t filled in when a user attempts to submit his or her form for processing, or save updates within Pegasys.
[bookmark: 2.3.5_What_Are_Reference_Field_Hyperlink][bookmark: _Toc513715324]What Are Reference Field Hyperlinks?
Fields that have references to other data within Pegasys are underlined in blue. By selecting these hyperlinks, users are taken to a reference data search page. From this page, they may search for and select the appropriate reference item. Selecting a value from this page will populate the corresponding reference fields on the original page.
[bookmark: 2.3.6_What_Are_The_Common_Icons?][bookmark: _Toc513715325]What Are The Common Icons?
Inbox icons are also found on many other tables, forms/documents, and queries throughout Pegasys:
[bookmark: _Toc513711635]Table 5: Inbox Icons
	[bookmark: Title_6]Icon Name
	Icon Image
	Icon Description

	Checkbox
	[image: ]
	Selecting the Checkbox icon on column headings selects all records; on a line it selects only that record.

	Bubble Help
	[image: ]
	Selecting the Bubble Help icon displays topic information

	Toggle
	[image: new window]
	Selecting the Toggle icon maximizes or minimizes the search results area on the page.

	Go to Top of Page
	[image: ]
	Selecting the Go to Top of Page hyperlink takes user to the top of the current page.

	Envelope
	[image: *]
	Selecting the Envelope icon will generate a new email containing a link to the current transaction or entity.

	Start Page
	[image: start page icon]
	Selecting the Start Page icon will save the current page as the first page a user will see when logging into Pegasys.


[bookmark: _Toc513715326]How Do I Search In Pegasys?
The asterisk (*) can be used as a wild card value. More than one wildcard can be used when searching. Reference field hyperlinks are indicated by blue underlined text, and will take the user to a search page for reference data. Selecting a value from this page will populate the corresponding reference fields on the original page. When searching for a date to enter in a reference field, the user can select the hyperlink to bring up a calendar of days, from which he or she may select the date. Upon selection this date is populated in the corresponding reference field.
[bookmark: 2.3.8_What_Do_I_Need_To_Remember_About_N][bookmark: _Toc513715327]What Do I Need To Remember About Navigating In Pegasys?
Users should not use the web browser buttons to navigate in Pegasys; this will result in an error. For instance, if the web browser Back button is selected, then the following message will appear: “You are about to end your session. Select to logout or return to the current page.” At this point, the user would select to return to the current page if he or she did not want to end the login session.
[bookmark: 2.4_Why_Does_Pegasys_Log_Me_Out_After_15][bookmark: _Toc513715328]Why Does Pegasys Log Me Out After 15 Minutes Of Inactivity?
If a user has been inactive in the system for more than fifteen minutes, then Pegasys will timeout. The user will be unable to keep working in the application in his or her existing login session. Any unsaved information will be lost. For this reason, it is recommended that users save their forms often, especially if they will be idle in the application for any period of time.
Inactivity is defined as staying on the same HTML page. For instance, if it takes the user longer than 15 minutes to enter information on a funding line, then he or she will be timed out. If however it takes less than 15 minutes to enter the line information, and the user moves on to enter information on another funding line, then the 15 minute clock is reset.
If a user has multiple windows open in the same session, then he or she only needs to be active on one window to not be timed out in Pegasys.
[bookmark: 2.5_How_Can_I_Create_and_Use_A_Favorite?][bookmark: _Toc513715329]How Can I Create and Use A Favorite?
The Favorites feature allows users to designate and quickly access frequently-used reference data in Pegasys. For reference fields with blue hyperlinks, selecting the Favorites icon [image: http://winmom19:8001/momentum-help/favorite.gif] will drop down a list of favorites from which users may select a value to populate that reference field. For instance, instead of having to type in or search for a vendor code or an accounting template, the user may simply select the Favorites icon to select that reference code. From the Favorites icon next to a reference field, users may select from a list of existing favorites, as well as add or remove values from the list. There is no limit to the number of favorites a user may select. The following steps describe how to create, use, and delete a favorite.
1. Create a new form.
The Header page of a new form will be displayed.
[bookmark: _Toc513711553]Figure 14: Header Tab Corrected Document
[image: ]
Find a reference field with a hyperlink (e.g. a blue underlined field).
One example is the Vendor Code in the Vendor Info section on the Header page.
[bookmark: _Toc513711554]Figure 15: Header Vendor Information
[image: ]
Select the Favorites icon next to the reference field.
The Favorites look-up box will be displayed.
[bookmark: _Toc513711555]Figure 16: Favorites Look-up Box
[image: ]
To add a favorite, select the Search hyperlink button in the Favorites look-up box.
The reference data search page will be displayed.
[bookmark: _Toc513711556]Figure 17: Reference Data Search page
[image: ]
Enter the search criteria, and select on the Search button.
NOTE: If you do not know the full value, enter a partial value and the * wildcard symbol before or after the value entered.
The search results will be displayed in the bottom portion of the page.
For the desired reference data record, select the Favorites icon [image: ].
Select the Cancel button.
You are returned to the form page where you left off.
To select a favorite, select the Favorites icon [image: ] next to the reference data field from step 2 (e.g., Vendor Code).
The Favorites look-up box will be displayed. The reference data code added in step 6 appears in the list of Favorites.
From the list of favorites, select the desired reference data record.
The reference data information will be populated in the corresponding data entry fields.
To delete a favorite, select the Favorites icon [image: ] next to reference data field from step 2 (e.g., Vendor Code).
The Favorites look-up box will be displayed. The reference data code added in step 6 appears in the list of Favorites.
Select the recycling bin icon [image: ] next to the favorite record you wish to delete.
The Favorites look-up box is closed, and you are returned to the form page where you left off.
Select the Favorites icon [image: ] next to the reference data field from step 2 (e.g., Vendor Code).
[bookmark: 2.6_For_What_Purpose_May_I_Use_The_Menu_]The Favorites look-up box will be displayed. The Favorite reference data code deleted in step 10 no longer appears in the list of Favorites.
[bookmark: _Ref506194212][bookmark: _Ref506194216][bookmark: _Toc513715330]For What Purpose May I Use The Menu Bar?
Located beneath the Pegasys image, the Menu Bar displays the menu options available on the Pegasys Homepage. Users can choose to expand menu items by either hovering over the menu item or by selecting on it. Users can also choose the speed at which the menu item displays. Both of these settings can be found by selecting on the Preferences link in the top right corner and then selecting the Usability Settings tab. Instructions on how to set your menu settings can be found in Section 2.6.2.
Figure 18 displays the Pegasys menu bar found on the Homepage.
[bookmark: _bookmark13][bookmark: _Ref501451631][bookmark: _Toc513711557]Figure 18: Pegasys Menu Bar
[image: ]
The Menu Bar consists of the following options:
Transactions - Allows users to create, amend, correct, view, delete, review, and cancel forms and documents, grouped by subsystem. Only the available Pegasys subsystems are displayed. Security rights determine which subsystem users can access.
Form/Document Selection also appears here, and provides access to forms and documents in all subsystems. Security rights determine what documents users can access
Queries - Allows users to perform queries. Only the available queries are displayed, and are grouped by category. Security rights determine which queries users can access.
The Reference Query is available at the document level, the accounting line level, and the itemized line level. Additional information is available from the tree section, which can also be exported to a comma delimited (CSV) file. More information will be displayed in the Reference Query tree so that users will not have to select individual records to view details such as the Invoice Number. The View Unprocessed Transactions Added to Reference Query provides users with the ability to view unprocessed transactions in the Reference Query.
Reference - Provides access to the Pegasys reference data tables. These reference tables store all the valid values in the system and provide Pegasys the means to verify data prior to forms being processed. The data tables are grouped by category in this menu.
System Administration - Provides acces to various administrative tasks within Pegasys. The available menu items are: Audit Log Query, Asynchronous Messages Maintenance, Current Logins, Forms in Progress, Report Administration, Task Administration and WorkFlow Reservations. 
Utilities - Provides access for users to create reports and setup, monitor, and execute batch jobs. Security rights determine which utilities users can access.
[bookmark: _Toc513715331]How Can I Create and Organize Bookmarks?
Bookmarks allow users to create a custom menu that can be used for easy access to a Pegasys new form creation page, query, reference data search page, or to any of the Report or Batch Execution pages. Bookmarks can be established for pages by selecting on the drop down menu located next to your user name, selecting settings, and then the second tab. The following steps describe how to create, access, and organize Bookmarks.
1. From any page in Pegasys, select the drop down menu next to your user name and select settings. The Bookmarks tab is the second tab available. 
Select the Bookmarks tab.
To open a bookmark, select the Pegasys page you bookmarked from the Bookmarks menu.
The correct bookmarked page appears.
To organize your bookmarks, select Organize Bookmarks from the Bookmarks menu.
The Bookmarks tab on your User Preferences page will be displayed.
[bookmark: _Toc513711558]Figure 19: Bookmarks tab
[image: ]
To change the Bookmarks menu name, enter a new name in the Bookmarks Label. Select the Save button.
The name of the Bookmarks menu on the menu bar has now changed.
To change the order in which your bookmarks are displayed in the Bookmarks menu, highlight a bookmark record. Change the rank to a numeral either above or below your other bookmarks. Select the Save button.
System message will state that the action was successful.
From the menu bar, select the Bookmarks menu.
The bookmarked items are re-ordered based on the change in rank.
Return to the Bookmarks tab. To delete a bookmark, highlight a bookmark record. Select the Delete button. Then select the Save button.
The bookmark is deleted.
[bookmark: _Ref506194178][bookmark: _Ref506194179][bookmark: _Toc513715332]How Are Submenu Options Displayed In Pegasys?
If the symbol “+” (plus mark) is displayed before a menu option, then a submenu exists for that option. To view the submenu, select the “+” option. User Interface Improvements provides menu usability improvements in the Queries and Reference menus, by grouping items more logically and using submenus more often. As mentioned in Section 2.6, users can choose to expand menu or sub menu items by selecting on it. 
[bookmark: _Toc513715333]What Are The Transactions Menu Options and Their Descriptions?
Table 6 describes the options available from the Transactions menu.
[bookmark: _bookmark16][bookmark: _Ref501452347][bookmark: _Toc513711636]Table 6: Transaction Menu Option Descriptions
	Option
	Description

	Accounts Payable
	Provides access to Accounts Payable forms and documents.

	Accounts Receivable
	Provides access to Accounts Receivable forms and documents.

	Automated Disbursements
	Provides access to Automated Disbursement transactions.

	Budget Execution
	Provides access to the Budgeting transactions.

	Credit Card
	Provides access to Credit Card Reconciliation Notebook.

	Fixed Assets
	Provides access to Fixed Asset forms and documents.

	General Ledger
	Provides access to General Ledger forms and documents.

	General System
	Provides access to General System forms and documents.

	Planning
	Provides access to Planning notebooks.

	Project Cost Accounting
	Provides access to Project Cost Accounting (PCAS) transactions.

	Purchasing
	Provides access to the Purchasing transactions.

	Travel Accounting
	Provides access to the Travel Accounting transactions.

	Reference Data
	Provides access to Vendor documents.

	Form/Document Selection
	Provides access to all forms and documents in Pegasys that the individual user has the authority to view.

	Faceted Search
	Provides access to advanced search features o


[bookmark: _Toc513715334]What are the Queries Menu Options and their Descriptions?
Table 7 describes the options available from the Queries menu.
[bookmark: _bookmark17][bookmark: _Ref501452515][bookmark: _Toc513711637]Table 7: Query Menu Option Descriptions
	Option
	Description

	Accounts Receivable
	Provides access to Automated Receivable queries.

	Automated Disbursements
	Provides access to Automated Disbursement queries.

	Budget Execution
	Provides access to the Budgeting queries.

	Document
	Provides access to the Recurring Profile queries.

	External Reports
	Provides access to the External Reports queries.

	Fixed Assets
	Provides access to the Fixed Assets queries.

	General Ledger
	Provides access to General Ledger queries.

	General System
	Provides access to General System queries.

	GPRA
	Provides access to Workcount/PMI Definition query.

	Planning
	Provides access to Planning queries.

	Project Cost Accounting
	Provides access to Project Cost Accounting (PCAS) queries.

	Purchasing
	Provides access to the Purchasing queries.

	Vendor
	Allows users to query Vendor related information.

	Workflow
	Provides access to the Workflow queries.

	Workload
	Provides access to all Workload assignments.


[bookmark: _Toc513715335]What Are the Reference Menu Options and Their Descriptions?
Table 8 describes the options available from the Reference menu.
[bookmark: _bookmark18][bookmark: _Ref501452619][bookmark: _Toc513711638]Table 8: Reference Menu Option Descriptions
	Option
	Description

	Accounts Payable
	Provides access to the Accounts Payable reference data.

	Accounts Receivable
	Provides access to Automated Receivable reference data.

	Automated Disbursements
	Provides access to the Automated Disbursements reference data.

	Budget Execution
	Provides access to the Budget Execution reference data.

	Cost Allocation
	Provides access to the Cost Allocation reference data.

	Credit Card
	Provides access to the Credit Card reference data.

	Date
	Provides access to date-related reference data.

	Dimensions
	Provides access to accounting dimension reference data.

	Document
	Provides access to Document reference data.

	Employee
	Provides access to Employee reference data and Routing Lists set up.

	External Reports
	Provides access to External Reports setup and definitions.

	Fixed Assets
	Provides access to Fixed Assets reference data.

	General Ledger
	Provides access to the General Ledger reference data.

	General System
	Provides access to the General System reference data.

	GPRA
	Provides access to GPRA measurements and goals.

	Project Cost Accounting
	Provides access to PCAS reference data.

	Purchasing
	Provides access to the Purchasing reference data.

	Travel Accounting
	Provides access to the Travel Accounting reference data.

	Vendor
	Provides access to Vendor related reference data.

	Workload
	Provides access to Workload setup data.


[bookmark: _Toc513715336]What Are The System Administration Menu Options and Their Descriptions?
Table 9 describes the options available from the System Administration menu.
[bookmark: _bookmark19][bookmark: _Ref501452710][bookmark: _Toc513711639]Table 9: System Administration Menu Option Description
	Option
	Description

	Administration
	Provides access to current logins and forms in process.

	Approvals
	Provides access to approval setup and logs.

	Batch Setup
	Provides access to batch process setup.

	Configuration
	Provides access to system settings and relationship edits.

	Reference
	Provides access to referential integrity and problem definitions. System administrator may suppress error messages and successfully process a correction or amendment even if an unchanged piece of data is no longer valid (e.g., a reference data has an expired end date).

	Security
	Provides access to Pegasys’ security setup.

	Workflow
	Provides access to standard workflow process information.


[bookmark: _Toc513715337]What Are the Utilities Menu Options and Their Descriptions?
Table 10 describes the options available from the Utilities menu.
[bookmark: _bookmark20][bookmark: _Ref501452810][bookmark: _Toc513711640]Table 10: Utilities Menu Option Descriptions
	Option
	Description

	Reports
	Provides access to various standard reports, as well as the ability to print certain GSA forms, documents, and reports. Users can View Reports and check Report Status.

	Batch Execution
	Provides access to offline processing through various batch processes. Users will be able to access this menu only if they have the appropriate security role.

	Manage External Documents
	Provides access to external documents.

	External Applications
	Provides access to external applications

	Business Intelligence
	Provides access to the Business Dashboard/Monitor


[bookmark: _Toc513715338]What Are the Reports Menu Options and Their Descriptions?
Table 11 describes the options available from the Reports menu.
[bookmark: _bookmark21][bookmark: _Ref501452892][bookmark: _Toc513711641]Table 11: Reports Menu Option Descriptions
	Option
	Description

	View Reports
	Allows users to view the available reports and to submit for printing various GSA forms and documents.


[bookmark: _Toc513715339]What Are the Batch Execution Options and Their Descriptions?
Table 12 describes the options available on the Batch Execution menu.
[bookmark: _bookmark22][bookmark: _Ref501452966][bookmark: _Toc513711642]Table 12: Batch Execution Menu Option Descriptions
	Option
	Description

	Batch Job
	Allows user to create and maintain batch jobs.

	Batch Job Executions
	Allows the user to receive a status on any executed batch job.

	Batch Job Monitor
	Allows the user to monitor when a batch job is run.

	Batch Job Automatic Report Generation Monitoring
	Allows the user to set automatic report generation monitoring

	Batch Job Scheduler
	Allow the user to view the batch job scheduler

	Disbursement Parameter Setup
	Allows the user to set the parameters for the four main disbursement jobs.

	Overseas 1166 Mapping
	Allows the user to view overseas 1166 mapping.


[bookmark: _Toc513715340]For What Purpose May I Use The Link Strip?
The Link Strip is located at the top, right-hand corner of the page. The link strip consists of static hyperlinks the Inbox, user preferences, informational, and navigational pages. Figure 20 displays the Pegasys Link Strip found on the homepage.
[bookmark: _bookmark23][bookmark: _Ref501453057][bookmark: _Toc513711559]Figure 20: Pegasys Link Strip
[image: ]
The Link Strip contains the following hyperlinks:
Support - Access to Momentum Support page
Inbox - Returns users to their Inbox.
Settings - Allows users access to various settings within Pegasys
Shortcuts - Allows users direct access to forms and documents.
Site Map - Provides an alternative way to view menus and their contents.
Account Maintenance - Allows access to a user’s account settings.
About - The About link pops up a window with technical and legal information about this version of Pegasys.
Add Start Page - Allows a user to update their start page. 
User Extension Configuration - Allows a user to manage display configuration.
Sign Out - Allows users to exit Pegasys.
[bookmark: 2.7.1_What_User_Settings_may_I_change_in][bookmark: _Toc513715341]What User Settings may I change in Settings?
The Settings link allows users to set Pegasys settings, bookmarks, advanced options, and document and office defaults. 
Settings: The menu and display options used by Pegasys:
Bookmarks: Bookmarks allow for easy access to a user’s favorite new form creation pages, queries and reference data tables. On this tab, users can organize in what order their established bookmarks are listed in the Bookmarks menu in the menu bar, re-name a bookmark, or delete any bookmark. A bookmark is added to the list by selecting the book icon at the end of the Breadcrumbs Track when accessing a query or reference data search page in Pegasys. Please see 2.6.1: How Can I Create and Organize Bookmarks?
Advanced Options:
· Enable Offline Email Notification: This option enables the GSOFFLINE batch job to send out email notifications to the user once the batch job is complete. When email notification is on, the last user to modify a document receives an email from GSOFFLINE stating the process status of the document.
· Search Limit: This option allows users to specify the maximum number of records to be returned when searching. For example, if the user specifies 90 for a search limit and initiates a vendor search that generates a list of 200 records, Pegasys will ask the user to narrow the search criteria. Lowering the search limit speeds up searching, while increasing the search limit returns more records.
Document Defaults: Allows users to set defaults for the Vendor, Accounting Template, and Currency to be used when forms are created. Establishing a default value here results in that value automatically populating applicable areas in forms. For example, if the value the user specifies for the Vendor Code is “ABC” for the GP document type, when the user creates a new GP form, the Vendor Code field will be populated with “ABC”.
Office Defaults: The Office Defaults tab works similarly to the Document Defaults tab. It allows users to set default location code values for multiple offices.
Workflow Options: On this tab, users can view their workflow options
Availability: On this tab, users can change their availability status.
[bookmark: _Toc513715342]How Are Document And Office Defaults Helpful To Me?
Setting your Document Defaults saves users time and eliminate repetitive data entry by automatically filling in vendor codes and accounting templates with the same information each time a user creates a new Pegasys transaction for your specified document type. Office Defaults populate in the appropriate office addresses for all documents the user creates. The following steps describe how to create, access, and organize Document and Office Defaults:
1. In the Drop Down menu, select the Settings hyperlink and then select the Document Defaults tab.
Select the Add button.
The Document Default page will be displayed.
[bookmark: _Toc513711560]Figure 21: Document Default page
[image: ]
Enter the appropriate information in the Document Type, Vendor, and Accounting Template fields. Type USD in the Currency field.
NOTE: If necessary, utilize the reference field hyperlink or Favorites icon to make your selections. You may enter as few or as many fields as necessary.
Select the Save button.
System message will state that the action was successful; the document default was saved.
Select the Office Defaults hyperlink and repeat steps 2-4 to save any Office Defaults.
System message will state that the action was successful; the office default was saved.
[bookmark: _Ref506194430][bookmark: _Ref506194439][bookmark: _Toc513715343]How Do I Assign Alternate Assignees And Groups?
Alternate Assignees will receive tasks when the user is unavailable. Assignees will not inherit the security of the unavailable user, so in order to complete the task the alternate assignees must have valid security permission themselves. Upon returning to an available status, incomplete or non-acquired tasks will be removed from the Inbox of the alternate assignees and future tasks will only be assigned to the original Pegasys user.
1. In the Drop Down Menu, select the Settings hyperlink and then select the Availability tab.
a. Go to step 2 to select alternates individually.
b. Go to step 5 to select alternate groups.
In the Alternate Assignees/Groups group box, select the Alternate Assignee hyperlink.
Select the Add button and search for the appropriate User ID of your backup.
NOTE: If you do not know the full value, enter a partial value and the * wildcard symbol before or after the value entered.
Select the Select button to select the User ID, and select the Save button.
To select an Alternate Group, select the Alternate Groups hyperlink.
Select the Add button and search for the Code.
NOTE: If you do not know the full value, enter a partial value and the * wildcard symbol before or after the value entered.
Select the Select button to select the Code, and select the Save button.
[bookmark: _Ref506194486][bookmark: _Ref506194495][bookmark: _Toc513715344]How Do I Indicate That I Am Unavailable?
1. In the Drop Down Menu, select the Settings hyperlink and then select the Availability tab.
1. In the Main Participant Details group box, uncheck the Available checkbox.
Select the Supervisor hyperlink.
Search for the User ID, choose the User ID, and select the
Select button.
NOTE: If you do not know the full value, enter a partial value and the * wildcard symbol before or after the value entered.
Select the Save button.
[bookmark: _Toc513715345]How can I Create and Organize Shortcuts?
Shortcuts are a convenient way to directly access saved forms or processed documents, eliminating the need to use the Menu Bar to perform a search. From the Drop Down Menu, users can access their list of shortcuts and jump straight to a form or document. Hierarchical folders can be employed to assist in organizing shortcuts. The following steps describe how to create, access, and organize shortcuts:
1. If adding a shortcut to a previously saved form or processed document, first open the form or document in Correct, View, or Amend mode. Skip to Step 3.
1. On a new form, select the Save button.
NOTE: Forms must first be saved successfully before users may add a shortcut to them.
Select the Add Shortcut button.
A system message will indicate that the action was successful; a shortcut to the form or document has been created.
To access your shortcuts, select the Shortcuts hyperlink in the Link Strip.
The Shortcuts page will be displayed listing all your previously saved shortcuts.
Double-select the hyperlink corresponding to your document number.
The form or document will be displayed in read-only or an editable mode, respectively.
To create a new folder in your list of shortcuts, select the Shortcuts link in the Link Strip. Then select the folder labeled Shortcuts.
The Shortcuts folder is highlighted.
Select the New Folder button. In the Shortcut Detail Information section, enter a name for your new folder in the Label field. Select the Save button.
A new folder is listed within the Shortcuts folder.
To move a shortcut to a different folder, select once on the hyperlink corresponding to your document number. Then, select the Cut icon.
The form or document that has been cut is italicized.
Select the folder to which you wish to add your shortcut. Then select the Paste icon.
The form or document has been moved into the selected folder.
Select the Save button.
To delete a shortcut, select once on the hyperlink corresponding to your document number. Then select the Delete button.
The form or document is crossed out.
Select the Save button.
The form or document is removed.
To delete a folder, select once on any folder except the Shortcuts folder. Then select the Delete button.
The folder is crossed out.
Select the Save button.
The folder is removed.
[bookmark: _Toc513715346]How Is The Open New Window Feature Helpful To Me?
The double cascading box icon [image: ] found next to your user name at the top of the screen, allows users to open a new window in the same Pegasys session. This feature is useful when the user wishes to look up additional information, but does not want to lose the page on which he or she is currently working. For instance, if the user is filling out a purchase order form, but needs to look up information in a reference table, then he or she may open a new window and navigate to that reference table, while the purchase form is still open.
NOTE: It is advisable that users save their forms often. If users are idle in Pegasys for more than fifteen minutes, then the application will timeout. Any unsaved work will be lost.
[bookmark: _Toc513715347]How Do I Access Pegasys On-Line Help Topics?
1. In the Drop Down Menu, select the Support hyperlink.
Pegasys’ expanded On-line Help window appears in a new window.
Using the scroll bar, scroll down to the new How-To’s to select one to review.
When finished, close the On-Line Help window by selecting the ‘X’ in your web browser.
[bookmark: _Toc513715348]For What Purpose May I Use The Breadcrumbs Track?
The Breadcrumbs Track appears directly beneath the Menu Bar. The Breadcrumbs Track traces the user’s path as he or she navigates through Pegasys. The current page is the right-most breadcrumb. Breadcrumbs provide a path that links users back to previous locations accessed in Pegasys. Each breadcrumb is a hyperlink. Users will select these hyperlinks to navigate through Pegasys in lieu of the Internet Explorer or Netscape Navigator Back button.
[bookmark: _Toc513715349]For What Purpose May I Use The Inbox?
The Inbox will be displayed on the Homepage after logging in to Pegasys. It is also accessible by selecting the Inbox hyperlink in the Drop Down Menu. The Inbox contains forms that require the user’s approval or correction, and also forms or documents that have been manually routed to the user for his or her review. Tasks will remain in the Inbox until the assignment is completed or terminated. The completed tasks are listed under the Completed Tasks tab.
Users may filter through the Inbox task list using any of the Inbox column headers found in the Search Criteria group box. For a complete discussion of approving a form from the Inbox, please refer to Purchasing User Guide 3 of 5, Section 10.
[bookmark: 2.9.1_How_Do_I_Open_A_Workflow_Task_From][bookmark: _Ref506194273][bookmark: _Ref506194277][bookmark: _Toc513715350]How Do I Open A Workflow Task From My Inbox?
The following steps describe how to open a workflow task from the Inbox.
NOTE: A Lotus Notes e-mail notification will be sent to the Pegasys user advising them of the arrival of a workflow task in their Inbox.
1. View the Inbox. Users may have Approve Form, Correct Form, or Ad-Hoc Routing Task records in their Inboxes.
Select the workflow task record you wish to open.
Select the Open and Acquire button.
The form will be displayed in read-only mode for approvals and in an editable mode for corrections.
If opening an Ad-Hoc Routing task, then the Notification of Ad Hoc Mailing Router Workflow Task page will be displayed.
Select the View button to review the form or document in read- only mode.
If the ad-hoc routed item is a form, select the Correct button to open the form in an editable mode.
The Ad-Hoc Routing Task will remain in the Inbox until the assignment is manually completed. Therefore, on the Notification of Ad Hoc Mailing Router Workflow Task page, select the Complete button.
Approve Form and Correct Form tasks will be removed automatically from the Inbox after the user has either approved or resubmitted the corrected form.
[bookmark: _Toc513715351]How Do I View Completed Tasks?
The following steps describe how to view a completed task from the Inbox.
1. View the Inbox, then select the Completed Tasks tab.
If necessary, enter the appropriate search parameters and select the Search button to search for the completed task.
Information regarding the completed tasks will be displayed.
[bookmark: _Toc513715352]What Is Workflow?
Workflow is the automation of a business process, in whole or part, during which documents, information, or tasks, are passed from one participant to another for action according to a procedural set of rules. In Pegasys, Workflow handles the correction, approval, and ad-hoc or manual routing of forms and documents. Workflow has a Task Email Notification functionality to provide agencies with the ability to: enable more extensive email notification content configuration, establish a link within the email notification that leads to the actual task as opposed to the inbox, and extend the new logic to supported tasks for mobile applications. There is also the ability to include a Universal Resource Locator (URL) link in the Task Email Notification message.
Pegasys automatically routes forms for approval based on a list of approvers selected on the form’s Approval Routing tab in combination with the approval template and type associated with the document type. The form appears as an Approve Form task in the approving official’s Inbox. As with all workflow tasks, a Lotus Notes e-mail notification will be sent to the Pegasys user advising them of the existence of a new task in their Inbox.
Workflow provides the ability for a user to view an inbox task without acquiring it, as well as provide a means for the user to acquire and complete the task that is being viewed without having to return to the Inbox. This will allow users to review detailed task information before acquiring it and removing the task from the inboxes of other assignees. Search criteria have been expanded and add new fields to the result set for the Inbox and Completed Tasks query pages. The additional search criteria give users flexibility and efficiency in search for their for their workflow tasks. These additional values allow users to sort the Inbox task by the desired column. Users can quickly determine which tasks are assigned to them and need prompt attention.
[bookmark: _Toc513715353]How Does Pegasys Process Forms?
After a user selects the Submit button on a form, and the system indicates that it was submitted successfully for processing, the form is now reserved in Workflow. On form submission, the following logic occurs in Pegasys: the application first checks for hard or non-overridden errors on the form. If there are hard or non-overridden errors, then the form is returned to the submitter’s Inbox as a Correct Form task. The user may open the form from the Inbox to correct it. Please refer to Section 2.9.1. After correcting re resubmitting the form, it is removed from the user’s Inbox.
If there are no hard or non-overridden errors on the form, Pegasys next checks for applicable approval templates based on the document type and document amount. If the form doesn’t require approvals, then Pegasys will process it.
If the form does require approvals, Pegasys next determines the order of the approval types, if multiple. For example, on a purchase request, the Manager approval must be applied first, followed by the Account Classification approval, and finally the Funds Authorization approval. This approval order is determined by GSA Policy. Users will not need to add approvers to the form in any specific order; Pegasys will automatically route the forms for approval in the correct order. In combination with the approvers listed on the form’s Approval Routing tab, the application will then send an Approve Form task to the appropriate users.
After the first approval is applied, Pegasys will then automatically route the form to the second approver, and so on and so forth. After the final approval is applied, Pegasys automatically processes the form.
If the Prohibit Duplicate Approver checkbox is checked on the Document Type table, users who have already applied approvals on a form (and have the ability to apply multiple approval levels) will not receive tasks for later approvals on the same transaction.
For a complete discussion of approving a form from the Inbox, please refer to Purchasing User Guide 3 of 5, Section 10.
[bookmark: 2.10.2_What_Can_I_Do_With_A_Form_Reserve][bookmark: _Toc513715354]What Can I Do With A Form Reserved In Workflow?
Normal document actions (e.g., Correct, Delete) are restricted on forms reserved in Workflow. If a user tries to correct or delete a form in workflow, the system displays an error message that the form is reserved in workflow. The user then has the option to unreserve the form, if he or she has the appropriate security permission. If the user unreserves the form, then the form is removed from workflow. For instance, the form will be removed from any user’s Inbox in which it currently resides. This applies to both Approve Form and Correct Form tasks. The form is then available for correction or deletion. Please refer to Section 2.10.3 below for additional information on how corrections and amendments on form and documents affect approvals.
[bookmark: 2.10.3_Approvals_Required_After_Form_Cor][bookmark: _Ref506194351][bookmark: _Ref506194377][bookmark: _Toc513715355]Approvals Required After Form Correction
When a form is approved, certain key information recorded on the document, such as the vendor information, full accounting distribution, and dollar amount on each line of the form, cannot be changed without approval from the appropriate approving officials. When users correct or amend a form or document to change this information, and approvals have already been applied, Pegasys will automatically drop all pre-existing approvals. On submission, the form must route through the entire approval chain again. If the changes do not impact key information recorded on the form, such as the information listed above, then the form or document will retain all the previous approvals and return to the Inbox of the approving official who needs to approve it next. In the case of a document, it will remain in a processed state.
[bookmark: 2.10.4_What_are_Alternate_Assignees?][bookmark: _Toc513715356]What are Alternate Assignees?
Users can assign tasks to alternates during a period of inactivity. A Pegasys user or an administrator may specify alternate assignees (user IDs) that will receive tasks when the user is unavailable, as described in Section 2.7.3. During that period, tasks assigned to the unavailable user will be sent to the Inbox of that user and the Inboxes of all assignees. Assignees will not inherit the security of the unavailable user, so in order to complete the task the alternate assignees must have valid security permission themselves. Upon returning to an available status, incomplete or non- acquired tasks will be removed from the Inbox of the alternate assignees and future tasks will only be assigned to the original Pegasys user.
Users have the ability to individually setup their availability options on the Availability tab through the User Preferences, as described in Section 2.7.4. The Principal Availability table tracks users out of office preferences, including alternate assignees.
[bookmark: 2.11_How_Do_I_Create_A_Custom_Routing_Li][bookmark: _Toc513715357]How Do I Create A Custom Routing List?
Custom Routing Lists are lists of user-defined addressees. Routing Lists allow Pegasys users to add multiple approvers to a form at once, or allow users to ad-hoc or manually route forms or documents to others for review. The following steps describe how to create a custom routing list.
1. From the Reference menu, select Employee - Routing Lists from the menu bar.
[bookmark: _Toc513711561]Figure 22: Search Routing List page
[image: ]
The Search Routing List page will be displayed.
Select the New button. 
a. The Routing List page will be displayed.
b. On the Routing List tab, enter all appropriate information.
NOTE: The Code field is required. The routing list’s codes naming convention is: the user’s correspondence symbol followed by text that describes the purpose of the routing list, e.g., 4BB-Trng. The Code field cannot exceed ten characters.
Enter a name that describes the routing list in the Name field.
NOTE: The Name cannot contain spaces, quotes, apostrophes, or any other special characters.
Select the Security Org reference field hyperlink.
The Search - Security Organization page will be displayed.
[bookmark: _Toc513711562]Figure 23: Search - Security Organization page
[image: ]
Enter your search criteria in the appropriate fields. Select the Search button.
NOTE: If you do not know the full value, enter a partial value and the * wildcard symbol before or after the value entered.
The search results will be displayed in the bottom portion of the page.
Highlight the security organization record. Then select the Select button. Select GSA to make the routing list available to all employees.
The selected security organization will be populated in the corresponding reference field.
Select the Mail Stop tab.
The Mail Stop page will be displayed.
Select the Add button.
The Add User page will be displayed.
Enter your search criteria in the appropriate fields. Select the Search button.
NOTE: If you do not know the full value, enter a partial value and the * wildcard symbol before or after the value entered.
The search results will be displayed in the bottom portion of the page.
Highlight the record for the user to be added to the routing list. Then select the Select button.
The selected user will be added to the routing list.
Repeat steps 7-10 to add additional users to the routing list. When all users have been added to the routing list, select the Save button.
System message will state that the save action was successful.
The top-down order of users in the routing lists does not affect the order in which Workflow will route the form for approval. However, the order of users in routing lists does affect the order in which ad-hoc routed forms and documents will be sent to other users for review. In an ad-hoc route, the first user in the routing list will receive the routed item first. The second user listed will receive the routed item second.
[bookmark: _Toc513715358]How Do I Ad-Hoc Route A Form Or Document In Pegasys?
The following steps describe how to manually send a form or document in Pegasys.
NOTE: A Lotus Notes e-mail notification will be sent to the Pegasys user advising them of the existence of a new workflow task in their Inbox.
1. From the Form/Document Selection page, search for a previously saved form or processed document. Highlight the document record and select the Route button. Skip to Step 4.
On a new form, select the Save button.
NOTE: Forms must first be saved successfully before users may route them to other for review.
Select the Route button.
The Route page will be displayed.
Edit the Subject and Description fields, as necessary.
NOTE: Information entered in the Description field will appear in the Inbox’s Description field.
Select the Mail Stop tab.
a. Go to step 6 to select recipients one by one.
b. Go to step 9 to select multiple recipients saved in a routing list.
To select recipients one by one, select the Add User/Group button.
NOTE: The User Search page will be displayed.
Enter your search criteria in the appropriate fields. Select the Search button.
NOTE: If you do not know the full value, enter a partial value and the * wildcard symbol before or after the value entered.
The search results will be displayed in the bottom portion of the page.
Highlight the record for the recipient of the form or document. Then select the Select button.
NOTE: The selected user is added to the list on the Mail Stop tab.
To select multiple recipients saved in a routing list, select the Add Routing List button.
Repeat steps 6-8 to search for and select a routing list to add as mail stops.
Review the list of recipients. Then select the Previous button.
NOTE: The form or document will be sent to the recipients in the order listed on the Mail Stops tab.
Select the Send button.
A system message will state that the ‘submit’ action was successful.
[bookmark: _Toc513715359]How Do I Add Or View A Memo On My Form Or Document?
A memo is a message that users can add to a form or document to provide additional information or direction for the originator or recipient. For instance, when applying an approval or disapproval to a form, approving officials may include their comments. These comments appear on the form or document as a memo. Memos are accessible by selecting the Memos tab on the form or document. The following steps describe how to add or view a memo on a form or document.
1. If adding a memo to a previously saved form or processed document, first open the form or document in Correct or Amend mode. Skip to Step 3.
Create a new form.
Select the Memos tab.
The Memos tab will be displayed and lists any memos previously added to the form or document.
To add a new memo, select the Add button.
A new memo is added to the form; the Subject and Message Text fields become editable.
[bookmark: _Toc513711563]Figure 24: Memos
[image: ]
Type your memo Subject.
NOTE: The Subject is limited to nineteen characters. The text in the Subject field is entered in the memo record.
Type your Message Text.
NOTE: The Message Text is limited to 255 characters. The text in the Message Text field is entered in the memo record.
Select the Save button.
System message will state that the form was saved successfully.
To delete a memo, highlight the memo record and select the Remove button.
The memo record will be crossed out.
Select the Save button.
System message will state that the form was saved successfully; the memo record has been removed.
[bookmark: _Toc513715360]What Can Be Printed From The Reports Menu?
The Reports menu provides access to various standard reports, as well as the ability to print certain GSA forms, such as GSA Form 300 and GSA 49.
To view the reports available through Pegasys and to print various GSA forms and documents, select Run View Reports from the Reports pull-down menu. Use Report Status from the Reports pull-down to access a report that was previously generated. Forms will be displayed in a web browser with the option of printing using Adobe Acrobat. For a complete discussion of available reports and printing procedures, please refer to Purchasing User Guide 3 of 5, Section 11.
[bookmark: 2.14.1_How_Do_I_Print_And_Display_Forms_][bookmark: _Toc513715361]How Do I Print And Display Forms Using The Reports Menu?
The following steps describe how to print and display purchasing forms using the Reports menu in Pegasys. Please refer to Purchasing User Guide 3 of 5, Section 11, for additional details on printing forms.
1. From the Utilities menu, select Reports - Run Reports.
The Run Reports page will be displayed.
[bookmark: _Toc513711564]Figure 25: Run Reports page
[image: ]
Select the Expand icon for the Purchasing folder to view the available reports.
Highlight the desired form.
Select the Select Report button.
The report Parameters and Options page will be displayed.
In the Parameters section, enter the appropriate information.
The number and type of fields in the Parameters group box may vary depending upon what form or report is being selected from the available reports.
Parameter information is case-sensitive.
In the Options section, select the Saved Output Format.
The user can select HTML and PDF.
Select the Run button.
System message will state that the report has been submitted successfully.
From the Utilities menu, select Reports - Report Status.
The Report Status Maintenance page will be displayed.
Select Purchasing from the Report Subsystem drop-down box. In the Logon ID field, type your User ID. Enter any additional search criteria.
Select the Search button.
Highlight the General System report record. Then select the Details button.
Highlight the latest execution record. Ensure the Report Status is Complete. Then select the Output button.
The report appears onscreen in the specified report output format.
To print the form, select on the Print button in Adobe Acrobat.
The form will be sent to the user’s default printer.
[bookmark: _Toc513715362]Pegasys Purchasing Overview
The Pegasys Purchasing subsystem is used as a system for the entry of purchasing transactions and enables GSA to incur costs against its budgets by recording these spending transactions. Pegasys accommodates the full range of purchases including goods, services, and training. The sequence of events involved in recoding transactions is called a “purchasing chain” and includes the following activities:
[bookmark: _Ref505933015][bookmark: _Toc513711565]Figure 26: Purchasing Overview
[image: purchasing chain]
Figure 26: Purchasing Overview lists the type of documents to complete the purchasing chain. The chain starts with a reservation. After the reseveration is procesesd, the next document in the chain is the request. Once the request is processed, an order is created. After an order is processed, there is either an invoice and receipt are created. The final step to complete the purchasing chain is the payment authorization.
Not every purchasing transaction will include all of these steps; however, the relative sequence of steps must be followed. For example, a purchasing chain can begin with an order (skipping both the reservation and request) but the order cannot be followed by a request.
[bookmark: 3.1_What_are_the_Pegasys_Purchasing_Docu][bookmark: _Ref506196121][bookmark: _Ref506196133][bookmark: _Toc513715363]What are the Pegasys Purchasing Document Types?
Purchasing transactions are recorded in Pegasys through the use of documents. There are three basic types of purchasing documents: documents that contain itemized lines, documents that do not contain itemized lines, and training documents. Some document types, such as reservations, requests, training requests, and receipts are used by all GSA Services and authorized agencies. Purchase Orders and Training Orders, however, are service specific document types. Also, other document categories such as direct pay and matched invoice have service or region specific document type codes. Table 13 defines the document categories, document types, and budgetary impact of Pegasys purchasing documents. Please refer to Purchasing User Guide 5 of 5, Section 16, for additional detail on document types.
[bookmark: _bookmark29][bookmark: _Ref501532033][bookmark: _Toc513711643]Table 13: Pegasys Document Categories and Document Types
	Pegasys Document Categories
	Budgetary Impact
	Pegasys Document Types

	Reservation
	Pre-commitment
	RS

	Purchase Request
	Commitment
	PR, BL, BP, IM, LO, RR, IQ, ER, RQ

	Intra Agency Purchase Request
	Commitment
	IG, RR

	Training Request
	Commitment
	TR

	Purchase Order
	Obligation
	FP, TP, GP, PP, XP, NP, OP*, ZP, PJ, 1B, 2B, BW, CF, CL, HB, NR, PN, PS, CO, RO, EO, CT 2I, PJ, PP, ZP, FW, GW, EO, FC, FO, FX, FZ, GO, GZ, NO, NR, NT, OZ, PO, PZ, QO, QP, QX, QZ, TP, TZ, XO, XZ

	Intra Agency Purchase Order
	Obligation
	IX, HX, IT, LT, FX, GX, PX, TX, OX, XX, NX, ‘*’, ZX, FZ, GZ, IZ, IY

	Training Order
	Obligation
	FW, TW, GW, PW, XW, OW*, CT

	Prepaid Training Order
	Obligation
	FY, TY, GY, PY, XY, OY, NY*,CY

	Direct Pay
	Expenditure
	D6, D7, DC, DF, DK, DW, DX**, IL, IR, IS

	Receipt
	Accrual
	RC, RK, RW, 1C, 2C, HC, RD, RM, RT, 2R

	Match Invoice
	Expenditure (once payment is generated)
	M6, M7, MJ, MK, MM, MW, IK, IW (Finance only), MC, MF, MT, 5I, NI, NK, 2M, UI, FE, 6V, 8B, 8I, 9F, 9I, 9M, 9V, CD, CN, DC, DF, E1- E8


*Purchase Orders are Service-specific. The first character of the two-character code is the Service indicator: F-FSS, T-FTS, G-GM&A, P-PBS, X-CLIENT, N-NARA, C- DC Courts, O- OTHER. The second character indicates the type of document: P- non-itemized or itemized, 
X- Inter-agency, W-Training, Y-Prepaid Training.
**For Finance Centers use only: DK and DW; External Clients use DX; Disbursements to TX - use D7 or DF; and Disbursements to KC - use D6 or DC.
[bookmark: 3.2_What_are_the_Pegasys_Purchasing_Mode][bookmark: _Toc513715364]What are the Pegasys Purchasing Models?
GSA purchasing transactions follow one of three purchasing models:
Standard Purchasing Model - Includes most purchases for goods and services made from within the procurement office.
Training Model (Standard and Prepayment - Includes all purchases for training services.
Direct Pay Model - Includes purchases that require only an invoice for payment.
This section includes a discussion of each of these purchasing models. All spending transactions must follow one of these purchasing models to ensure that the transaction is properly recorded in the Pegasys Purchasing subsystem.
[bookmark: 3.2.1_What_is_the_GSA_Standard_Purchasin][bookmark: _Toc513715365]What is the GSA Standard Purchasing Model?
The GSA Standard Purchasing model is used to record all requests, orders, receipts, and invoices associated with a purchase, except those purchases made with a credit card or related to training. Figure 27 outlines the steps of the Standard Purchasing model from the initial entry of a request through the payment authorization. Reservations (pre-commitments) are not typically used by GSA; however, if used, the reservation will not draw down the budget.
[bookmark: _bookmark31][bookmark: _Ref501532177][bookmark: _Ref505933053][bookmark: _Toc513711566]Figure 27: Standard Purchasing Model
Optional Workflow
[image: standardworkflow]
Figure 27: Standard Purchasing Model optional workflow outlines in more detail the optional steps needed to complete the purchasing chain. The optional steps are as follows:
1. Requisitioner creates Request form
1. Manager approves
1. Accounts Classifier approves
1. Funds Authorizer approves and processes
1. Contract Specialist / Officer creates Purchase Order form
1. Authorized buyer / contracting officer approves
1. Authorized buyer / contracting officer approves and processes
1. Receiver receives Goods / Services OR Finance receives invoice
1. Receiver creates receipt form OR Finance enters invoice form
1. Receiver processes form OR Finance processes form
1. Verify 3-way match
1. Payment Authorization is generated
[bookmark: _Toc513715366]What is the Standard Purchasing Model Workflow?
Table 14 defines the document types, user groups, and approving officials associated with the steps of the Standard Purchasing model.
[bookmark: _bookmark32][bookmark: _Ref501532291][bookmark: _Toc513711644]Table 14: Standard Purchasing Model
	Pegasys Document
	Document Type
	Entered By
	Approved By

	Reservation
	RS
	Funds Manager
	None

	Request
	PR, IQ
	Requisitioner
	Manager
Accounting Classification
Funds Authorizer

	Intra Agency Request
	IG
	Requisitioner
	Manager
Accounting Classification
Funds Authorizer

	Purchase Order
	FP, TP, GP, PP, XP, OP, NP, FO, TO, GO, PO, XO, NO, OO
	Authorized Buyer/ Contract Specialist/ Contract Officer
	Authorized Buyer/Contracting Officer

	Intra Agency Purchase Order
	IX, IT
	Authorized Buyer/ Contract Specialist/ Contract Officer
	Authorized Buyer/Contracting Officer

	Interagency Purchase Order
	FX, GX, OX, PX, TX, XX, NX, FZ, GZ, OZ, PZ, TZ, XZ
	Authorized Buyer/ Contract Specialist/ Contract Officer
	Authorized Buyer/Contracting Officer

	Receipt
	RC, RK, RW, IC, IF
	Receiver
	None

	Match Invoice
	M6, M7, MJ, MK, MM, MW, I6, I7, IK, IW
	Finance
	None


Reservations
A reservation is a pre-commitment of funds for a projected purchase. Typically, a pre- commitment will set aside funding for a specific purpose that may entail multiple purchases. The Reservation (RS) is an optional step in the purchasing chain and will usually be entered into Pegasys by a Funds Manager. No approvals are required. Most Pegasys users will not use reservations to begin the purchasing cycle; however, when a reservation is recorded, it can be referenced by future requests, orders, receipts, invoices and payments. Reservations will not decrease available budget amounts, but will decrease available plan amounts.
Requests
To begin the Standard Purchasing model, a Requisitioner generates a request. The request is completed using the Purchase Request (PR or IQ) form. A Purchase Request may or may not contain itemized lines. A request may contain multiple lines of funding, regardless of whether or not it contains itemized lines.
Once complete, the request must be approved. All purchase requests require Manager, Accounting Classification, and Funds Authorization approvals. After all approvals have been applied, the request must be processed to commit the funding. Typically, users who applied the last approval to the request will process the form. Once processed, the form becomes an official document, which is then forwarded to the procurement office.
Please refer to Section 5.2.1 and Section 5.2.2 for detailed information on completing a purchasing request.
Purchase Orders
Typically, a Contract Specialist or Contracting Officer creates a Purchase Order form in Pegasys. A Purchase Order (FP, TP, GP, PP, XP, NP, OP, FO, TO, GO, PO, XO, NO, and OO) may or may not contain itemized lines. An order may contain multiple lines of funding, regardless of whether or not it contains itemized lines.
The completed order must be approved by an Authorized Buyer or Contracting Officer. An Authorized Buyer’s approval is required on orders equal to or under $3000, and a Contracting Officer’s approval is required on any order greater than $3000. Once approved, the order is processed to obligate the funds. The order is then printed and sent to the vendor.
Because a purchase request is an optional step, the purchasing chain can begin with the creation of an order. However, if a request has been recorded in Pegasys, GSA requires that the order reference the request by using the copy forward function when creating the order. Copying the information forward from the request to the order eliminates redundant data entry. Referencing will also liquidate the request for the amount of the order.
Please refer to Purchasing User Guide 2 of 5, Section 6.1 and Purchasing User Guide 2 of 5, Section 6.13 for detailed information on creating a purchase order.
Oral Procurements (Certified Invoice)
Another way to facilitate a purchase is through an oral procurement, sometimes referred to as a certified invoice. All oral procurements must be captured in Pegasys to record the obligation. Oral procurements can be recorded by generating either a Purchase Order or Direct Pay form. A complete discussion of oral procurements can be found in Purchasing User Guide 2 of 5, Section 6.1, Purchasing User Guide 2 of 5, Section 6.13, Purchasing User Guide 2 of 5, Section 6.14 and  Section 3.2.3.
Inter/Intra Agency Purchase Orders
GSA procurements include interagency (government agencies external to GSA) and intra- agency (services internal to GSA) purchases. Interagency purchases (formerly recorded on GSA Form 3669) and Intra-agency purchases (formerly recorded on GSA Form 2957) are recorded in Pegasys as purchase orders. A complete discussion of interagency and intra- agency purchase orders can be found in Purchasing User Guide 2 of 5, Section 6.11 and Purchasing User Guide 2 of 5, Section 6.12.
Blanket Purchase Agreements
Blanket Purchase Agreements (BPAs), pre-negotiated agreements between the agency and a vendor, can also be established and monitored in the Pegasys Purchasing subsystem. A BPA is typically established at the beginning of the fiscal year and will track purchasing activity against an authorized limit and within a specified time frame. BPAs can be referenced on requests, orders, receipts, and invoice forms.
Receipts
When ordered goods or services are received, a Receiver completes a Receipt (RC, RK, RW, IC, and IF) form. A Receipt may or may not contain itemized lines.
Receipts must reference a purchase order. To create the receipt, copy forward from the order (this applies to oral procurements as well). Using copy forward functionality eliminates redundant data entry and ensures that the receipt contains accounting line information associated with the original order. Receipts do not have to be approved; however, they must be processed to record the delivery and acceptance of the ordered goods or services. Please refer to Purchasing User Guide 2 of 5, Section 7.1 and Purchasing User Guide 2 of 5, Section 7.3 for detailed information on completing a receipt in Pegasys.
Invoices
The vendor invoice is typically sent to a regional Finance center. There, a Regional Accounting Technician is responsible for recording the invoice in Pegasys. Once the purchase order, receipt, and vendor invoice have been entered, the automated match payment process will be initiated. When the matching process is complete, a payment authorization will be generated (please refer to Section 3.3 for additional information).
[bookmark: _Toc513715367]What are the GSA Training Models?
The GSA Training Purchasing models used in Pegasys record both Standard and Prepaid training purchases. Training Request (TR) and Training Order (FW, TW, GW, PW, XW, and OW) forms are used to track training purchases. Because the training request is an optional step in the purchasing chain, the process can begin with the creation of a training order. However, if a training request has been recorded in Pegasys, the request must be referenced by the training order by using the copy forward function. Figure 28 and Figure 29 outlines the steps in the Standard Training model and Prepayment Training model.
NOTE: The Standard Training model contains a receipt step; however, the Prepayment Training model does not.
[bookmark: _Ref501537291][bookmark: _Ref505933087][bookmark: _Toc513711567]Figure 28: Standard Training Model
[image: trainingmodel]
Figure 28: Standard Training Model outlines the optional workflow steps needed to process a 3 way match purchasing document in Pegasys. Those steps include:
1. Requisitioner Creates TR Form
Manager Approves TR
Accounts Classifier Approves TR
Training Coordinator Approves & Processes TR
Requisitioner / Admin Support Staff creates Training Order Form
Manager approves training order form
Account Classifier / Funds Authorizer approves training order
Training Coordinator Approves & Processes Training Order
Training Occurs
Requisitioner / Admin Support Staff creates Receipt Or Finance Receives Invoice and Creates MK, MW, M6, or M7
Admin Support Staff Processes Receipt Or Finance Creates and Processes Vendor Invoice Form (if necessary)
Verify 3-Way match
Payment Authorization is generated
[bookmark: _Ref501537339][bookmark: _Ref505933107][bookmark: _Toc513711568]Figure 29: Prepayment Training Model
[image: prepaidmodel]
Figure 29: Prepayment Training Model outlines the steps required to process prepayments for training. The steps are:
1. Requisitioner creates TR From
1. Manager Approves TR
1. Accounts Classifier Approves TR
1. Training Coordinator Approves & Processes TR
1. Requisitioner / Admin. Support Staff Creates Prepaid Training Order
1. Manager Approves
1. Account Classifier / Funds Authorizer Approves
1. Training Coordinator Approves & Processes
1. Finance Receives Invoice & Creates MK, MW, M6, or M7
1. Finance Creates and Processes Vendor Invoice Form, if necessary
1. Verify 2-way match
1. Payment Authorization is Generated 
[bookmark: 3.2.2.1_What_is_the_GSA_Training_Model_W][bookmark: _Toc513715368]What is the GSA Training Model Workflow?
Table 15 defines the document types, user groups, and approving officials associated with the steps in the Training Purchasing models.
[bookmark: _Ref501537432][bookmark: _Toc513711645]Table 15: Training Model
	Pegasys Document
	Document Type
	Entered By
	Approved By

	Training Request
	TR
	Requisitioner
	Manager
Accounting Classification
Funds Authorizer
Training Coordinator

	Training Order (Standard Model)
	FW, TW, GW, PW, XW, OW, CT
	Requisitioner
Administrative Support
	Manager
Accounting Classification
Funds Authorizer
Training Coordinator

	Training Order (Prepayment Model)
	FY, TY, GY, PY, XY, OY, NY, CY
	Requisitioner
Administrative Support
	Manager
Accounting Classification
Funds Authorizer
Training Coordinator

	Receipt (Standard Model Only)
	RC, RK, RW
	Requisitioner
Administrative Support
	None

	Match Invoice
	M6, M7, MK, MW
	Regional Accounting Technician (Finance)
	None


Training Requests
To begin either type of Training Purchasing model or the Prepaid Training Purchasing model, the Requisitioner (i.e., the person who wants the training or the person responsible for completing training requests) generates a Training Request (TR) form in Pegasys. Detailed information such as the requester’s name, request date, and the training class are recorded on the form. Follow the steps in Section 5.3.1 for detailed information on completing a training request in Pegasys.
Once complete, the training request must be approved. All training requests require Manager, Accounting Classification, Funds Authorization, and Training Coordinator approvals. To receive the necessary approvals, the request must be routed within Pegasys to the appropriate approvers. Follow the steps in Purchasing User Guide 3 of 5, Section 10.1 for detailed information on approving a form.
After the training request has received all four approvals, it must be processed to commit the funding. Typically, the last approver processes the request, and routes it to the person responsible for generating the training order. Usually, the Requisitioner or a member of the Administrative Support Staff completes the training order.
Training Orders
The training order phase begins with the creation of a Training Order (FW/FY, GW/GY, PW/PY, TW/TY, XW/XY, OW/OY, and NY) form in Pegasys. Because the Training Request is not a required step in the Standard or Prepayment Training models, either training model may begin with the training order.
If a training request has been recorded in Pegasys, however, GSA requires that the training order reference the request by using the copy forward function when creating the order. Copying the information forward from the request to the order eliminates redundant data entry. Referencing the purchase request on the order also liquidates the request. Follow the steps in Purchasing User Guide 2 of 5, Section 6.9 for detailed information on completing a training order.
Oral procurements for training must also be captured in Pegasys to record the obligation. An oral procurement of this type is recorded using the training order form.
The completed training order requires four approvals: Manager, Accounting Classification, Funds Authorization, and Training Coordinator. An approver may have the authority to apply one or more approval types. Follow the steps in Purchasing User Guide 3 of 5, Section 10.1 for detailed information on approving a form within Pegasys.
Once approved, the training order is processed to obligate the funds. Typically, the Training Coordinator or Budget/Funds Analyst who applied the last approval will also process the order.
Receipts (Standard Training Model Only)
When following the Standard Training Model, the Receipt (RC, RK, or RW) form is entered in Pegasys and processed by the training class participant. Receipts must reference the training order. When creating the receipt, the information on the associated training order is copied forward from the order to the receipt. Receipts do not have to be approved; however, they must be processed to record the delivery and acceptance of the training. Follow the steps in Purchasing User Guide 2 of 5, Section 7.1 for detailed information on completing a receipt.
Invoices
Invoices for training are entered and processed in Pegasys by a Regional Accounting Technician. The invoices are then matched to the appropriate training order via the automated match process and a payment authorization is generated (please refer to Section 3.3 for additional information).
[bookmark: 3.2.3_What_is_the_GSA_Direct_Pay_Model?][bookmark: _bookmark36][bookmark: _Ref506195594][bookmark: _Ref506195604][bookmark: _Toc513715369]What is the GSA Direct Pay Model?
This model is used when only an approved Pegasys direct payment form is required to initiate payment to the vendor. Oral procurements (certified invoices) will follow the Direct Pay Model. Other examples of direct pay include local telephone service or uniform allowances. Figure 30 outlines the steps of the Direct Pay model.
[bookmark: _bookmark37][bookmark: _Ref501537678][bookmark: _Ref505929648][bookmark: _Toc513711569]Figure 30: Direct Pay Model
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Figure 30: Direct Pay Model outlines the steps required to initiate payment to the vendor. The steps are:
1. Create D6 (Region 6-Kansas City) or D7 (Region 7-Ft. Worth) Form
1. Process D6 or D7 Form
1. Payment Authorization is generated.
[bookmark: 3.2.3.1_What_is_the_GSA_Direct_Pay_Model][bookmark: _Toc513715370]What is the GSA Direct Pay Model Workflow?
Table 16 defines the document category, document types, user groups, and approving officials associated with the steps in the Direct Pay Purchasing model.
[bookmark: _Ref501537760][bookmark: _Toc513711646]Table 16: Direct Pay Purchasing Model
	Pegasys Document
	Document Type
	Entered By
	Approved By

	Direct Pay under or equal to $3000 (<=$3000)
	D6
D7
	Service personnel using either Region 6 or Region 7 Finance Center
	Direct Pay Approver
Accounting Classification
Funds Authorizer

	Direct Pay over $3000(>$3000)
	DC
DF
	Service personnel using either Region 6 or Region 7 Finance Center Finance (for approval)
	Direct Pay Approver
Accounting Classification
Funds Authorizer
Finance Direct Payment Approval

	Direct Pay less than $100000
	DK - Region 6**
DW- Region 7**
	Finance
	Finance Direct Payment Approval

	Direct Pay equal to or over $100000
	DK - Region 6**
DW- Region 7**
	Finance
	Finance Direct Payment Approval Senior

	Direct Pay over $3000(>$3000)
	DX - External Clients**
	Finance
	Finance Direct Payment Approval Official


**For Finance Center use only: DK, DW, DX. Disbursements to TX - use D7 or DF, Disbursements to KC - use D6 or DC.
Direct Pay
Typically, a direct payment purchase is a reimbursement for work-related telephone charges or other type of purchase where only the vendor invoice is required for payment. After the direct pay form has been entered, it must be routed for approval. Direct payment created by the Services that are $3000 or less require three approvals: Direct Pay Approver, Accounting Classification, and Funds Authorization. Direct payment forms created by Services that are greater than $3000 also require the approval of a Finance Direct Pay Approver.
Direct payments created by Finance that are less than $100,000 require the approval of a Finance Direct Pay Approver. Direct payments created by Finance that are $100,000 or greater require the approval of a Finance Direct Pay Approver Senior. Once the approvals have been applied and the form has been processed, the automated match process will be initiated, a one- way match will occur, and a payment authorization will be generated (see Section 3.3 for additional information).
[bookmark: 3.3_What_is_Pegasys_Automated_Match?][bookmark: _bookmark40][bookmark: _Ref506195770][bookmark: _Ref506195777][bookmark: _Ref506196020][bookmark: _Ref506196027][bookmark: _Ref506196067][bookmark: _Ref506196076][bookmark: _Toc513715371]What is Pegasys Automated Match?
Before payment is made to a vendor, the documents used to record the spending transaction are grouped together to create a complete purchasing chain. The process of grouping the purchasing documents together is called Automated Match. The Automated Match process ensures that orders are matched to their associated receipts and to the appropriate vendor invoices. GSA uses three Automated Match models for purchasing transactions. While the automated match process occurs behind the scenes, every purchasing transaction will be sent through one of these three automated matching processes:
One-Way (Direct Pay Model)
Two-Way (Prepayment Training Model, Interagency Model)
Three-Way (Standard Purchasing Model, Standard Training Model)
Four-Way (Separate receipt and acceptance).
One Way Match - A one-way match occurs when a document is processed for which payment can be generated immediately. For example, a direct pay does not reference a purchase order and does not require a corresponding receipt. In transactions designated as one-way match, Pegasys will automatically generate a payment authorization after the direct pay document is approved and processed.
Two Way Match - A two-way match occurs when an invoice referencing a purchase order is processed. Interagency purchase orders and prepaid training orders are examples of a two-way match. When an invoice references the appropriate purchase order, the match is completed as soon as the invoice is processed. Pegasys will generate a payment authorization automatically after an invoice designated as a two-way match transaction is processed.
Three/Four Way Match - A three-way and four-way match occur when both a receipt and an invoice have been processed for a given purchase order. Once receipts and invoices have been matched, Pegasys will automatically generate a payment authorization.
[bookmark: 3.4_What_Are_the_Pegasys_Purchasing_Form][bookmark: _Ref506365566][bookmark: _Ref506365572][bookmark: _Ref506366019][bookmark: _Ref506366024][bookmark: _Ref506366585][bookmark: _Ref506366591][bookmark: _Toc513715372]What Are the Pegasys Purchasing Forms?
In Pegasys, purchasing forms are used to record each transaction in the purchasing chain. There are three basic types of purchasing documents: documents that contain itemized lines, documents that do not contain itemized lines, and training documents. Forms without itemized lines are used to record and track purchases where detailed unit and quantity information is not required. Forms with itemized lines are used to record purchases for items where detailed unit and quantity information is required. Training forms are used to facilitate the purchase of employee training classes. Once the appropriate purchasing form has been completed and approved, it is processed. Processing the form turns it into a document, which then updates all appropriate budgets and plans. Please refer to Figure 3.1: What are the Pegasys Purchasing Document Types? for detailed information on Pegasys forms and documents.
The Header pages are common to all purchasing forms. Other purchasing forms will have different pages, such as Office Addresses or Itemized Lines to record information specific to that purchasing form. Figure 31 displays a typical purchasing document window.
[bookmark: _bookmark41][bookmark: _Ref501537982][bookmark: _Toc513711570]Figure 31: Purchasing Document Window
[image: ]
[bookmark: _Toc513715373]How do I Create Purchasing Forms?
To create any Pegasys purchasing form, a user must first select Transactions - Purchasing - New and then select the appropriate category (i.e. Order) from the Pegasys menu bar. Figure 32 is displayed.
[bookmark: _bookmark42][bookmark: _Ref501538049][bookmark: _Toc513711571]Figure 32: New Form tab (Order)
[image: ]
NOTE: Fields labeled with a red asterisk* are system-required. On the New Form tab, both Document Type and Document Number are required.
Document Type refers to the type of purchasing document being created (i.e., request, order, receipt, or invoice). Document Number refers to the system-generated number that uniquely identifies the purchasing document being created. Please refer to Figure 3-1: Pegasys Document Categories and Document Types or Purchasing User Guide 5 of 5, Section 16, for a complete listing of Pegasys document types.
[bookmark: 3.4.1.1_What_is_the_Referencing_feature_][bookmark: _Toc513715374]What is the Referencing feature in Pegasys?
Referencing is a feature that allows purchasing activities to be linked together to form a purchasing chain. Through referencing, a purchase order can be linked to its associated request and any subsequent receipts and invoices. When referencing is used, Pegasys will automatically liquidate the referenced document. For example, if a $100 purchase order references a purchase request, Pegasys will automatically reduce the outstanding amount of the request by $100. Figure 33 displays the New Form tab from which the Copy Forward function is accessed.
[bookmark: _bookmark43][bookmark: _Ref501538128][bookmark: _Toc513711572]Figure 33: Copy Forward Function
[image: ]
Document referencing is accomplished by using the Copy Forward function. When creating a new purchasing form that will be linked to a previous transaction, select the Copy Forward radio button, and then select the Next button. Specify the document type and the document number to be referenced, select the Search button, then select the appropriate document. The Copy Forward function reduces data entry when creating new purchasing forms and ensures that vital information is maintained from one transaction to the next in the purchasing chain. GSA requires the use of the copy forward function when creating receipts and invoices. When creating new purchase orders, GSA requires the use of the copy forward if an associated purchase request already exists. The Copy Forward functionality for invoice (IV) to payable (IP) scenarios has been updated, so that the invoice’s references are also copied forward to all itemized (product/service) lines, in addition to all accounting or funding lines.
Another way to reference accounting information from another document is to manually reference the accounting information on the accounting line itself. The steps below describe how to use the Copy Forward button the Header Accounting line tab however these steps can also be followed when using the Itemized Lines tab.
1. Select on the Header Accounting Lines tab and then select the Copy Forward button.
[bookmark: _Toc513711573]Figure 34: Header Accounting Line Copy Forward
[image: cid:image002.jpg@01D39C1C.80A3C470]
The Copy Forward New Line Document Selection window will open. Enter in criteria to search for a document, select a document, and select the Finish button.
[bookmark: _Toc513711574]Figure 35: Copy Forward
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The new line(s) will be added to the Header Accounting Lines tab.
[bookmark: _Toc513715375]What are the Date Formats in Pegasys?
Calendar dates on Pegasys forms are generally displayed in the following format: MM/DD/YYYY. In addition to the calendar date on which the form is created, the Accounting Period and the Reporting Accounting Period must also be entered. These are entered into the Accounting Period and Reporting Accounting Period fields and refer to the fiscal month and fiscal year in the following format: MM/YYYY.
The dates on the Header page will default to the current date when the form is held, verified, or processed. Figure 36 display the date fields and formats on the Header page.
[bookmark: _bookmark44][bookmark: _Ref501538515][bookmark: _Toc513711575]Figure 36: Date Fields and Formats
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Additionally there are Period of Performance dates which can be entered on a header accounting or itemized line. When a referenced transaction is processed citing a contract, edit checks are performed to ensure that (1) the period of performance cited on the referencing transaction is within the period of performance on the contract and (2) the document date on the referencing transaction is within the effective dates of the contract. If a referenced transaction is outside of the contract dates, an overrideable error is displayed for those with override permission.
[bookmark: _Toc513715376]What are Accounting Templates?
In Pegasys, accounting data has been organized into Accounting Templates. A template corresponds to the accounting strip funding the spending transaction. Figure 37 displays a typical purchasing form Accounting Template.
[bookmark: _Ref505933223][bookmark: _Toc513711576]Figure 37: Accounting Templates
[image: ]
All GSA purchasing transactions require an Accounting Template. Once the appropriate template has been selected, most of the remaining template fields will populate when the Default button is selected. Depending on the accounting template selected, however, some fields may require entries to be made by the user.
NOTE: Accounting Templates should not be manually typed in Pegasys; users should always Search by selecting the Template link, or select the Favorites icon and select from pre-existing Favorites.
[bookmark: 3.4.1.4_What_are_the_Accounting_Lines_Ac][bookmark: _Toc513715377]What are the Accounting Lines Action Buttons?
On the Accounting Lines page there are buttons that enable users to add an accounting line or copy, remove, reset, or replace previously entered accounting information. Figure 38 displays the Accounting Lines Action buttons. The Add button creates a new accounting line. The Copy button will add an exact copy of an existing line to the form. The Copy Forward button allows the user to search for a form or document to copy forward one or more lines to the form. The Remove button will delete the accounting line from the form. The Reset button will remove any changes and return the information which was last saved. The Replace button allows the user to create a new accounting line to replace an existing line.
[bookmark: _bookmark46][bookmark: _Ref501538816][bookmark: _Toc513711577]Figure 38: Accounting Line Action Buttons
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[bookmark: 3.4.1.5_What_is_the_Action_Button_Bar_on][bookmark: _Toc513715378]What is the Action Button Bar on a Pegasys Form?
All Pegasys forms display a set of action buttons at the top of the form window. Figure 39 displays common Action buttons.
[bookmark: _bookmark48][bookmark: _Ref501538874][bookmark: _Toc513711578]Figure 39: Action Button Bar Continued
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Table 17 describes the Action button bar.
[bookmark: _bookmark49][bookmark: _Ref501538902][bookmark: _Toc513711647]Table 17: Action Button Bar Descriptions
	Field Name
	Description

	Verify
	Populates all defaulted fields. Performs validity, relationship, and funding edits. Checks form for errors such as invalid codes or blank required fields.

	Save
	Enables the form to be saved as a draft. Does not check for errors or update other subsystems. Typically, forms will be placed on Hold while awaiting approvals.

	Submit
	Performs verify functions. Updates the general ledger and relevant budgets, plans, and projects (based on the accounting implication of the form being processed).

	Schedule
	Not in use by GSA.

	Refresh
	Clears the form window. Restores form to last saved state. Caution: When creating new forms, this button will delete the form and all related information.

	Fund Currency
	Not in use by GSA


[bookmark: _Toc513715379]What are the Edits on Purchasing Transactions?
After the appropriate information has been entered on the purchasing form, it must be processed. The first step in processing the purchasing form is verifying that the information entered is valid and correct. Pegasys performs a series of edits to ensure that the entered information is correct by applying these edits to the spending transaction:
Spending Edits - Transaction amounts are checked against available budget amounts.
Validity Edits - All codes (e.g., commodity codes, vendor codes) are checked against the appropriate reference table data.
Relationship Edits - Accounting Templates are compared to Pegasys accounting elements to ensure compatibility. Edits can be created on the Document Reference Consistency table for any transaction field in the system, including fields that have been added through extensibility. Relationship Edits have the capability to configure the triggers for edits for reference data creation and modification, including the Accounting Dimensions and Vendor reference tables, the Vendor form, the Accounting Template, and for the Dimension and Vendor Rollups. Additionally, the system allows the ability to associate unique Problem Definitions with Relationship Edits.
Tolerance Edits - Pegasys will perform tolerance edits when you reference purchasing activities. Tolerance edits prohibit the original accounting line amount of one purchasing transaction from exceeding or falling below the referenced purchasing transaction net line amount by more than a predetermined amount. For example, a receipt may not be more than 10% or $100 dollars more than the referenced purchase order.
Document Reference Consistency - Pegasys will perform document reference consistency edits to check the consistency between a source and referencing document for the fields defined on the Document Reference Consistency table and will issue the appropriate error based on the control level defined for the fields.
[bookmark: 3.5_What_Are_the_Pegasys_Security_Organi][bookmark: _Ref506365714][bookmark: _Ref506365721][bookmark: _Ref506366232][bookmark: _Ref506366239][bookmark: _Ref506366316][bookmark: _Ref506366329][bookmark: _Ref506366723][bookmark: _Ref506366729][bookmark: _Toc513715380]What Are the Pegasys Security Organizations?
Security organizations allow users to be put into logical groups. Organizations can be as simple as divisions within an organization or as specific as departments within divisions. Users are only able to view documents associated with the security organization(s) to which they belong. When an organization is part of a larger organization, the child organization inherits the right of the parent. This allows users to gain access to general data of the parent organization, as well as the specific data for the child organization. A parent organization is established for all of GSA and child organizations are established for each of the Services. Each service organization has several two-digit correspondence symbol child organizations. Users are grouped under these organizations based on their functional roles at GSA and their system needs.
Establishing security organizations ensures that individuals outside of a given organization cannot view data. In Pegasys, the security organization is established at the document level. If a user does not select a Security Organization when creating a new document, it will default to the user’s “default security organization.” Figure 40 displays GMA and PBS security organizations will be called “Service Levels” and AC, AD, 1P and 2P security organizations will be called “Correspondence Symbols”.
[bookmark: _bookmark50][bookmark: _Ref501540620][bookmark: _Ref505933266][bookmark: _Toc513711579]Figure 40: Security Organization Hierarchy Example
[image: sec org]
Figure 40: Security Organization Hierarchy Example shows an example of how the parent GSA security organization can be broken down into children security organizations under it. It starts with GSA. This GMA and PBS are sibling organizations to GSA. Finally, AC and AD are siblings of GMA and 1P and 2P are siblings to PBS. 
Security organization is established at the document level. It is important to realize that users in other security organizations may require document access. Therefore, when creating a new document, users must select the security organization that will enable appropriate document access. Please refer to Table 18.
[bookmark: _bookmark52][bookmark: _Ref501540661][bookmark: _Toc513711648]Table 18: Security Organization Document Access Table
	Security Organization
	Document Access

	The user selects the correspondence level symbol security organization (e.g., 2P, TI, 9F).
	Only users within the correspondence symbol security organization can view, reference, approve, and process the document.

	The user selects the Service security level organization (e.g., FTS, FSS, PBS, GMA).
	All users within the Service can view, reference, approve, and process the document.

	The user selects the GSA security organization.
	All users within GSA can view, reference, approve, and process the document.


Security levels are established as a hierarchy with the highest level (Pegasys) containing the most document and reference data access and the lowest level (correspondence symbol) contains the least document and reference data access.
NOTE: When creating a document that must be viewed, approved, or processed by another Service, the user must select GSA as the security organization.
Table 19 discusses various scenarios and the results of the Security Organization selection associated with each scenario.
[bookmark: _Ref501540767][bookmark: _Toc513711649]Table 19: Security Organization Scenarios
	Scenario
	Security Organization Selection

	Susie User belongs to Security Organization ‘AC’. She is creating a request, which will subsequently be referenced and approved by another user in the ‘AC’ Security Organization.
	Susie User will select the ‘AC’ Security Organization.

	Joe User belongs to Security Organization ‘1P’. He is creating an order, which will subsequently be approved by a user in the ‘2P’ Security Organization.
	Joe User will select the ‘PBS’ Security Organization.

	Jill User belongs to Security Organization ‘AD’. She is creating a request, which will subsequently be referenced by another user in the ‘PBS’ Security Organization.
	Jill User will select the ‘GSA’ Security Organization.


Once the Security Organization is selected, it is system maintained on the Header page and cannot be changed. Please refer to Figure 41.
[bookmark: _Ref501627339][bookmark: _Toc513711580]Figure 41: Purchase Order Header Page
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[bookmark: _Toc513715381]What is the GSA Standard Security Policy?
[bookmark: _Ref511821984][bookmark: _Toc513711650]Table 20: GSA Standard Security Policy Table
	[bookmark: _bookmark54]Policy
	Rules

	GSA Standard Pegasys Policy
	Passwords are valid for 90 days. 
Grace logins for new and expired passwords will be set to 3. 
Verify logged on user after 15 minutes of inactivity. 
Login attempts permitted are 3. 
NOTE: If a user is locked out after three attempts, please call the IT Service Desk at (866) 450-6588 or email businessapps@gsa.gov. 
Passwords may be reused after 5 iterations. 
Expired passwords will be stored for 90 days.


[bookmark: _Ref511822043][bookmark: _Toc513715382]Purchase Query Enhancement Overview
This enhancement includes updates to the Purchase Query to allow a Pegasys user to enable and/or approve accounting lines for automated document reversal, as well as allowing users to search by and view automated document reversal status for Obligations, Commitments, Receipts, and Reservations. This enhancement includes a new simple parameter on the Document Reversal batch process (ACDOCRVS) in support of selecting approved records from the Purchase Query and sending failure email notifications if an approved PurchaseQuery record fails during ACDOCRVS execution. Additionally, new complex parameters that will allow specification of a particular accounting line were added to ACDOCRVS.
A new instance of the ACDOCRVS batch process specific to the accounting line reversal enhancement will be configured. The “Use Approved Purchase Query Records” parameter will be set to True.
[bookmark: _Toc513715383]Working With Purchasing Forms and Documents
In Pegasys, purchasing forms are used to record transactions in the purchasing chain. There are three types of purchasing forms: forms with Header Accounting Lines, forms with Itemized Lines, and training forms.
Forms with Header Accounting Lines - Used to record and track purchases where detailed unit and quantity information is not required.
Forms with Itemized Lines - Used to record purchases for items where detailed unit and quantity information is required.
Training Forms - Used to facilitate the purchase of employee training classes.
Once the appropriate purchasing form has been selected, completed, and approved, the form can be processed. Processing the form turns it into a document, which then updates all appropriate budgets and plans. During the course of the purchasing cycle, it may be necessary to view, correct, amend, delete, or cancel a purchasing transaction and its corresponding Pegasys form or document.
[bookmark: 4.1_How_to_Search_for_a_Form_or_Document][bookmark: _bookmark55][bookmark: _Ref506365513][bookmark: _Ref506365522][bookmark: _Toc513715384]How to Search for a Form or Document
There are several ways to search for a form or document in Pegasys. The type of search method depends on whether you are looking for a form or a document.
Forms - Refer to transaction items such as purchase requests, purchase orders, receipts, etc., that have been created in Pegasys but are not yet processed.
Documents - Refer to transaction items such as purchase requests, purchase orders, receipts, etc., that have been processed (ergo, capable of drawing down plans, budgets, or referenced documents, if applicable).
To retrieve and view a form, follow the steps outlined in Section 4.1.1. To retrieve a document, follow the steps outlined in Section 4.1.2.
[bookmark: 4.1.1_How_Do_I_Search_for_a_Form?][bookmark: _bookmark56][bookmark: _Ref506364975][bookmark: _Ref506364985][bookmark: _Toc513715385]How Do I Search for a Form?
The Pegasys View Form option allows users to view purchasing forms in Held, Pending Approval or Rejected status. The following steps describe how to search for, retrieve, and view a form.
1. Select Transactions - Purchasing - View from the menu bar.
The View page will be displayed.
[bookmark: _Toc513711581]Figure 42: View page
[image: ]
The Held check box in the Document Status group box will default to checked.
Enter a document type in the Document Type box.
Select the Document Type hyperlink to open the Search Document Type page.
In the Document Search Criteria group box, enter one or more of the following search criteria:
a. Document Category (document type). 
b. Document Number (document number). 
c. Subsystem (will default to Purchasing)
d. User ID (login ID of the person who created the form). 
e. From Date (date on which the form was created or prior). 
f. To Date (date on which form was created or later).
g. From Accounting Period (accounting period on which the form would post or prior).
h. To Accounting Period (accounting period on which the form would post or later).
i. Amendment Number
j. Vendor Code (code that represents a vendor in Pegasys).
k. DUNS (DUNS for the vendor)
l. TIN (SSN/EIN) (TIN for the vendor)
m. DUNS+4 (DUNS+4 for the vendor)
n. Customer Account ( customer account for the vendor)
o. Additional Criteria (can further search by Amount From Amount, Amount to Amount, Alternate Payee, Designated Agent, Currency or Open/Closed).
p. Accounting (can further search by accounting dimensions)
For example, user John Doe wants to search for all purchase requests he created for the month of December 2010. The search criteria would be: 
USER ID = johndoe, From Date = 12/01/2010, To Date = 12/31/2010.
Select the Search button.
The forms matching the search criteria will be displayed.
[bookmark: _Toc513711582]Figure 43: Searching to view documents
[image: ]
Select the document desired and select the View button to open the document in read only status.
The Header page of the selected form will be displayed in a read-only format. All fields will be protected.
[bookmark: _Toc513711583]Figure 44: Header Tab Purchase Order
[image: ]
To view another form return to step 1. The form will close when you perform a new action.
[bookmark: _Ref506364997][bookmark: _Ref506365007][bookmark: _Toc513715386]How Do I Search for a Document?
The Pegasys Review option allows users to retrieve processed purchasing documents in a “read-only” format in which all fields are protected. The following steps describe how to review a document.
1. Select Transaction - Purchasing - Review from the menu bar.
The Review page will be displayed.
[bookmark: _Toc513711584]Figure 45: Review P6 Document page
[image: ]
The Processed check box in the Document Status group box will default to checked.
Enter a particular Pegasys form in the Document Type field.
a. To search for a document type, select the Document Type link to open the Search Document Type page:
b. Enter the appropriate values in the Search Criteria box for your document.
c. Select the Search button
d. Select the Select button to copy the appropriate selection. The View page’s Search Criteria.
Enter the document number of document in the Document Number field. If the document number is unknown, continue with Step 4. If the doc number is known proceed to Step 5.
In the Document Search Criteria group box, enter one or more of the following search criteria: 
e. Document Category (document type). 
f. Document Number (document number). 
g. Subsystem (will default to Purchasing)
h. User ID (login ID of the person who created the form). 
i. From Date (date on which the form was created or prior). 
j. To Date (date on which form was created or later).
k. From Accounting Period (accounting period on which the form would post or prior).
l. To Accounting Period (accounting period on which the form would post or later).
m. Amendment Number
n. Vendor Code (code that represents a vendor in Pegasys).
o. DUNS (DUNS for the vendor)
p. TIN (SSN/EIN) (TIN for the vendor)
q. DUNS+4 (DUNS+4 for the vendor)
r. Customer Account ( customer account for the vendor)
s. Additional Criteria (can further search by Amount From Amount, Amount to Amount, Alternate Payee, Designated Agent, Currency or Open/Closed).
For example, user John Doe wants to search for all purchase requests he created for the month of December 2003. The search criteria would be: 
USER ID = johndoe, From Date = 12/01/2010, To Date = 12/31/2010.
Select the Search button.
The documents matching the search criteria will be displayed.
[bookmark: _Toc513711585]Figure 46: Document Matching Search Criteria
[image: ]
Select the desired document and select the Reference Query button to view all referenced documents, the GL Detail button to view the GL information, or select the View Document button to view the document.
The Header page of the selected document will be displayed in a read-only format. All fields will be protected.
[bookmark: _Toc513711586]Figure 47: Header 2B Document page
[image: ]
To view another form return to step 1. The form will close when you perform a new action.
[bookmark: _Toc513715387]How Do I Add An Attachment? 
Pegasys allows users to add attachments and supporting documents to forms. The attachments and supporting documents can be marked as sensitive which enables the system to restrict view, check in, check out, unlock and delete access to designated users. This attachment functionality has been extended to various notebooks and queries; this functionality will allow users to view and manage attachments at notebook and query level, therefore users will no longer need to navigate to the form/document level to add an attachment. Attachments associated with forms/documents will not be visible from the Notebooks or Queries; and vice versa.
1. Open an existing form and select the Attachment button.
[bookmark: _Toc513711587]Figure 48: Header Processed 2B Page
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Select the Import Local File button
[bookmark: _Toc513711588]Figure 49: Attachments
[image: ]
Enter a Title, select the Browse button to find the document to attach.
[bookmark: _Toc513711589]Figure 50: Import local file
[image: ]
a. Select the Sensitive checkbox if you want to limit the document to only designated users. The user uploading the document is automatically granted Attachment Manager permissions on the specific attachment and also receives the ability to view, edit and delete the file. The Attachment Manager is able to grant view, edit or delete access for the attached file to other users.
b. Select the Attachment checkbox if you do not want this document to be a supporting document.
Select the Upload button.
If the Sensitive checkbox in the Upload Document screen was checked, select the Attachment Access button.
[bookmark: _Toc513711590]Figure 51: Attachment Access
[image: ]
Select Add to add a user with attachment access.
[bookmark: _Toc513711591]Figure 52: Adding a user
[image: ]
Enter or search for a Principal ID and check View, Edit, and /or Delete checkboxes.
Select the Previous button to return to the Attachment screen, Select the Copy button to copy the permissions for another user, and select the Remove button to remove a user.
Select Return on the Manage Attachments and Supporting Documents screen.
[bookmark: _Toc513715388]How Do I Correct a Form or Document?
Pegasys users can correct forms or documents. The difference between correcting a form and correcting a document is the status. All forms have a status of Held, Pending Approval or Rejected while all documents have the status of Processed.
NOTE: Purchase Orders can only be corrected if they have not been sent to the vendor. Once the purchase order has been sent to the vendor, changes must be made by amending the original purchase order.
The following steps describe how to correct a form or a document.
1. Select Transactions - Purchasing - Correct from the menu bar.
The Correct page will be displayed.
[bookmark: _Toc513711592]Figure 53: Correct page
[image: ]
Check the desired document status check box (or boxes) from the Document Status group box.
Select the Document Type link to open the Search Document Type page:
a. Enter the appropriate values in the Search Criteria box for your document.
b. Select the Search button
c. Select the Select button to copy the appropriate selection. The View page’s Search Criteria.
Enter the document number of the form or document in the Document Number field.
If the document number is unknown, please refer to How to Search for a Form or Document for instructions on how to search for a form or document.
Select the GL Detail button to view GL information for the document or select the Correct button.
The Header page of the selected form or document will be displayed.
[bookmark: _Toc513711593]Figure 54: Header OP Document page
[image: Machine generated alternative text:
Pegasys Transactions Purchasing New Order Header: OP Other Purchase Order OP0002812 NEW FULL FORM
Header Fixed Assets Office Addresses Credit Cards Header Accounting Lines Itemized Lines
Document Type OP Other Purchase Order Order Date
Status NEW Accounting
Period
Document 0 P000281 2
Number Reporting
Title Accounting
Period
Ordered By
Document
Agency DUNS Classification
Number .
Security Org GSA
Agency DUNS+4
Suppress Printing
Disbursing
Fast Pay
Office
Invoice Required
Receipt Required]
Enter the desired changes.
If the form requires approvals, you must add the approver(s) to the form. Please refer to Purchasing User Guide 3 of 5, Section 10.1.8. If no approvals are required, proceed to Step 16 (Select the Verify button step). To add approvers to the form, select the Approval Routing tab. The Approval Routing page will be displayed. Since the form’s creator has not yet added approvers, none will be listed.
To add approvers one by one to the form, select the Approval Routing tab, select the Add User button. The User Search page will be displayed.
NOTE: To add multiple approvers that are stored in a routing list, please view Step11.
Enter the User ID or Name of the form’s approver in the appropriate search fields, and select the Search button. If users do not know the specific User ID or Name of the approver, then they may use the asterisk (*) as a wildcard in the search. The search results listing the form’s approver will appear.
Highlight the appropriate Principal ID record for the approver of the form. Then select the Select button.
The selected user will be added to the approvers list on the Approval Routing tab. Repeat Steps 7-9 to add additional approvers to the form.
NOTE: Users are required to add all approvers to a form, even if one of the approvers is the form’s creator.
To add multiple approvers to the form that are stored in a routing list, select the Add Routing List button. The Routing List Search page will be displayed.
Enter the Routing List Code or Routing List Name in the appropriate search fields, and select the Search button. If users do not know the specific Routing List Code or Routing List Name, then they may use the asterisk (*) as a wildcard in the search. The search results will appear.
Highlight the appropriate Routing List record. Then select the Select button.
The users saved in the routing list will be added to the approvers list on the Approval Routing tab. Repeat steps 11-13 to add additional routing lists to the form.
NOTE: Users may add multiple users and/or routing lists to the Approvers list on a form. In addition, users will be required to add all approvers to a form, even if one of the approvers is the form’s creator and submitter.
Select the Verify button.
If error messages are displayed, review the messages, and correct the form accordingly.
Select the Submit button to submit the form for approval or processing.
[bookmark: _Toc513715389]How Do I Amend a Purchase Order Document?
Amendments are made to change information on processed purchase orders and requests. The Sequential Amendment Number Generation functionality improves the generation of amendment numbers; it changes the Amendment Number generation logic to increment the Amendment Number from the last saved form rather than from the last generated number. When a purchase order document is amended, an Amendment Number and a Justification for the change must be recorded. The following steps describe how to amend a document.
1. Select Transactions - Purchasing - Amend - and then choose the appropriate Document Category: Request, Training Requests, Non-Accounting Training Request, Order or Training Order from the menu bar.
The New Amendment page will be displayed.
[bookmark: _Toc513711594]Figure 55: New Amendment page
[image: ]
Enter a document type in the Document Type box.
Enter the document number of the document in the Document Number field.
If the document number is unknown, please refer to How to Search for a Form or Document for instructions on how to search for a document.
Enter a number for the amendment in the Amendment Number field or if the Generate button is active, select the Generate button to generate the next amendment number.
NOTE: Amendment numbers will follow the current naming conventions of the user’s service.
Select the OK button.
The Header page of the selected document will be displayed.
[bookmark: _Toc513711595]Figure 56: Header OP Document page
[image: Machine generated alternative text:
Pegasys Transactions Purchasing New Order Header: OP Other Purchase Order OP0002812 NEW FULL FORM
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Enter the desired changes.
In the Amendment Information group box, enter the reason for the modification in the Justification text box.
[bookmark: _Toc513711596]Figure 57: Amendment Justification
[image: ]
If the form requires different approvers than those who previously approved the document, you must add these new approver(s) to the form and remove the others. Please refer to Purchasing User Guide 3 of 5, Section 10.1.8.
To add approvers to the form, select the Approval Routing tab. The Approval Routing page will be displayed.
To delete approvers from the form, select the approver record and select the Remove button.
NOTE: The approver will be removed on form verification.
To add approvers one by one to the form, select the Add User button. The User Search page will be displayed.
NOTE: To add multiple approvers that are stored in a routing list, please view Step 14.
Enter the User ID or Name of the form’s approver in the appropriate search fields, and select the Search button. If users do not know the specific User ID or Name of the approver, then they may use the asterisk (*) as a wildcard in the search. The search results listing the form’s approver will appear.
Highlight the appropriate Principal ID record for the approver of the form. Then select the Select button.
The selected user will be added to the approvers list on the Approval Routing tab. Repeat steps 10-12 to add additional approvers to the form.
NOTE: Users are required to add all approvers to a form, even if one of the approvers is the form’s creator.
To add multiple approvers to the form that are stored in a routing list, select the Add Routing List button. The Routing List Search page will be displayed.
Enter the Routing List Code or Routing List Name in the appropriate search fields, and select the Search button. If users do not know the specific Routing List Code or Routing List Name, then they may use the asterisk (*) as a wildcard in the search. The search results will appear.
Highlight the appropriate Routing List record. Then select the Select button.
The users saved in the routing list will be added to the approvers list on the Approval Routing tab. Repeat steps 14-16 to add additional routing lists to the form.
NOTE: Users may add multiple users and/or routing lists to the Approvers list on a form. In addition, users will be required to add all approvers to a form, even if one of the approvers is the form’s creator and submitter.
If the document requires approvals, Save it and route it to the appropriate approver(s). Please refer to Purchasing User Guide 3 of 5, Section 10.1.8. If no approvals are required, proceed to 
Step 20.
Select the Verify button and correct any errors returned.
Select the Submit button to submit the amendment for approval or processing to the Purchase Order form.
[bookmark: _Toc513715390]How Do I Delete a Form?
Purchasing forms with the status of Held, Pending Approval or Rejected can be deleted from Pegasys. Only users with the proper security permissions can delete a form. The following steps describe how to delete a form.
NOTE: Only forms can be deleted; documents cannot be deleted.
1. Select Transactions - Purchasing - Delete from the menu bar.
The Delete page will be displayed.
[bookmark: _Toc513711597]Figure 58: Delete page
[image: ]
The Held check box in the Document Status group box will default to checked.
Select the Document Type link to open the Search Document Type page:
a. Enter the appropriate values in the Search Criteria box for your document.
b. Select the Search button.
c. Select the Select button to copy the appropriate selection. The View page’s Search Criteria.
Enter the document number of the form in the Document Number field.
If the document number is unknown, please refer to Section 4.1 for procedures on how to search for a form.
Select the Search button.
Select the document from the generated list.
Select the Delete button.
A confirmation page will display.
Select the Yes button to delete the form or the No button to cancel the deletion process.
Once the form has been successfully deleted, user will receive a dialog box indicating, “Successful Action”.
[bookmark: _Toc513715391]How Do I Cancel a Document?
Spending transactions recorded in Pegasys can be canceled by canceling the related purchasing documents. Only processed documents can be canceled. The following steps describe how to cancel a document.
NOTE: Purchasing documents that have been referenced by other documents cannot be canceled unless all referencing documents are canceled first. For example, if a purchase request is referenced by a purchase order, then the purchase order must first be canceled before the purchase request can be canceled.
1. Select Transactions - Purchasing - Cancel from the menu bar.
The Cancel page will be displayed.
[bookmark: _Toc513711598]Figure 59: Cancel page
[image: ]
The Processed checkbox in the Document Status group box will default to checked. No other check boxes will be available.
Select the Document Type link to open the Search Document Type page:
a. Enter the appropriate values in the Search Criteria box for your document.
b. Select the Search button
c. Select the Select button to copy the appropriate selection. The View page’s Search Criteria.
Enter the document number you wish to cancel in the Document Number field.
If the document number is unknown, please refer to Section 4.1 for instructions on how to search for a document.
Select the Search button.
Select the appropriate document from the generated list. Select the GL Detail button to view GL information or select the Cancel button to cancel the document.
The Header page of the document to be canceled will be displayed with the status of, “PENDING CANCELLATION”.
Enter an Amendment Number.
NOTE: Amendment numbers will only be required for documents that are allowed to be amended per the document type table.
Select the Submit button.
The document is canceled; however, no confirmation dialog box will be displayed.
[bookmark: _Toc513715392]How Can I Query a Document Using the References Button?
Referencing allows purchasing transactions to be linked together to form a purchasing chain. To view documents that have been linked together, simply select the References button available on all purchasing documents displayed in the read-only format. By selecting the References button, linked documents are displayed in a Document Chain dialog box. If, for example, a purchase order is queried, the related request, receipt(s), invoice(s), and payment authorization(s) documents are displayed. Only those documents that have been referenced using the copy forward function will be displayed.
The following steps describe how to query a document using the References button.
1. Select Transactions - Purchasing - Review from the menu bar.
The Review page will be displayed.
[bookmark: _Toc513711599]Figure 60: Review P6 Document page
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The Processed check box in the Document Status group box will default to checked.
Select the Document Type link to open the Search Document Type page:
a. Enter the appropriate values in the Search Criteria box for your document.
b. Select the Search button.
c. Select the Select button to copy the appropriate selection. The View page’s Search Criteria.
Enter the document number of the document in the Document Number field.
If the document number is unknown, please refer to How to Search for a Form or Document for procedures on how to search for a document.
Select the Search button, select the document, and select the View button.
The Header page of the selected document will be displayed in a read-only format. All fields will be protected.
Select the References button.
The Document Reference Tree page will be displayed.
[bookmark: _Toc513711600]Figure 61: Document Reference Tree page
[image: ]
Select on a “O” or “-“ icon to expand the Reference Tree.
To view a specific document in the chain, select it by selecting the appropriate document number.
When the document is selected, the Document Type, Document Number, Document Total, Document Cost, and Document Date fields are displayed.
Select the View button to view the selected document.
The Header page of the selected document will be displayed in a read-only format. All fields will be protected.
[bookmark: _Toc513711601]Figure 62: Header RK document page
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Select the Close Window link. Select the View Line Level Detail button of the Document Chain window to view a specific accounting line on the selected document.
Line Level Detail page will be displayed.
[bookmark: _Toc513711602]Figure 63: Line Level Detail page
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The Line Selection dialog box lists all lines included on the selected document. Select the OK button.
Select the Exportable View button to export the reference tree.
[bookmark: _Toc513711603]Figure 64: Exportable View Button
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Select the View GL Detail button to view the GL Account Detail Query.
[bookmark: _Toc513711604]Figure 65: GL Account Detail Query
[image: ]
Select the View Transaction Detail button to view the Transaction Journal Detail Query.
[bookmark: _Toc513711605]Figure 66: Transactional Detail
[image: ]
[bookmark: _Toc513715393]What Are the Common System Messages in Pegasys?
This section will help the user interpret the Pegasys system messages. Pegasys provides three levels of warning and error messages: Informational, Warning or Overrideable, and Hard. Each level will be discussed in this section. All Pegasys error messages share a similar structure. The first line of the error message displays an error code, followed by the name of the form or table where the error occurred, including the specific line or field. The message concludes with a brief description of the error.
Error messages appear at the top of the page and include the following key elements:
Error symbol - identifies the type of error as i (informational message), ! (warning or overrideable error), or a red stop sign (hard error).
Error code - displays a seven-digit error. The first two characters represent the subsystem that issued the error (e.g., PE - the Purchasing subsystem). The last character designates the severity (e.g., I - informational)
Page title - identifies the location on the form where the error occurred.
Error description - gives a detailed explanation of the problem that occurred.
Error counter - identifies the total number of errors Pegasys encountered while trying to verify or process a transaction.
[bookmark: _Toc513715394]What Are Informational Messages in Pegasys?
An informational message is accompanied by a blue box, containing the letter “i”. Informational messages are intended to notify users of situations that may require further attention; however, they do not prevent a form from being processed. When informational messages appear, evaluate the impact of the problem, and continue processing the form, if appropriate. Figure 67 displays an example of an informational message.
[bookmark: _bookmark58][bookmark: _Ref501612268][bookmark: _Toc513711606]Figure 67: Informational Message
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[bookmark: _Toc513715395]What Are Overrideable Errors in Pegasys?
Overrideable errors notify users of situations that require special attention and will prevent a form from being processed; however, an individual with the appropriate authority can override them. An overrideable error is accompanied by a yellow triangle containing a “!” until it is overridden.
If a user with Override authority wishes to override the error message, the message must first be selected with a mouse-select. The user then selects the Override link. After the error has been overridden, the error will be accompanied by the informational symbol (a blue circle, containing the letter “i”).
If the user does not want to override the error or if other errors exist on the form, make the necessary changes. Figure 68 displays an example of an overrideable error message that warns about spending against an expired fund.
[bookmark: _bookmark60][bookmark: _Ref501612339][bookmark: _Toc513711607]Figure 68: Overrideable Error Message
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[bookmark: _Toc513715396]What Are Hard Errors in Pegasys?
A hard error message is accompanied by a red circle (stop sign). Hard error messages are NOT overrideable and must be corrected before the transaction can be processed. The user should select the error message link to be directed to the area where the error is located. Figure 69 displays an example of a hard error message.
[bookmark: _Ref506927275][bookmark: _Ref506927260][bookmark: _Toc513711608]Figure 69: Hard Error Message
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The Configurable Problem Definition Control Level modifies Problem Definitions so that GSA can modify the severity level of edits that are initially informational or overridable to be stronger or weaker. Informational or overridable errors can either be weakened or strengthened. However, hard errors cannot have their severity level changed, as hard errors are integral to Pegasys processing and/or ensure that data integrity is not compromised.
[bookmark: _Toc513715397] Reservations & Requests
[bookmark: 5.1_What_is_a_Reservation_in_Pegasys?][bookmark: _Toc513715398]What is a Reservation in Pegasys?
A reservation is a pre-commitment of funds for a projected purchase. Typically, a pre- commitment will set aside funding for a specific purpose that may entail multiple purchases. The reservation (RS) is an optional step in the purchasing chain and will typically be entered into Pegasys by a Funds Manager. Reservation forms are used across all GSA Services and can be used to record the pre-commitment of funds for itemized and non-itemized purchases. No approvals are required. Most Pegasys users will not use reservations to begin the purchasing cycle; however, when a reservation is recorded, it can be referenced to subsequent requests, orders, receipts, invoices and payments. Reservations will not decrease available budget amounts, but will decrease available plan amounts.
Please refer to the following additional information related to completing a reservation in Pegasys:
Section 3.4: What Are the Pegasys Purchasing Forms? for a complete discussion of Purchasing subsystem forms.
Section 13: Appendix A: Field Descriptions, which is located in Document 3 and Document 4 of the Purchasing User Guide for screen prints and accompanying field descriptions.
[bookmark: 5.1.1_How_Can_I_Complete_a_Reservation_i][bookmark: _Toc513715399]How Can I Complete a Reservation in Pegasys?
The following steps describe how to complete the Reservation form in Pegasys.
1. Select Transactions - Purchasing - New - Reservations from the Pegasys menu bar.
The New Reservation page will be displayed.
[bookmark: _Toc513711609]Figure 70: New Reservation page
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In the Document Type field, enter RS - Reservation.
A unique document number will be generated in the Document Number field after selecting the Generate button.
In the Security Org. field, enter the appropriate Security Organization.
If left blank the Security Org field will default to the user’s default Security Organization (please refer to Section 3.5).
Select the Finish button.
The Header page of the Reservation form will be displayed.
[bookmark: _Toc513711610]Figure 71: Header RS Document page
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In the Reserved By field, enter the name of the person making the reservation.
Reservation Date, Accounting Period, and Reporting Accounting Period will default to the current date, when the form is verified or processed.
In the Vendor Information group box, enter the vendor’s Taxpayer Identification Number (TIN) and address code into the Code fields (if applicable).
Select the Header Accounting Lines tab.
The Header Accounting Lines page will be displayed. 
To add a new line, select the Add button.
[bookmark: _Toc513711611]Figure 72: Header Accounting Lines page
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In the Line Amounts group box, enter the dollar amount of the accounting line in the Amount field.
In the Accounting Dimensions group box, enter or search for the Template field.
Complete any other required accounting elements that were not populated by the accounting template.
In the Agreement group box, enter associated RWA or IBAA Agreement number (PBS only).
In the Description field enter any descriptive information up to 255 characters long in the Description text box. The Extended Description field can be used if more than 255 characters are needed up to 60,000 characters.
NOTE: Depending on the room left on the form, the extended description field may not print in its entirety.
Information entered in this field will copy forward to the Request.
Return to the Header Accounting Lines page by selecting the Header Accounting Lines link.
a. Additional accounting lines may be added by repeating Steps 7-12.
b. To delete an existing line, select the line and select the Remove button.
c. To change a line’s information, select the line, select the Header Accounting Lines link and make the necessary updates.
d. To copy an existing line, select the line you wish to copy, select the Copy button and change the necessary information.
Go to the Summary tab to view a summary of the accounting lines. To update an existing line, select the line, select in the text box for the field you would like to update, and make the update.
e. To add a new line, select the Add button and follow the instructions above on how to enter a header accounting line. To delete a line, select the line and select the Remove button. (Refer to Section 2.3.3 for more information about the Summary tab.).
Select the Verify button.
If error messages are displayed, review the messages, and correct the form accordingly.
Select the Submit button.
The form becomes a document capable of affecting related plans within Pegasys.
[bookmark: _Toc513715400]What is a Purchase Request in Pegasys?
A purchase request records the intent to buy goods, services, or training. It is usually the first step in the purchasing cycle (unless a reservation has been created). While the request is not legally binding, it commits funds for a future purchase. Therefore, a request will reduce available funds for plans and obligation-based budgets.
In Pegasys, there are Purchase Request forms that fill the function of GSA Form 49. However, the type of request form used depends on whether the intended purchase uses itemized lines (to record commodity information) or header accounting lines (where commodity information is not available). For requests with header accounting lines, a Purchase Request (PR) form is used. For itemized requests (those containing quantity and unit price information), an IQ form can be used. A request may contain multiple lines of funding. Also, both PR and IQ documents will print as the GSA Form 49.
Requests can be referenced to existing reservations and may be connected to subsequent Orders, Receipts, Invoices, and Payments. Information relevant to the request can be imported into Pegasys and affixed to the request as an external attachment.
Once complete the request must be approved. All purchase requests require a Manager’s approval, an Accounting Classification approval, and a Funds Authorization approval. (An approver may have the authority to apply one or more approval types.) To receive the necessary approvals, the request is routed, within Pegasys, to the appropriate approval levels. Follow the steps in Purchasing User Guide 3 of 5, Section 10.1 for detailed information on approving a form.
Please refer to the following for additional information related to completing a purchase request in Pegasys:
Section 3.4: What Are the Pegasys Purchasing Forms? for a complete discussion of Purchasing subsystem forms.
Section 13: Appendix A: Field Descriptions, which is located in Document 3 and Document 4 of the Purchasing User Guide for screen prints and detailed field descriptions.
Section 14: Appendix B: Form Mappings, which is located in Document 4 of the Purchasing User Guide for detailed information on transitioning GSA forms to their Pegasys counterparts.
NOTE: A request is an optional step in the purchasing chain and the purchasing process can begin with an order.
[bookmark: 5.2.1_How_Do_I_Complete_a_Purchase_Reque][bookmark: _Ref506195355][bookmark: _Ref506195366][bookmark: _Toc513715401]How Do I Complete a Purchase Request in Pegasys?
The following steps outline how to complete a Purchase Request form within Pegasys.
1. Select Transactions - Purchasing - New - Request from the Pegasys menu bar.
The New Request page will be displayed.
[bookmark: _Toc513711612]Figure 73: New Request page
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In the Document Type field, enter PR - Purchase Request.
A unique document number will be generated in the Document Number field after selecting the Generate button.
In the Security Org. field, enter the appropriate Security Organization.
If left blank the Security Org will default to the user’s default Security Org (please refer to Section 3.5).
Select the Finish button.
The Header page of the Purchase Request form will be displayed.
[bookmark: _Toc513711613]Figure 74: Header PR Document page
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In the Authorized By field, enter the name of the person requesting the purchase of goods or services.
Request Date, Accounting Period, and Reporting Accounting Period will default to the current date, when the form is verified or processed.
In the Vendor Information group box, enter the vendor’s Taxpayer Identification Number (TIN) and address code into the Code fields (if applicable).
A vendor is not required at the request phase. Therefore, these fields are optional. If several vendors can be considered for the procurement, proceed to Step 20 Suggested Vendors.
Use the Contracts group box, to specify the information from a contract or delivery order (if applicable).
Blanket Purchase Agreement information can be entered on the purchase request along with the FSS schedule number in the Blanket Agreement # field. The appropriate procurement action type may also be selected. Information on the request can update a blanket purchase agreement by selecting the Update Blanket Agreement option.
In the Description field enter descriptive information about the requested purchase. The Extended Description field can be used if more than 255 characters are needed up to 60,000 characters.
NOTE: Depending on the room left on the form, the extended description field may not print in its entirety.
Select the Office Addresses tab.
The Office Addresses page of the request will be displayed.
Select the appropriate Office Type and select the Office Address link to enter Requesting, Issuing, or COTR office (procurement office) address information.
Enter or search for an Address Code and select the Get Address button. Select the Office Address hyperlink to return to the main Office Addresses tab. Select the Clear Address button to clear address information.
Select the Suggested Vendors link.
The Suggested Vendors page will display.
a. Add a new line by selecting the Add button.
b. Once a line has been created, the line may be modified by selecting the line on the Suggested Vendors page, selecting the Suggested Vendors link and making the appropriate changes.
c. A line can be copied by selecting the line, selecting the Copy button and making any appropriate changes.
d. A line may be deleted by selecting the line and selecting the Remove button.
Select the Header Accounting Lines tab.
The Header Accounting Lines page will be displayed. 
e. Add a new line by selecting the Add button.
f. Once a line has been created, the line may be modified by selecting the line on the Header Accounting Lines page, selecting the Header Accounting Line link and making the appropriate changes.
g. A line can be copied by selecting the line, selecting the Copy button and making any appropriate changes.
h. A line may be deleted by selecting the line and selecting the Remove button.
[bookmark: _Toc513711614]Figure 75: Header Accounting Lines page Continued
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In the Period of Performance group box, enter the Start Date and End Date (if applicable).
In the Line Amounts group box, enter the dollar amount for the accounting line in the Requested field.
In the Accounting Dimensions group box, enter or search for an accounting template for the accounting line in the Template field,
Complete any other required accounting elements that were not populated by the accounting template.
In the Agreement group box, use the Agreement field to enter a Work Authorization number or IBAA number (PBS only).
In the Contract Line Info group box, enter any info associated with an existing contract.
Specify the contract line item number or sub-contract line item number referenced by the request.
Use the Description field to enter descriptive information specific to this accounting line. If the description is more than 255 characters, the extended description field can be used.
Information entered in this field will print on the processed purchase request and also copy forward to the subsequent purchase order(s).
NOTE: Depending on the room left on the form, the extended description field may not print in its entirety.
Select the Header Accounting Lines link to return to the Header Accounting Lines page. Additional accounting lines may be added by repeating Steps 13-19.
Go to the Approval Routing tab. The Approval Routing page will display. Since the form’s creator has not yet added approvers, none will be listed.
To add approvers one by one to the form, select the Add User button. The User Search page will be displayed.
i. Enter the User ID or Name of the form’s approver in the appropriate search fields, and select the Search button.
j. Highlight the Principal ID record for the approver of the form. Then select the Select button.
k. The selected user will be added to the approvers list on the Approval Routing tab.
To add to the form multiple approvers that are stored in a routing list, select the Add Routing List button. The Routing List Search page will display.
l. Enter the Routing List Code or Routing List Name in the appropriate search fields, and select the Search button.
m. Highlight the appropriate Routing List record and select the Select button.
n. The users saved in the routing list will be added to the approvers list on the Approval Routing tab.
Go to the Summary tab to view a summary of the accounting lines. To update an existing line, select the line, put your cursor in the text box for the field you would like to update, and make the update.
o. To add a new line, select the Add button and follow the instructions above on how to enter a header accounting line. To delete a line, select the line and select the Remove button. (Refer to Section 2.3.3 for more information about the Summary tab.).
Select the Verify button.
If error messages are displayed, review the messages, and correct the form accordingly.
Select the Submit button.
The form becomes a document capable of affecting related plans and budgets within Pegasys.
[bookmark: _Ref506195391][bookmark: _Ref506195402][bookmark: _Toc513715402]How Can I Complete a Request with Itemized Lines in Pegasys?
The following steps outline how to complete an Itemized Request.
1. Select Transactions - Purchasing - New - Request from the Pegasys menu bar.
The New Request page will be displayed.
[bookmark: _Toc513711615]Figure 76: New Request page Continued
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In the Document Type field, enter IQ - Request.
A unique document number will be generated in the Document Number field after selecting the Generate button.
In the Security Org. field, enter the appropriate Security Organization.
If left blank the Security Org will default to the user’s default Security Org (please refer to Section 3.5).
Select the Finish button.
The Header page of the Itemized Request form will be displayed.
[bookmark: _Toc513711616]Figure 77: Itemized Request Header page
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In the Authorized By field, enter the name of the person requesting the purchase of goods or services.
Request Date, Accounting Period, and Reporting Accounting Period will default to the current date, when the form is verified or processed.
In the Vendor Information group box, enter the vendor’s Taxpayer Identification Number (TIN) and address code into the Code fields (if applicable).
Use the Contracts group box to specify the information from a contract or delivery order (if applicable).
Blanket Purchase Agreement information can be entered on the purchase request along with the FSS schedule number in the Blanket Agreement # field. The appropriate procurement action type may also be selected. Information on the request can update a blanket purchase agreement by checking the Update Blanket Agreement checkbox.
In the Shipping Information group box, record delivery information applicable to the entire itemized request.
Shipping information can be entered on a line-by-line basis on the Itemized Line pages.
Use the Header/Footer group box to add information to the header or footer on the form.
[bookmark: _Toc513711617]Figure 78: Header / Footer Information
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In the Description field enter descriptive information about the requested purchase. The Extended Description field can be used if more than 255 characters are needed up to 60,000 characters.
NOTE: Depending on the room left on the form, the extended description field may not print in its entirety.
Select the Office Addresses tab.
The Office Addresses page will be displayed.
[bookmark: _Toc513711618]Figure 79: Office Addresses page
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Select the appropriate Office Type and select the Office Address link to enter the Requesting, Delivery, Issuing office (procurement office), Invoice To, Property, and COTR address information.
a. Enter or search for an address code and select the Get Address button. Select the Clear Address button to clear the address information.
Select the Suggested Vendors tab.
The Suggested Vendors page will display.
b. Add a new line by selecting the Add button.
c. Once a line has been created, the line may be modified by selecting the line on the Suggested Vendors page, selecting the Suggested Vendors link and making the appropriate changes.
d. A line can be copied by selecting the line, selecting the Copy button and making any appropriate changes.
e. A line may be deleted by selecting the line and selecting the Remove button.
Select the Itemized Lines tab.
The Itemized Lines page will be displayed.
[bookmark: _Toc513711619]Figure 80: Itemized Lines page
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Add a new line by selecting the Add button.
f. Once a line has been created, the line may be modified by selecting the line on the Itemized Lines page, selecting the Itemized Line link and making the appropriate changes.
g. A line can be copied by selecting the line, selecting the Copy button and making any appropriate changes.
h. A line may be deleted by selecting the line and selecting the Remove button.
In the General group box, enter the appropriate Commodity Code.
The Commodity Name and Unit will default based on the Commodity Code entered.
In the Line Amounts group box, enter the Quantity and Unit Price.
In the Supplemental Info group box, enter additional descriptive information about the line item.
[bookmark: _Toc513711620]Figure 81: Supplemental Information
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This information will not print on any form. If this information is needed on a printed form, enter the information in the Description field on the Header page.
Use the Pricing Options group box to enter contract related line options, such as specifying the line as a base or option period line, a base or option quantity line, and the contract type for the line.
[bookmark: _Toc513711621]Figure 83: Pricing Options
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Select the Deliveries Instances tab. The Delivery Instances page will display.
Select the Add button.
The Delivery Instance page will display. 
Enter the appropriate information on this page.
Select the Intermediate Deliveries tab. Selecting the Add button will allow users to enter a Delivery name and number. To copy or remove an Intermediate Delivery select the Intermediate Delivery link, select a Delivery Name, and select the Remove or Copy button as appropriate.
Select the Itemized Line link to return to the Itemized Lines page. Select the appropriate line and select to the Itemized Line link to access the appropriate line.
Use the Contract Line fields if the request is to be associated with an existing contract.
Specify the contract line item number or sub-contract line item number referenced by the request.
In the Description field enter a detailed line item description up to 255 characters long. The Extended Description field can be used if more than 255 characters are needed up to 60,000 characters.
NOTE: Depending on the room left on the form, the extended description field may not print in its entirety.
Select the Accounting Lines tab to add funding information for the itemized line.
To create a new Accounting Line, select the Add button.
The Accounting Line page will be displayed.
[bookmark: _Toc513711622]Figure 84: Accounting Line page
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The Transaction Type will default when the itemized purchase request form is Verified or Processed.
In the Line Amount group box, enter the dollar amount of the accounting line in the Total Amount field.
The line amount is the total dollar amount that will be charged to this accounting strip. For each itemized line, the sum of the line amounts on the associated accounting lines must equal the itemized line amount.
In the Accounting Dimensions group box, enter or search for an accounting template for the accounting line in the Template field
Complete any other required accounting elements that were not populated by the accounting template.
In the Agreement field enter a Work Authorization number or IBAA number (PBS only).
In the Description field enter descriptive information specific to this accounting line. If the description is more than 255 characters, the extended description field can be used.
To return to the Accounting Lines tab, select the Accounting Lines link.
The accounting line will be displayed in the table on the Accounting Lines page.
i. To delete an existing line, select the line by highlighting its tab and select the Remove button.
j. To change a line’s information, select the line, select the Accounting Line link and make the necessary updates.
k. To copy an existing line, select the line you wish to copy, select the Copy button and change the necessary information.
Additional accounting lines may be added by repeating Steps 26-31.
Select the Itemized lines tab to view the summary lines.
l. One line summary represents one itemized line.
m. An itemized line can be associated with multiple lines of funding.
n. If the itemized line total amount and the accounting line total amount are different, you will receive an error message when verifying or processing the request.
o. Additional line items may be added by selecting the add button and repeating Steps 15-33.
Go to the Summary tab to view a summary of the accounting lines. To update an existing line, select the line, select in the text box for the field you would like to update, and make the update.
p. To add a new line, select the Add button and follow the instructions above on how to enter an itemized line. To delete a line, select the line and select the Remove button. (Refer to Section 2.3.3 for more information about the Summary tab.).
Go to the Approval Routing tab. The Approval Routing page will display. Since the form’s creator has not yet added approvers, none will be listed.
To add approvers one by one to the form, select the Add User button. The User Search page will be displayed.
q. Enter the User ID or Name of the form’s approver in the appropriate search fields, and select the Search button.
r. Highlight the Principal ID record for the approver of the form. Then select the Select button.
s. The selected user will be added to the approvers list on the Approval Routing tab.
To add to the form multiple approvers that are stored in a routing list, select the Add Routing List button. The Routing List Search page will display.
t. Enter the Routing List Code or Routing List Name in the appropriate search fields, and select the Search button.
u. Highlight the appropriate Routing List record and select the Select button.
v. The users saved in the routing list will be added to the approvers list on the Approval Routing tab.
Select the Verify button.
If error messages are displayed, review the messages, and correct the form accordingly.
Select the Submit button.
The form becomes a document capable of affecting related plans and budgets within Pegasys.
[bookmark: _Toc513715403]What Are Training Requests in Pegasys?
The Training Request (TR) form is used to commit funds for employee training. It is typically the first step in the training purchasing cycle (unless a reservation has been created) and can be used to facilitate the Standard and Prepaid Training purchasing model. (The TR creates a GSA Form 3076.) Because a request is a commitment of funds, it will reduce available funds for plans and obligation-based budgets.
The training request form looks and functions just like other Pegasys request forms. The TR has a Header page and Header Accounting Lines page, and a Summary page. Because the training request is recording the intent to purchase employee training, it also has a Course Information page. In addition to the required funding information, this page enables employee and training course information to be captured.
Training requests can contain multiple lines of funding, can be referenced to existing reservations and may be connected to future orders, receipts, invoices, and payments. Information relevant to the training request can be imported into Pegasys and affixed to the request as an external attachment.
Once complete the training request must be approved. Training requests require four approvals: a Manager’s approval, an Accounting Classification approval, a Funds Authorization approval, and the approval of a Training Coordinator. To receive the necessary approvals, the request is routed, within Pegasys, to the appropriate approval levels. Follow the steps in Purchasing User Guide 2 of 5, Section 10.1 for detailed information on approving a form.
Please refer to the following for additional information related to completing a Training request in Pegasys:
Section 3.4: What Are the Pegasys Purchasing Forms? for a complete discussion of Purchasing subsystem forms/
Section 13: Appendix A: Field Descriptions, which is located in Document 3 and Document 4 of the Purchasing User Guide for screen prints and accompanying field descriptions.
Section 14: Appendix B: Form Mappings, which is located in Document 5 of the Purchasing User Guide for detailed information on converting a 3076 to a training request form.
[bookmark: _Ref506195821][bookmark: _Ref506195829][bookmark: _Toc513715404]How Do I Complete a Training Request in Pegasys?
The following steps outline how to complete a Training Request in Pegasys.
1. Select Transactions - Purchasing - New - Training Request from the Pegasys menu bar.
The New Training Request page will be displayed.
[bookmark: _Toc513711623]Figure 85: New Training Request page
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In the Document Type field, enter TR - Training Request.
A unique document number will be generated in the Document Number field after selecting the Generate button.
In the Security Org. field, enter the appropriate Security Organization.
If left blank the Security Org will default to the user’s default Security Org (please refer to Section 3.5).
Select the Finish button.
The Header page of the Training Request form will be displayed.
[bookmark: _Toc513711624]Figure 86: Training Request Header page
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In the Authorized By field, enter the name of the person requesting the purchase of goods or services.
Request Date, Accounting Period, and Reporting Accounting Period will default to current, when the form is verified or processed.
In the Vendor Information group box, enter the vendor’s Taxpayer Identification Number (TIN) and address code into the Code fields (if applicable).
In the Contract group box specify the information from a contract or delivery order (if applicable).
[bookmark: _Toc513711625]Figure 87: Training Request Contracts section
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Blanket purchase agreement information can be entered on the request, along with an FSS schedule number (in the Blanket Agreement # field). The appropriate procurement action type may also be selected on the request. The information on the request can update a blanket purchase agreement by checking the Update Blanket Agreement checkbox.
In the Description group box enter descriptive information about the requested purchase. If the description is more than 255 characters, the extended description field can be used.
[bookmark: _Toc513711626]Figure 88: Training Request Description section
[image: ]
Select the Office Addresses tab. The Office Addresses page will be displayed.
[bookmark: _Toc513711627]Figure 89: Training Request Office Addresses page
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Select the appropriate Office Type to enter the Requesting, Issuing, and COTR (procurement office) address information.
Enter or search for an Address code and select the Get Address button. Select the Clear Address button to clear the address information.
Select the Suggested Vendors tab.
a. The Suggested Vendors page will display.
b. Add a new line by selecting the Add button.
c. Once a line has been created, the line may be modified by selecting the line on the Suggested Vendors page, selecting the Suggested Vendors link, and making the appropriate changes.
d. A line can be copied by selecting the line, selecting the Copy button and making any appropriate changes.
e. A line may be deleted by selecting the line and selecting the Remove button.
Select the Employees link to enter the names of employees who will attend the training class. The Employee Selection page will be displayed.
Use the Add button to add employee information.
After selecting the Add button enter the appropriate information in the Search criteria group box, Select Search and select the appropriate employee from the generated list.
[bookmark: _Toc513711628]Figure 90: Training Request Employees page
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Select an employee from the Employees search page and select the Select button to move that individual to the Employees list.
Select the Accounting Lines tab. The Accounting Lines page will be displayed.
f. To add a new line, select the Add button. The Accounting Line page will display.
[bookmark: _Toc513711629]Figure 91: Training Request Accounting Lines page
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In the Period of Performance group box, enter the Start Date and End Date (if applicable).
In the Line Amounts group box, enter the dollar amount for the accounting line in the Requested field.
In the Accounting Dimensions group box, enter or search for a Template for the accounting line.
g. Complete any other required accounting elements that were not populated by the accounting template.
In the Agreement field enter referenced RWA or IBAA Agreement information (PBS only).
Use the Contract Line Info group box if the request is to be associated with an existing contract.
h. Specify the contract line item number or sub-contract line item number referenced by the request.
In the Description field enter descriptive information specific to this accounting line. If the description is more than 255 characters, the extended description field can be used.
Select the Accounting Lines link to return to the Accounting Lines page.
i. Additional accounting lines may be added by repeating Steps 14-22.
j. To delete an existing line, select the line and select the Remove button.
k. To change a line’s information, select the line, select the Accounting Line link and make the necessary updates.
l. To copy an existing line, select the line you wish to copy, select the Copy button and change the necessary information.
Go to the Approval Routing tab. The Approval Routing page will display. Since the form’s creator has not yet added approvers, none will be listed.
m. To add approvers one by one to the form, select the Add User button. The User Search page will be displayed.
n. Enter the User ID or Name of the form’s approver in the appropriate search fields, and select the Search button.
o. Highlight the Principal ID record for the approver of the form. Then select the Select button.
p. The selected user will be added to the approvers list on the Approval Routing tab.
q. To add to the form multiple approvers that are stored in a routing list, select the Add Routing List button. The Routing List Search page will display.
Enter the Routing List Code or Routing List Name in the appropriate search fields, and select the Search button.
r. Highlight the appropriate Routing List record and select the Select button.
s. The users saved in the routing list will be added to the approvers list on the Approval Routing tab.
Select the Course Information tab. 
The Course Information page will be displayed.
[bookmark: _Toc513711630]Figure 92: Training Request Course Information page
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In the General group box, enter or search for the Course and Title.
Enter the Program Office and Class Sequence.
In the Course Dates group box, enter or select on the link to choose a Start Date, End Date, and Drop Date (if one exists).
In the Course Hours group box, enter the number of both During Duty and Non-Duty course hours.
The Total field is system maintained and represents the total of duty and non-duty hours entered by the user.
In the Training Address group box, enter the training address or select the Address Same As Vendor checkbox.
In the Objectives and Benefits group box, enter a description for the Objective and Benefits.
Go to the Summary tab to view a summary of the accounting lines. To update an existing line, select the line, select in the text box for the field you would like to update, and make the update.
t. To add a new line, select the Add button and follow the instructions above on how to enter an accounting line. To delete a line, select the line and select the Remove button. (Refer to Section 2.3.3 for more information about the Summary tab.).
Select the Verify button.
If error messages are displayed, review the messages, and correct the form accordingly.
Select the Submit button.
The form becomes a document capable of affecting related plans and budgets within Pegasys.
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