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The Purchasing User Guide is divided into 5 documents, which contains the following sections. This is Document 2.
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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
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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: Section 16: Document Types
Section 17: Appendix E:Transaction Types
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This section describes Pegasys Purchasing orders and provides step-by step instructions on how to generate purchase orders in Pegasys. Once a request for goods, services, or training has been processed, creating an order is the next step in the purchasing chain. Orders are created and placed when a decision has been made to purchase a specific item, for a specific price, from a specific vendor. The order creates an obligation within Pegasys that records the accounting and budgetary impact of the order. Once an order has been placed and goods have been received, or services rendered, GSA has a legal obligation to pay the vendor.
The ordering phase begins when the Contract Specialist or Contracting Officer creates a Purchase Order (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, and XZ) with Header Accounting Lines or Itemized Lines in Pegasys. A Purchase Order with header accounting lines is selected when the order does not contain commodity line items (i.e., goods or services that do not have unit price and quantity information associated with them). A Purchase Order with itemized lines is selected when the order includes one or more commodity line items. An order may contain multiple lines of funding, regardless of whether it uses header accounting lines or itemized lines.
Orders may be associated with previously entered requests, and are connected to receipts, invoices, and payments, that reference the orders.
Because a purchase request is an optional step in the purchasing chain, the purchasing process can begin with the creation of an order. However, if a request has been recorded in Pegasys, GSA must 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. If multiple requests are to be referenced on a single order, the additional purchase requests will be identified in the manual reference group box on the accounting lines page.
Oral procurements, sometimes referred to as certified invoices, must also be captured in Pegasys to record the obligation. Oral procurements can be recorded by generating a purchase order, an Inter-agency order (government agencies external to GSA) and an Intra-agency order (services internal to GSA), or certified invoice (a Pegasys Direct Pay). Inter-agency purchase orders default to GSA Form 3669. Intra-agency purchase orders default to GSA Form 2957 (RWA).
Authorized Buyer or Contracting Officer’s approval is required for all orders. An Authorized Buyer’s approval is required on orders equal to or less than $3000 and a Contracting Officer’s approval is required on orders greater than $3000. To receive the necessary approvals, the order 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 within Pegasys.
Once approved, the order is processed (typically the approver processes the order) to obligate the funds within Pegasys. A GSA Form 300 is then printed and sent to the vendor.
In Pegasys, a training order records the decision to purchase employee training and the creation of the training order obligates funds for that purpose. The purchase of employee training follows either the standard or pre-paid Training Purchasing models outlined in Purchasing User Guide 1 of 5, Section 3. As with other GSA procurements, purchases for employee training can begin at the request phase with the creation of a training request. However, because the training request is an optional step in either purchasing model, the training purchasing chain can begin with a training order. If a training request has been recorded in Pegasys, GSA must reference the request by using the copy forward function when creating the training order. Oral procurements for training will also be recorded in Pegasys using the training order form. Completed training orders must receive 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.
Please refer to the following for additional information related to completing a Purchase Order in Pegasys:
Section 3.4: Overview of Pegasys Purchasing Forms for a complete discussion of Purchasing subsystem forms.
Section 16: Appendix A: Field Descriptions for screen prints and detailed field descriptions.
Section 17: Appendix B Form Mappings for detailed information on transitioning GSA forms to their Pegasys counterparts.
[bookmark: 6.1_How_Do_I_Create_a_Purchase_Order_(GS][bookmark: _bookmark63][bookmark: _Toc513720107]How Do I Create a Purchase Order (GSA Form 300) or Record an Oral Procurement in Pegasys?
Select Transactions - Purchasing - New - Order from the Pegasys menu bar.
The New Order page will be displayed.
[bookmark: _Ref504568384][bookmark: _Toc513720178]Figure 1: New Order page
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Enter the appropriate Purchase Order in the Document Type box. The following are the available purchase order document types: 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, and XZ.
Please refer to Purchasing User Guide 2 of 5, Section 3.1.1, that outlines which document types are to be used by which service within GSA, or Purchasing User Guide 5 of 5, Section 16, for a complete listing of document types and guidance on how to select the appropriate one.
A unique document number will be generated in the Document Number field when you select on the Generate button.
Enter the appropriate Security Org.
If left blank the Security Org will default to the user’s default Security Org (please refer to Purchasing User Guide 1 of 5, Section 3.5).
Select the Finish button.
The Header page of the Purchase Order form will be displayed.
[bookmark: _Ref504568618][bookmark: _Toc513720179]Figure 2: Purchase Order Header 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]
In the General group box, complete the Ordered By field.
The Order Date, Accounting Period, and Reporting Accounting Period will default to the current date when the form is verified or processed.
Leave the Document Classification field blank.
In the Vendor Information group box, enter the Vendor Code and Vendor Address Code. The vendor name will be inferred from the vendor code that is entered.
Enter the appropriate vendor address code in the Remit To Address field.
NOTE: The Remit To Address field is required to ensure vendor payment.
Enter a customer account number, if one exists with the vendor, in the Customer Account field.
Select the Default button or enter the vendor code, vendor address code, and vendor name for the Designated Agent, if applicable.
A designated agent code is used when contracts and/or delivery orders are assigned to a different vendor from the original vendor. This information will automatically default when the associated contract number or delivery order is entered.
The Notice of Assignment must be on file in Finance before payment will be released.
If referencing a contract, delivery order, or Blanket Purchase Agreement, specify the information on the order using the Contracts group box fields.
Additional contractual and procurement information such as Contract Specialist, priority, priority rating, date signed, expiration date, order type, and type of action can also be entered.
In the Discount Terms group box, enter payment and inspection terms about the order.
In the Description field enter descriptive information about the order, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
Information entered in the Description box on the Header page will not print on GSA Form 300.
Select the Office Addresses tab. Select appropriate Office Type and select the Office Address link to enter the Administered By (Admin), Delivery (Delivery), Issuing office (Issue) (procurement office), Delivery Mail Invoice To (Invoice), and Ordering address (Order), information to the order. A COTR address may also be added, if applicable.
a. Enter or search for an Address Code and select the Get Address button.
NOTE: Required Addresses on the Purchase Order are: Delivery, Invoice, and Order.
Select the Header Accounting Lines tab.
The Header Accounting Lines page will display.
Select the Add button.
NOTE: The Line Number and Transaction Type fields will default when the Order is verified or processed.
[bookmark: _Ref504568645][bookmark: _Toc513720180]Figure 3: Purchase Order Header Accounting Line
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If you are ordering services enter the Period of Performance start and end dates.
Use the Related Cost Type field to identify costs that are not related to the actual cost of the item, but related to the acquisition of the item (i.e. Transportation/Shipping, Handling/Storage, and Inspection Costs).
In the Line Amounts group box, enter an amount for the Ordered amount.
In the Dimensions group box, enter or search for a Template for the accounting line. Select the Default button to populate the remaining accounting dimension fields.
b. To search for an accounting template, select the Template hyperlink. In the Search - Template page, enter the appropriate search criteria and select the Search button. Select an accounting template.+
c. Complete any other required accounting elements that were not populated by the accounting template.
Use the Agreement group box fields to enter a referenced RWA or IBAA number, if applicable. (PBS only)
NOTE: Enter the agreement number without the alpha character in the first field and enter a “1” in the second field.
In the Contracts Line group box fields enter Contract Line information, if applicable.
d. Specify the contract line item number or sub-contract line item number applicable to the request.
In the Description field enter descriptive information about this line, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
Information entered here will print on the GSA Form 300.
NOTE: Depending on the room left on the form, the extended description field may not print in its entirety.
Additional accounting lines may be added by repeating Steps 16-23.
e. To delete an existing line, select the line and select the Remove button.
f. To change a line’s information, select the line and make the necessary updates.
To copy an existing line, select the line you wish to copy, select the Copy button and change the necessary information.
g. Select the Copy Forward button to add a new Header Accounting Line(s) copying forward from a Purchase Request. The Copy Forward New Line Document Selection window will open. 
h. Enter in criteria to search for a Purchase Request, select a document, and select the Finish button.
Select the Tax Lines tab, and select the Add button to add tax information for the line. Select the line that was added and select the Tax Line hyperlink.
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, select 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 remove a line or multiple lines, select the line(s) and select the Delete button. (Refer to Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.).
Select the Verify button and correct any errors.
Select the Submit button.
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1. Select Transactions - Purchasing - New - Order from the Pegasys menu bar.
The New Order page will be displayed (Figure 1).
Enter the appropriate Purchase Order in the Document Type box. The following are the available purchase order document types: CF, CY, FP, TP, GP, PP, XP, NP, NX, NW, and OP.
Please refer to Purchasing User Guide 1 of 5, Section 3.1.1, that outlines which document types are to be used by which service within GSA, or Purchasing User Guide 5 of 5, Section 16, for a complete listing of document types and guidance on how to select the appropriate one.
A unique document number will be automatically generated in the Document Number field when you select on the Generate button.
Enter the appropriate Security Org.
If left blank the Security Org will default to the user’s default Security Org (please refer to Purchasing User Guide 1 of 5, Section 3.5).
Select the Copy Forward radio button.
Select the Next Button.
In the Document Number field, type the PR number to be copied forward.
If document number is unknown, please refer to Purchasing User Guide 1 of 5, Section 4.1.2).
Select the Search button.
Select the appropriate document from the generated list. Select the Finish button.
The Header page of the Purchase Order form will be displayed.
Because the purchase order information was copied forward from a purchase request, information such as the Vendor may already exist on the Header page.
[bookmark: _Ref504568425][bookmark: _Toc513720181]Figure 4: Purchase Order Header page for Copied Forward Document
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In the General group box, complete the Ordered By field.
The name of the requester will copy forward to populate this field.
The Order Date, Accounting Period, and Reporting Accounting Period will default to the current date when the form is verified or processed.
If the Vendor information has not been copied forward from the purchase request, enter the Vendor Code and Vendor Address Code. The vendor name will be inferred from the vendor code that is entered.
a. Select the Code link to Search (or use Favorites if established) for the Vendor Code and Vendor Address Code fields.
Enter the appropriate vendor address code in the Remit To Address field.
NOTE: The Remit To Address is required to ensure vendor payment.
Enter a customer account number, if one exists with the vendor, in the Customer Account field.
Select the Default button or enter the vendor code, vendor address code, and vendor name for the Designated Agent, if applicable.
A designated agent code is used when contracts and/or delivery orders are assigned to a different vendor from the original vendor. This information will automatically default when the associated contract number or delivery order is entered.
The Notice of Assignment must be on file in Finance before payment will be released.
If referencing a contract, delivery order, or Blanket Purchase Agreement, specify the information on the order in the Contracts group box.
In the Discount Terms group box enter payment and inspection terms about the order, if appropriate.
Select the Office Addresses tab. Select the appropriate Office Type to enter the Administered By, Mail Invoice To, Delivery and Ordering address information. Enter Issuing Office (procurement office) address if it was not copied forward from the purchase request.
b. Enter or search for the Address Code and select the Get Address button. Select the Clear Address button to clear the address information.
NOTE: Required Addresses on the Purchase Order are: Delivery, Invoice, and Order.
[bookmark: _Ref504568464][bookmark: _Toc513720182]Figure 5: Office Addresses Tab
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Select the Header Accounting Lines tab.
The Header Accounting Lines page information will be copied forward from the purchase request.
c. Specific line information will be displayed under the numbered minor tabs along the side of the Accounting Lines page.
d. A line can be copied forward from a document by selecting the Copy Forward button to add a new Header Accounting Line(s). 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: _Ref504568486][bookmark: _Toc513720183]Figure 6: Purchase Order Header Accounting Line for Copied Forward Document
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Select the appropriate Header Accounting Line and select on the Header Accounting Line link. The Header Accounting Line page will display.
If applicable, enter the Period of Performance start and end dates.
If the information did not copy forward from the purchase request, use the Agreement group box to enter a referenced RWA or IBAA number, if applicable. (PBS only)
NOTE: Enter the agreement number without the alpha character in the first field and enter a “1” in the second field.
If the information did not copy forward from the purchase request, use the Contracts Line group box to enter Contract Line information, if applicable.
e. Specify the contract line item number or sub-contract line item number applicable to the request.
In the Description field enter descriptive information about this line, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
Information entered here will print on the GSA Form 300.
NOTE: Depending on the room left on the form, the extended description field may not print in its entirety.
Select the Tax Lines tab, and select the Add button to add tax information for the line. Select the line that was added and select the Tax Line hyperlink.
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.
f. Enter the User ID or Name of the form’s approver in the appropriate search fields, and select the Search button.
g. Highlight the Principal ID record for the approver of the form. Then select the Select button.
h. 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.
i. Enter the Routing List Code or Routing List Name in the appropriate search fields, and select the Search button.
j. Highlight the appropriate Routing List record and select the Select button.
k. 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, select in the text box for the field you would like to update, and make the update.
l. To add a new line, select the Add button and follow the instructions above on how to enter a header accounting line. To remove a line or multiple lines, select the line(s) and select the Delete button. (Refer to Purchasing User Guide 2 of 5, Section 2.3.3, for more information about the Summary tab.).
Select the Verify button.
Any errors will be displayed. Review the error message and correct the form. Users will receive an error message indicating that the form must be approved.
Select the Submit button.
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1. Select Transactions - Purchasing - New - Order from the Pegasys menu bar.
The New Order page will be displayed (Figure 1).
Select the appropriate Purchase Order from the Doc Type drop-down list box. The following are the available purchase order document types: CF, CY, FP, TP, GP, PP, XP, NP, NX, and OP.
a. Please refer to Purchasing User Guide 2 of 5, Section 3.1.1, that outlines which document types are to be used by which service within GSA, or Purchasing User Guide 5 of 5, Section 16, for complete listing of document types and guidance on how to select the appropriate one.
A unique document number will be generated in the Document Number field after selecting the Generate button.
Enter the appropriate Security Org.
If left blank the Security Org will default to the user’s default Security Org (please refer to Purchasing User Guide 1 of 5, Section 3.5).
Select the Copy Forward radio button.
In the Document Type field, enter PR.
In the Document Number field, type the PR number to copy forward.
Select the Search button.
Select the appropriate document from the generated list. Select the Finish button.
The Header page of the Purchase Order form will be displayed.
Because the purchase order was copied forward from a purchase request, Vendor information may already exist on the Header page (Figure 4).
In the General group box, enter the Ordered By field.
The name of the requester will copy forward to populate this field.
The Order Date, Accounting Period, and Reporting Accounting Period will default to the current date when the form is verified or processed.
If the Vendor information has not been copied forward from the purchase request, enter the Vendor Code and Vendor Address Code in the Vendor Information group box. The vendor name will be inferred from the vendor code.
Enter a customer account number, if one exists with the vendor, in the Customer Account field.
b. Enter the appropriate vendor address code in the Remit To Address field.
NOTE: The Remit To Address is required to ensure vendor payment.
Select the Default button or enter the vendor code, vendor address code, and vendor name for the Designated Agent, if applicable.
A designated agent code is used when contracts and/or delivery orders are assigned to a different vendor from the original vendor. This information will automatically default when the associated contract number or delivery order is entered.
The Notice of Assignment must be on file in Finance before payment will be released.
Use the Contracts group box to reference a contract, delivery order, or Blanket Purchase Agreement,
c. Additional contractual and procurement information such as Contract Specialist, priority, priority rating, date signed, expiration date, order type, and type of action can also be entered.
Use the Discount Terms group box to enter payment and inspection terms about the order.
Select the Office Addresses tab (Figure 5). Select the appropriate Office Type to enter the Administered By, Mail Invoice To, Delivery and Ordering address information. Enter the Issuing Office (procurement office), address if it was not copied forward from the purchase request. Select the Get Address button to retrieve the office information. Select the Clear Address button to clear the address information.
NOTE: Required addresses on the Purchase Order are: Delivery, Invoice, and Order.
Select the Header Accounting Lines tab.
The Header Accounting Lines page information will be copied forward from the purchase request (Figure 6).
NOTE: The Line Amount copied forward will be the total line amount of the purchase request. It is extremely important to only reference the portion of the purchase request’s total dollar amount applicable to this order when creating multiple orders referencing a single PR. Otherwise, referencing the total line amount here will fully liquidate the original PR.
If you are ordering services enter the Period of Performance start and end dates.
In the Document Reference group box, enter the Document Type, Document Number, and Line Number of the document to be referenced.
[bookmark: _Ref504568592][bookmark: _Toc513720184]Figure 7: Document Reference group box
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NOTE: Do not check the Final check box to fully liquidate the referenced request, because other orders are to be created from the same Purchase Request.
Use the Agreement group box to enter a referenced RWA or IBAA number, if applicable. (PBS only)
NOTE: Enter the agreement number without the alpha character in the first field and enter a “1” in the second field.
Use the Contracts Line group box to enter Contract Line information, if applicable.
d. Specify the contract line item number or sub-contract line item number applicable to the request.
In the Description field enter descriptive information about this line, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
Information entered here will print on the GSA Form 300.
NOTE: Depending on the room left on the form, the extended description field may not print in its entirety.
Select the Tax Lines tab, and select the Add button to add tax information for the line. Select the line that was added and select the Tax Line hyperlink.
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.
e. To add approvers one by one to the form, select the Add User button. The User Search page will be displayed.
f. Enter the User ID or Name of the form’s approver in the appropriate search fields, and select the Search button.
g. Highlight the 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.
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.
h. Enter the Routing List Code or Routing List Name in the appropriate search fields, and select the Search button.
i. Highlight the appropriate Routing List record and select the Select button.
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, select in the text box for the field you would like to update, and make the update.
j. To add a new line, select the Add button and follow the instructions above on how to enter a header accounting line. To remove a line or multiple lines, select the line (s) and select the Delete button. (Refer to Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.).
Select the Verify button.
Any errors will be displayed. Review the error message and correct the form. Users will receive an error message indicting that the form must be approved.
Select the Submit button.
[bookmark: _Toc513720110]How Can I Create a Purchase Order by Copying Forward Multiple Purchase Requests in Pegasys?
1. Select Transactions - Purchasing - New - Order from the Pegasys menu bar.
The New Order page will be displayed (Figure 1).
Enter the appropriate Purchase Order in the Document Type box. The following are the available purchase order document types: CF, CY, FP, TP, GP, PP, XP, NP, NX, and OP.
NOTE: Please refer to Purchasing User Guide 1 of 5, Section 3.1.1, that outlines which document types are to be used by which service within GSA, or Purchasing User Guide 5 of 5, Section 16, for a complete listing of document types and guidance on how to select the appropriate one.
A unique document number will be generated in the Document Number field after selecting the Generate button.
Enter the appropriate Security Org.
If left blank the Security Org will default to the user’s default Security Org (please refer to Purchasing User Guide 1 of 5, Section 3.5).
Select the Copy Forward radio button.
Select the Next button.
In the Document Type field, enter PR.
In the Document Number field, type the PR number to copy forward.
a. Select the Search button.
b. Select the appropriate document from the generated list.
Select the Finish button.
The Header page of the Purchase Order form will be displayed.
Because the purchase order information was copied forward from a purchase request, information such as Vendor may already exist on the Header page (Figure 4).
In the General group box, enter the Ordered By field.
The Order Date, Accounting Period, and Reporting Accounting Period will default to the current date when the form is verified or processed.
If the Vendor information has not copied forward from the purchase request, enter the Vendor Code and Vendor Address Code in the Vendor Information group box. The vendor name will be inferred from the vendor code.
c. To search for a vendor, select on the Vendor Code hyperlink (or Favorites if established).
Enter a customer account number, if one exists with the vendor, in the Customer Account field.
Enter the appropriate vendor address code in the Remit To Address field.
NOTE: The Remit To Address is required to ensure vendor payment.
Select the Default button or enter the vendor code, vendor address code, and vendor name for the Designated Agent, if applicable.
A designated agent code is used when contracts and/or delivery orders are assigned to a different vendor from the original vendor. This information will automatically default when the associated contract number or delivery order is entered.
The Notice of Assignment must be on file in Finance before payment will be released.
If referencing a contract, delivery order, or Blanket Purchase Agreement, specify the information on the order using the fields in the Contracts group box.
Additional contractual and procurement information such as Contract Specialist, priority, priority rating, date signed, expiration date, order type, and type of action can also be entered.
Use the Discount Terms group box to enter payment and inspection terms about the order.
Select the Office Addresses tab (Figure 5). Select the appropriate Office Type to enter the Administered By, Mail Invoice To, Delivery and Ordering address information. Enter Issuing Office (procurement office) address if it was not copied forward from the purchase order. Select the Get Address button to retrieve the office information. Select the Clear Address button to clear the address information.
NOTE: Required addresses on the Purchase Order are: Delivery, Invoice, and Order.
Select the Header Accounting Lines tab.
d. The Header Accounting Lines page information will be copied forward from the purchase request (Figure 6).
e. Specific line information will be displayed.
NOTE: It may be necessary to delete accounting lines you do not wish to have referenced on this purchase order. Also, it will be necessary to manually add and reference additional accounting lines when creating a purchase order that references multiple purchase requests.
To manually reference additional purchase requests (other than the purchase request that was copied forward) select the Add or the Copy Forward button.
f. A line can be copied forward from a document by selecting the Copy Forward button to add a new Header Accounting Line(s). 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.
g. If appropriate, enter the Period of Performance start and end dates.
In the Line Amount group box enter the Ordered Amount.
In the Document Reference group box, enter the Document Type, Document Number, and Line Number of the PR document to be referenced (Figure 7).
NOTE: The referenced purchase request will be liquidated.
The descriptive information associated with the manually referenced PR will not be carried forward to the order.
In the Accounting Dimensions group box, enter the accounting template of the accounting line being referenced. Select the Default button to populate the remaining accounting dimension fields.
h. To search for an accounting template, select the Template hyperlink. In the Search - Template page, enter the appropriate search criteria and select the Search button. Select an accounting template.
i. Complete any other required accounting elements that were not populated by the accounting template.
In the Agreement group box fields to enter a referenced RWA or IBAA number, if applicable. (PBS only)
NOTE: Enter the agreement number without the alpha character in the first field and enter a “1” in the second field.
Use the Contracts Line group box to enter Contract Line information, if applicable.
j. Specify the contract line item number or sub-contract line item number applicable to the request.
In the Description field enter descriptive information about this line, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
Information entered here will print on the GSA Form 300.
NOTE: Depending on the room left on the form, the extended description field may not print in its entirety.
Select the Tax Lines tab, and select the Add button to add tax information for the line. Select the line that was added and select the Tax Line hyperlink.
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.
k. Enter the User ID or Name of the form’s approver in the appropriate search fields, and select the Search button.
l. Highlight the Principal ID record for the approver of the form. Then select the Select button.
m. 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.
n. Enter the Routing List Code or Routing List Name in the appropriate search fields, and select the Search button.
o. Highlight the appropriate Routing List record and select the Select button.
p. 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, select in the text box for the field you would like to update, and make the update.
q. To add a new line, select the Add button and follow the instructions above on how to enter a header accounting line. To remove a line or multiple lines, select the line (s) and select the Delete button. (Refer to Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.).
Select the Verify button.
Any errors will be displayed. 
r. Review the error message and correct the form. User will receive an error message indicting that the form must be approved.
s. Form will have a status of “PendingApproval”.
Please refer to Purchasing User Guide 3 of 5, Section 10.1.8, for the approval process.
Select the Submit button.
Form successfully saved message appears.
[bookmark: _Toc513720111]How Can I Create an Order or Record an Oral Procurement With Itemized Lines in Pegasys?
The following steps describe how to complete an Itemized Order form in Pegasys.
1. Select Transactions - Purchasing - New - Order from the Pegasys menu bar.
The New Order page will be displayed (Figure 1).
Enter the appropriate Purchase Order in the Document Type box. The following are the available purchase order document types: FP, TP, GP, EP, XP, OP
a. Please refer to Purchasing User Guide 1 of 5, Section 3.1.1, that outlines which document types are to be used by which service within GSA, or Purchasing User Guide 5 of 5, Section 16, for a complete listing of document types and guidance on how to select the appropriate one.
A unique document number will be generated in the Document Number field after selecting the Generate button.
Enter the appropriate Security Org.
If left blank the Security Org will default the user’s default Security Org (please refer to Purchasing User Guide 2 of 5, Section 3.5).
Select the Finish button.
The Header page of the Itemized Order form will be displayed (Figure 2).
In the General group box, complete the Ordered By field.
The Order Date, Accounting Period, and Reporting Accounting Period will default to the current date when the form is verified or processed.
Leave the Document Classification field blank.
In the Vendor Information group box, enter or search for the Vendor Code and Vendor Address Code. The vendor name will be inferred from the vendor code.
Enter a Customer Account Number if one exists with the vendor.
Enter or search for the appropriate vendor address code in the Remit To Address field.
NOTE: The Remit To Address is required to ensure vendor payment.
Select the Default button or enter the vendor code and vendor address code for the Designated Agent, if applicable.
A designated agent code is used when contracts and/or delivery orders are assigned to a different vendor from the original vendor. This information will automatically default when the associated contract number or delivery order is entered.
The Notice of Assignment must be on file in Finance before payment will be released.
Use the Discount Terms group box to enter payment and inspection terms about the order.
Use the Shipping Information group box to add detailed delivery information for the entire order.
The Itemized Order Shipping Information dialog box will be displayed.
Shipping Information entered on the Header page will print on GSA Form 300.
Appropriate information to be added to the Header or Footer is added in the Header/Footer fields.
Select the Office Addresses tab. Select the appropriate Office Type to enter the Administered By, Delivery Office, Issuing office (procurement office), Mail Invoice To, Ordering, and Property address information. A COTR address may also be included, if applicable.
b. Enter or search for the Address Code and select the Get Address button Select the Clear Address button to clear the address information.
NOTE: Required Addresses on the Purchase Order are: Delivery, Invoice, and Order.
Address information will default based on the code entered (Figure 5).
Select the Header Accounting Lines tab. Forms will accept funds at the document level and the itemized line level.
The Header Accounting Lines page will be displayed (Figure 3).
c. Select the Add button to create a new line. The Header Accounting Line will display.
In the Period of Performance group box, enter the Start Date and End Date (if applicable).
In the Line Amounts group box, enter the Ordered amount.
In the Accounting Dimensions group box, enter or search for a Template. Select the Default button to populate the remaining accounting dimension fields.
d. To search for an accounting template, select the Template hyperlink. In the Search - Template page, enter the appropriate search criteria and select the Search button. Select an accounting template.
e. Complete any other required accounting elements that were not populated by the accounting template.
Use the Agreement group box to enter a Work Authorization number or IBAA number (PBS only).
Use the Contracts Line group box 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 descriptive information about this line, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
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.
Return to the Header Accounting Lines page by selecting the Header Accounting Lines link.
f. To delete an existing line, select the line and select the Remove button.
g. To change a line’s information, select the line, select the Header Accounting Line link and make the necessary updates.
h. To copy an existing line, select the line you wish to copy, select the Copy button and change the necessary information.
i. Select the Copy Forward button to add a new Header Accounting Line(s) copying forward from a Purchase Request. The Copy Forward New Line Document Selection window will open. Enter in criteria to search for a Purchase Request, select a document, and select the Finish button.
Select the Tax Lines tab, and select the Add button to add tax information for the line. Select the line that was added and select the Tax Line hyperlink.
Select the Itemized Lines tab to enter commodity information.
The Itemized Lines page will be displayed.
[bookmark: _Ref504570065][bookmark: _Toc513720185]Figure 8: Itemized Lines page for Purchasing Order
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Select the Add button to create a new line. A new Itemized Line page will display.
Enter the commodity Code.
In the Line Amount group box, enter a Quantity and Unit Price for the commodity.
The total amount will be calculated automatically.
If applicable, in the Discount/Credit group box enter the Type of Credit and amount for the line item.
The total line item amount is calculated automatically by Pegasys.
Use the Supplemental Info group box to enter additional descriptive information about the line items such as Product/Service code, SIC code, and other identification numbers.
NOTE: This information will not print on any form. If this information is needed on a printed form, enter information in the Description field on the Itemized Lines page.
Select the Description button and enter descriptive information about the order, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
Information entered here will print on the GSA Form 300.
NOTE: Depending on the room left on the form, the extended description field may not print in its entirety.
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. If entering shipping information on a line-by-line basis, specify the Carrier and Delivery Date through which the ordered goods or services will be shipped to your agency, and the Freight on Board destination.
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 Delivery Name and select the Remove or Copy button as appropriate.
A line can be copied forward from a document by selecting the Copy Forward button to add a new Itemized Line(s). 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.
Select the Office Addresses tab. The Office Addresses page will display (Figure 5).
Select the appropriate Office Type and select the Office Address link. The Office Address page for the selected type will display.
Enter the appropriate information for this Office Type. Select the Get Address button to retrieve the office information. Select the Clear Address button to clear the address information.
Select the Header Accounting Lines link to add the funding information for the line item. The Header Accounting Lines page will be displayed (Figure 3).
In the Line Amount group box, enter the Total Amount. 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.
The Line Number and Transaction Type fields will default when the Order is verified or processed.
Use the Agreement group box to enter RWA or IBAA Agreement Information. (PBS only).
NOTE: Enter the agreement number without the alpha character in the first field and enter a “1” in the second field.
Use the Description field to enter descriptive information about this line, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
Information entered here will not print on the GSA Form 300.
NOTE: Depending on the room left on the form, the extended description field may not print in its entirety.
Additional accounting lines may be added if necessary. To add more lines, select the Add button and repeat Steps 40-44.
To delete an existing line, select the line by selecting it in the table and select the Remove button.
To change a line’s information, select the line in the table, select the Header Accounting Line link and make the necessary updates.
To copy an existing line, select the line you wish to copy, select the Copy button and make the appropriate changes.
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.
Enter the User ID or Name of the form’s approver in the appropriate search fields, and select the Search button.
Highlight the 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.
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.
Highlight the appropriate Routing List record and select the Select button.
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, select in the text box for the field you would like to update, and make the update.
To add a new line, select the Add button and follow the instructions above on how to enter a header accounting line. To remove a line or multiple lines, select the line (s) and select the Delete button. (Refer to Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.).
Select the Verify button.
Any errors will be displayed. Review the error message and correct the form. Users will receive an error message indicating that the form must be approved.
Select the Submit button.
[bookmark: _Toc513720112]How Can I Create a Purchase Order With Itemized Lines by Copying Forward a Single Purchase Request in Pegasys?
1. Select Transactions - Purchasing - New - Order from the Pegasys menu bar.
The New Order page will be displayed (Figure 1).
Enter the appropriate Order in the Document Type box. The following are the available itemized order document types: FO, TO, GO, NO, PO, XO, or OO.
Please refer to Purchasing User Guide 1 of 5, Section 3.1.1, that outlines which document types are to be used by which service within GSA, or Purchasing User Guide 5 of 5, Section 16, for a complete listing of document types and guidance on how to select the appropriate one.
A unique document number will be generated in the Document Number field after selecting the Generate button.
Enter the appropriate Security Org.
If left blank, the Security Org will default to the user’s default Security Org (please refer to Purchasing User Guide 1 of 5, Section 3.5).
Select the Copy Forward radio button.
Select the Next button.
The Copy Forward page displays.
In the Document Type field, enter PR or IQ or use the drop- down list to select PR or IQ.
In the Document Number field, type the PR or IQ number to be copied forward.
NOTE: Please refer to Purchasing User Guide 1 of 5, Section 4.1.2.
Select the Search button.
Select the appropriate document from the generated list.
Select the Finish button.
The Header page of the Itemized Order form will be displayed.
Because the purchase order information was copied forward from a request, information such as Vendor may already exist on the Header page (Figure 4).
In the General group box, complete the Ordered By field. The name of the requester will copy forward to populate this field.
The Order Date, Accounting Period, and Reporting Accounting Period will default to the current date when the form is verified or processed.
If the Vendor information has not been copied forward from the request, in the Vendor Information group box enter or search for the Vendor Code, and Vendor Address Code. The vendor name will be inferred from the vendor code entered.
Enter a customer account number, if one exists with the vendor, in the Customer Account field.
Enter the appropriate Remit To Address.
NOTE: The Remit To Address is required to ensure vendor payment.
If referencing a contract, delivery order, or blanket purchase agreement specify the information on the order by using the Contracts group box.
a. Additional contractual and procurement information such as Contract Specialist, priority, priority rating, date signed, expiration date, order type, and type of action can also be entered.
Use the Discount Terms group box to enter payment and inspection terms about the order.
Use the Shipping Information group box to add detailed delivery information for the entire order.
Select the Office Addresses tab. Select the appropriate Office Type to enter the Administered By, Delivery Office, Issuing office (procurement office), Mail Invoice To, Ordering, and Property address information. A COTR address may also be added if applicable.
The Office Addresses page will be displayed (Figure 5).
b. Enter or search for the Address Code and select the Get Address button.
NOTE: Required Addresses on the Purchase Order are: Delivery, Invoice, and Order.
Select the Header Accounting Lines tab. Itemized forms will accept funds at the document level and the itemized line level.
The Header Accounting Lines page will be displayed (Figure 6).
c. New lines can be added by selecting the Add button and following the steps below.
d. Any lines copied from the referencing document can be accessed by selecting the appropriate line and selecting the Header Accounting Line link.
e. A line may be copied by selecting the line and selecting the Copy button.
f. A line may be deleted by selecting the line and selecting the Remove button.
g. Select the Copy Forward button to add a new Header Accounting Line(s) copying forward from a Purchase Request. The Copy Forward New Line Document Selection window will open. Enter in criteria to search for a Purchase Request, select a document, and select the Finish button.
In the Period of Performance group box, enter the Start Date and End Date (if applicable).
In the Line Amount group box enter the Ordered amount.
In the Accounting Dimensions group box, enter or search for a Template. Select the Default button to populate the remaining accounting dimension fields.
h. To search for an accounting template, select the Template hyperlink. In the Search - Template page, enter the appropriate search criteria and select the Search button. Select an accounting template.
i. Complete any other required accounting elements that were not populated by the accounting template.
Use the Agreement group box to enter a Work Authorization number or IBAA number (PBS only).
Use the Contracts Line group box 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.
Use the Description field to enter descriptive information about this line, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
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 Itemized Lines tab to enter commodity information.
The Itemized Lines page will be displayed. Specific line information will be displayed.
If the itemized order was copied forward from an itemized purchase request, information on the Itemized Lines page may already exist.
Select the appropriate line and select the Itemized Line link or to add a new line select the Add button.
j. To copy a line select the appropriate line and select the Copy button. 
k. To delete a line select the line and select the Remove button. 
l. To Copy Forward lines from a purchase request select the Copy Forward button.
The Itemized Line page will display.
If this information was not copied forward from the request, enter the commodity Code, Unit, and Item Number.
If this information did not copy forward from the request, enter the Quantity and Unit Price in the Line Amounts group box.
The total amount is calculated automatically by Pegasys.
Select the Prorate button to proportionally distribute the amount of the line you are referencing across the accounting lines of the Itemized Order form.
NOTE: If the total amount of the order is different from the request, distribute (prorate) the monies according to the request.
In the Discount/Credit group box, choose the Type of Credit if it was not copied forward from the referencing document.
Check the Final check box to fully liquidate the referenced request if no other orders will be created from the request.
Use the Supplemental Info group box to enter additional descriptive information about the line items such as Product/Service code, SIC code, and other identification numbers.
NOTE: This information will not print on any form. If this information is needed on a printed form, enter information in the Description field on the Itemized Lines page.
NOTE: Depending on the room left on the form, the extended description field may not print in its entirety.
Use the Description field to enter descriptive information about the order, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
Information entered here will print on GSA Form 300.
NOTE: Depending on the room left on the form, the extended description field may not print in its entirety.
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. If entering shipping information on a line-by-line basis, specify the Delivery Date, the Carrier through which the ordered goods or services will be shipped to your agency, and the Freight on Board destination. Also enter a Government Bill of Lading number and any information regarding additional markings for the ordered goods or services.
Shipping information can be added for the entire itemized purchase order (all line items) from the Header page.
Select the Intermediate Deliveries tab. The Intermediate Deliveries page will display. Selecting the Add button will allow users to enter a Delivery name and number. To copy or remove an Intermediate Delivery select the Delivery Name and select the Remove or Copy button as appropriate.
Select the Office Addresses tab.
The Office Addresses page will display.
Select the appropriate Office Type and select the Office Address link.
The Office Address page for the selected type will display.
Enter the appropriate information for this Office Type. Select the Get Address button to retrieve the office information. Select the Clear Address button to clear the address information.
Select the Header Accounting Lines hyperlink. This information will have copied forward from the purchase request.
The Header Accounting Lines page will be displayed (Figure 6).
If no changes to this information are required, proceed to Step 53 (Approval Routing page).
Select the appropriate Header Accounting Line.
Select on the Header Accounting Line link.
Use the Agreement group box to enter RWA or IBAA Agreement information, if necessary.
NOTE: Enter the agreement number without the alpha character in the first field and enter a “1” in the second field.
Use the Description field to enter descriptive information about the order, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
Information entered here will not print on GSA Form 300.
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.
m. Enter the User ID or Name of the form’s approver in the appropriate search fields, and select the Search button.
n. Highlight the Principal ID record for the approver of the form. Then select the Select button.
o. 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.
p. Enter the Routing List Code or Routing List Name in the appropriate search fields, and select the Search button.
q. Highlight the appropriate Routing List record and select the Select button.
r. 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, select in the text box for the field you would like to update, and make the update.
s. To add a new line, select the Add button and follow the instructions above on how to enter a header accounting line. To remove a line or multiple lines, select the line (s) and select the Delete button. (Refer to Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.).
Select the Verify button.
Any errors will be displayed. Review the error message and correct the form. Users will receive an error message indicating that the form must be approved.
Select the Submit button.
[bookmark: _Toc513720113]How Can I Create Multiple Purchase Orders With Itemized Lines by Copying Forward From a Single Purchase Request in Pegasys?
1. Select Transactions - Purchasing - New - Order from the Pegasys menu bar.
The New Order page will be displayed (Figure 1).
Enter the appropriate Order in the Document Type box. The following are the available itemized order document types: FO, TO, GO, PP, NO, XO, or OO.
a. Please refer to Purchasing User Guide 1 of 5, Section 3.1.1, that outlines which document types are to be used by which service within GSA, or Purchasing User Guide 5 of 5, Section 16, for a complete listing of document types and guidance on how to select the appropriate one.
A unique document number will be generated in the Document Number field after selecting the Generate button.
Enter the appropriate Security Org.
If left blank the Security Org will default to the user’s default Security Org (please refer to Purchasing User Guide 1 of 5, Section 3.5).
Select the Copy Forward radio button.
Select the Next button.
The Copy Forward page will display.
In the Document Type field, enter PR or IQ.
In the Document Number field, type the PR or IQ number to copy forward.
b. NOTE: If document number is unknown, select the hyperlink to Search for the number. Please refer to Purchasing User Guide 1 of 5, Section 4.1.2.
c. Select the Search button.
d. Select the appropriate document from the generated list.
Select Finish.
The Header page of the Itemized Order form will be displayed (Figure 4).
Because the order was copied forward from a purchase request, information such as Vendor may already exist on the Header page.
In the General group box, complete the Ordered By field.
The name of the requester will copy forward to populate this field.
The Order Date, Accounting Period, and Reporting Accounting Period will default to the current date when the form is verified or processed.
If the Vendor information has not copied forward from the purchase request, enter the Vendor Code and Vendor Address Code in the Vendor Information group box.
e. To search for a vendor, select on the Vendor Code hyperlink (or Favorites if established).
Enter a customer account number, if one exists with the vendor, in the Customer Account field.
Enter or search for the Remit To Address.
NOTE: The Remit To Address is required to ensure vendor payment.
Select the Default button or enter the vendor code and vendor address code for the Designated Agent, if applicable.
A designated agent code is used when contracts and/or delivery orders are assigned to a different vendor from the original vendor. This information will automatically default when the associated contract number or delivery order is entered.
The Notice of Assignment must be on file in Finance before payment will be released.
If referencing a contract, delivery order, or blanket purchase agreement specify the information on the order in the Contract group box.
In the Discount Terms group box enter payment and inspection terms about the order.
Select the Office Addresses tab (Figure 5). Select the appropriate Office Type to enter the Administered By, Mail Invoice To, Delivery Office, Issuing office (procurement office), Ordering, and Property address information. A COTR address may also be added.
Enter or search for an Address Code and select the Get Address button
NOTE: Required addresses on the Purchase Order are: Delivery, Invoice, and Order.
Select the Header Accounting Lines tab. Itemized forms will accept funds at the document level and the itemized line level.
The Header Accounting Lines page will be displayed (Figure 6).
f. To modify lines copied forward from the referenced document, select the appropriate line and select the Header Accounting Line link.
g. To create a new line, select the Add button.
h. To delete a line select the appropriate line and select the Remove button.
i. To copy a line select the appropriate line and select the Copy button.
j. Select the Copy Forward button to add a new Header Accounting Line(s) copying forward from a Purchase Request. The Copy Forward New Line Document Selection window will open. Enter in criteria to search for a Purchase Request, select a document, and select the Finish button.
These steps will open a Header Accounting Line page.
In the Period of Performance group box, enter the Start Date and End Date (if applicable).
In the Line Amounts group box enter the Ordered amount.
In the Accounting Dimensions group box, enter or search for the Template. Select the Default button to populate the remaining accounting dimension fields.
k. To search for an accounting template, select the Template hyperlink. In the Search - Template page, enter the appropriate search criteria and select the Search button. Select an accounting template.
l. Complete any other required accounting elements that were not populated by the accounting template.
Use the Agreement group box to enter a Work Authorization number or IBAA number (PBS only).
Use the Contracts Line group box if the request is to be associated with an existing contract.
m. Specify the contract line item number or sub-contract line item number referenced by the request.
Use the Description field to enter descriptive information about the order, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
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.
Select the Itemized Lines tab to enter commodity information.
The Itemized Lines page will be displayed (Figure 8). Specific line information will be displayed.
If the itemized order was copied forward from an itemized purchase request, information on the Itemized Lines page may already exist.
To add a new line, select the Add button.
To copy a line, select the appropriate line and select the Copy button.
n. To copy forward a new Itemized Line(s) forward from a Purchase Request select the Copy Forward button. The Copy Forward New Line Document Selection window will open. Enter in criteria to search for a Purchase Request, select a document, and select the Finish button.
To modify a line select the appropriate line and select the Itemized Line link.
Enter the Commodity Code and Unit, if this information was not copied forward from the request.
If this information was not copied forward from the request, enter the Quantity and Unit Price in the Line Amounts group box.
The total amount is calculated automatically by Pegasys.
Select the Prorate button to proportionally distribute the amount of the line you are referencing across the accounting lines of the Itemized Order form.
If applicable, enter the Type of Credit in the Discounts/Credits group box.
The total line item amount is calculated automatically by Pegasys.
In the Document Reference group box, do not check the Final check box to fully liquidate the referenced request if other orders are to be created from the same itemized purchase request.
Use the Supplemental Info group box and enter additional descriptive information about the line items such as Product/Service code, SIC code, and other identification numbers.
NOTE: This information will not print on any form. If this information is needed on a printed form, enter information in the Description field on the Itemized Lines page.
In the Pricing Options group box, the user can 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: _Toc513720186]Figure 9: Pricing Options group box
[image: ]
Use the Description field to enter descriptive information about the order, if necessary. If the description is greater than 255 characters, the Extended Description field is available 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 here will print on GSA Form 300.
Select the Accounting Lines tab to add or modify the funding information for the line item.
The Accounting Lines Information page will be displayed. The Accounting Lines page will be copied forward from the request.
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.
[bookmark: _Ref504570222][bookmark: _Toc513720187]Figure 10: Accounting Lines page
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NOTE: Do not check the Final check box to fully liquidate the referenced request if other orders are to be created from the PR or IQ. The Line Amount copied forward will be the total line amount of the request. It is extremely important to reference only the portion of the request’s total dollar amount applicable to this order, when creating multiple orders referencing a single request. Otherwise, referencing the total line amount here will fully liquidate the original PR or IQ. Use the Change and Delete buttons to adjust the Accounting Lines page information.
Use the Agreement group box to enter RWA or IBAA Agreement Information. (PBS only)
NOTE: Enter the agreement number without the alpha character in the first field and enter a “1” in the second field.
Use the Description field to enter descriptive information about the order, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
Information entered here will not print on GSA Form 300.
Select the Approval Routing link. 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.
o. Enter the User ID or Name of the form’s approver in the appropriate search fields, and select the Search button.
p. Highlight the Principal ID record for the approver of the form.
q. Select the Select button.
r. 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.
s. Enter the Routing List Code or Routing List Name in the appropriate search fields, and select the Search button.
t. Highlight the appropriate Routing List record and select the Select button.
u. 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, select in the text box for the field you would like to update, and make the update.
v. To add a new line, select the Add button and follow the instructions above on how to enter a header accounting line. To remove a line or multiple lines, select the line (s) and select the Delete button. (Refer to Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.).
Select the Verify button.
Any errors will be displayed. Review the error message and correct the form. Users will receive an error message indicating that the form must be approved.
Select the Submit button.
[bookmark: _Toc513720114]How Can I Create a Purchase Order With Itemized Lines by Copying Forward Multiple Purchase Requests in Pegasys?
1. Select Transactions - Purchasing - New - Order from the Pegasys menu bar.
The New Order page will be displayed (Figure 1).
Enter the appropriate Order in the Document Type box. The following are the available itemized order document types: FO, TO, GO, PO, NO, XO, or OO.
a. Please refer to Purchasing User Guide 1 of 5, Section 3.1.1, that outlines which document types are to be used by which service within GSA, or Purchasing User Guide 5 of 5, Section 16, for a complete listing of document types and guidance on how to select the appropriate one.
A unique document number will be generated in the Document Number field after selecting the Generate button.
Select the appropriate Security Org.
b. If left blank the Security Org will default to the user’s default Security Org (please refer to Purchasing User Guide 1 of 5, Section 3.5).
Select the Copy Forward radio button.
Select the Next button.
The Copy Forward page will display.
In the Document Type field enter PR or IQ.
In the Document Number field, type the PR or IQ number to copy forward.
The Processed radio button will default to Selected in the Document Criteria group box.
Select Search.
Select the appropriate document from the generated list.
Select the Finish button.
The Header page of the Itemized Order form will be displayed.
Because the itemized order information was copied forward from a request, information such as Vendor may already exist on the Header page (Figure 4).
In the General group box, complete the Ordered By field.
The name of the requester will copy forward to populate this field.
The Order Date, Accounting Period, and Reporting Accounting Period will default to the current date when the form is verified or processed.
If the Vendor information did not copy forward from the purchase request, enter the Vendor Code and Vendor Address Code in the Vendor Information group box. The vendor name will be inferred from the vendor code.
Enter a customer account number, if one exists with the vendor, in the Customer Account field.
Enter the appropriate vendor address code in the Remit To Address field.
NOTE: The Remit to Address is required to ensure vendor payment.
Select the Default button or enter in the appropriate Designated Vendor Information if applicable.
If referencing a contract, delivery order, or blanket purchase agreement specify the information on the order by using the Contract group box.
Additional contractual and procurement information such as Contract Specialist, priority, priority rating, date signed, expiration date, order type, and type of action can also be entered.
Use the Discount Terms group box to enter payment and inspection terms about the order.
Use the Shipping Information group box to add detailed delivery information for the entire order.
Select the Office Addresses tab. Select the appropriate Office Type to enter the Administered By, Delivery Office, Issuing office (procurement office), Mail Invoice To, Ordering, and Property address information. A COTR address may also be added if applicable.
c. Enter or search for the Address Code and select the Get Address button. To clear the address information, select the Clear Address button.
NOTE: Required addresses on the Purchase Order are: Delivery, Invoice, and Order.
Select the Header Accounting Lines tab. Itemized Line forms will accept funds at the document level and the itemized line level.
The Header Accounting Lines page will be displayed (Figure 6).
d. To create a new line, select the Add button.
e. To modify a line, select the appropriate line and select the Header Accounting Line link.
f. To copy a line, select the appropriate line and select the Copy button.
g. Select the Copy Forward button to add a new Header Accounting Line(s) copying forward from a Purchase Request. The Copy Forward New Line Document Selection window will open. Enter in criteria to search for a Purchase Request, select a document, and select the Finish button.
In the Period of Performance group box, enter the Start Date and End Date (if applicable).
In the Line Amount group box, enter the dollar amount for the accounting line in the Ordered field.
In the Accounting Dimensions group box, enter or search for a Template for the accounting line. Select the Default button to populate the remaining accounting dimension fields.
h. To search for an accounting template, select the Template hyperlink. In the Search - Template page, enter the appropriate search criteria and select the Search button. Select an accounting template.
i. Complete any other required accounting elements that were not populated by the accounting template.
Use the Agreement group box to enter a Work Authorization number or IBAA number (PBS only).
Use the Contracts Line group box 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 descriptive information about the order, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
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 return to the Header Accounting Lines page.
To delete an existing line, select the line by highlighting its tab and select the Delete button.
Select the Itemized Lines tab to enter commodity information.
The Itemized Lines page will be displayed.
Specific line information will be displayed under the numbered minor tabs along the side of the Itemized Lines page (Figure 8).
NOTE: If the Order was copied forward from an itemized request, information on the Itemized Lines page may already exist.
j. To create a new line, select the Add button.
k. To modify a line, select the appropriate line and select the Itemized Line link.
l. To copy a line, select the appropriate line and select the Copy button.
m. Select the Copy Forward button to add a new Itemized Accounting Line(s) copying forward from a Purchase Request. The Copy Forward New Line Document Selection window will open. Enter in criteria to search for a Purchase Request, select a document, and select the Finish button.
If this information was not copied forward from the request, enter the Commodity Code.
If this information was not copied forward from the request, enter the Quantity and Unit Price for the commodity in the Line Amounts group box.
The total amount is calculated automatically by Pegasys.
Select the Prorate button to proportionally distribute the amount of the line you are referencing across the accounting lines of the Itemized Order form.
NOTE: Depending on the room left on the form, the extended description field may not print in its entirety.
If applicable, enter the Type of Credit in the Discounts/Credits group box.
The total line item amount is calculated automatically by Pegasys.
In the Document Reference group box, do not check the Final check box to fully liquidate the referenced request if other orders are to be created from the same request.
In the Supplemental Info group box enter additional descriptive information about the line items such as Product/Service Code, SIC Code, and other identification numbers.
NOTE: This information will not print on any form. If this information is needed on a printed form, enter information in the Description field on the Itemized Lines page.
In the Description field enter descriptive information about the order, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
Information entered here will print on the GSA Form 300.
NOTE: Depending on the room left on the form, the extended description field may not print in its entirety.
Select the Deliveries Instances tab. The Delivery Instances page will display.
Select the Add button.
The Delivery Instance page will display. 
n. 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 Delivery Name and select the Remove or Copy button as appropriate.
Select the Office Addresses tab.
The Office Addresses page will display.
o. Select the appropriate Office Type and select the Office Address link.
The Office Address page for the selected type will display. 
p. Enter the appropriate information for this Office Type. Select the Get Address button to retrieve the address information. Select Clear Address to clear the address information.
Select the Accounting Line link and select the Add button to add the funding information for the line item.
The Accounting Lines page will be displayed (Figure 10).
NOTE: The Accounting Lines page will be copied forward from the request.
The Total 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. It is extremely important to reference only the portion of the request’s total dollar amount.
Use the Agreement group box to enter RWA or IBAA Agreement Information. (PBS only)
NOTE: Enter the agreement number without the alpha character in the first field and enter a “1” in the second field.
In the Description field enter descriptive information about the order, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
Information entered here will not print on the GSA Form 300.
Enter additional information as needed.
To return to the Itemized Line or Itemized Lines page select on the appropriate link.
q. 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.
r. Enter the User ID or Name of the form’s approver in the appropriate search fields, and select the Search button.
s. Highlight the Principal ID record for the approver of the form. Then select the Select button.
t. 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.
u. Enter the Routing List Code or Routing List Name in the appropriate search fields, and select the Search button.
v. Highlight the appropriate Routing List record and select the Select button.
w. 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, select in the text box for the field you would like to update, and make the update.
a. To add a new line, select the Add button and follow the instructions above on how to enter a header accounting line. To remove a line or multiple lines, select the line(s) and select the Delete button. (Refer to Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.).
Select the Verify button.
Any errors will be displayed. Review the error message and correct the form. Users will receive an error message indicating that the form must be approved.
Select the Submit button.
[bookmark: _Toc513720115]How Can I Create a Training Order or Prepaid Training Order (GSA Form 3076) in Pegasys?
1. Select Transactions - Purchasing - New - Training Order from the Pegasys menu bar.
The New Training Order page will be displayed.
[bookmark: _Ref504570332][bookmark: _Toc513720188]Figure 11: New Training Order page
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Enter the appropriate Training Order in the Document Type box. The following are the available training order document types: PW, TW, FW, GW, PW, XW, NW, OW, and NC*. The following are the available Prepaid training order document types: CY, PY, TY, FY, GY, PY, XY, NY, and OY.
*The Document Type of NC will be used to record no cost training in Pegasys.
a. Please refer to Purchasing User Guide 1 of 5, Section 3.1.1, that outlines which document types are to be used by which service within GSA, or Purchasing User Guide 5 of 5, Section 16, for a complete listing of document types and guidance on how to select the appropriate one.
A unique document number will be generated in the Document Number field after selecting the Generate button.
Select GSA as the Security Org. for training orders. Select the Finish button.
The Header page of the Training Order form will be displayed.
The Order Date, Accounting Period, Reporting Accounting Period will default when the form is verified or processed.
In the General group box, complete the Ordered By field.
In the Vendor Information group box, enter or search for the Vendor Code and Vendor Address Code.
Enter a Customer Account Number if one exists with the vendor.
Select the Default button or enter the vendor code, vendor address code, and vendor name for the Designated Agent, if applicable.
The designated agent is used only in the case where payments to the original vendor have been assigned to a Financial Institution.
The Notice of Assignment must be on file in Finance before payment will be released.
Enter the appropriate vendor address code in the Remit To Address field.
NOTE: The Remit To Address is required to ensure vendor payment.
If referencing a contract, delivery order, or blanket purchase agreement specify the information on the order in the Contract group box.
Additional contractual and procurement information such as Contract Specialist, priority, priority rating, date signed, expiration date, order type, and type of action can also be entered.
Use the Discount Terms group box to enter payment and inspection terms about the order.
In the Description field enter descriptive information about the order, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
Select the Office Addresses tab. The Office Addresses page will display (Figure 5). Select the appropriate Office Type to enter the Administered By, Issuing office (procurement office), Mail Invoice To, and Ordering 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.
NOTE: Required addresses on Purchase Order are: Delivery, Invoice, and Order.
Do not enter COTR address on Training forms.
Select the Employees tab to enter the names of employees who will attend the training class.
The Employees page will be displayed.
[bookmark: _Ref504570371][bookmark: _Toc513720189]Figure 12: Training Order Employees page
[image: ]
Select the Add button.
The Employee page will display.
Enter the appropriate employee information and select the Search button.
Select the appropriate employee from the generated list.
Select the Select button to add the employee to the Training Order.
To remove an employee from the Employees list, select the employee and select the Remove button.
Select the Header Accounting Lines tab to enter the Line Amounts for the order.
b. The Header Accounting Lines page will be displayed. Select the Add button to add a line.
The Current Line # and Transaction Type fields will default when the training order is verified or processed.
[bookmark: _Ref504570395][bookmark: _Toc513720190]Figure 13: Training Order Header Accounting Line
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In the Accounting Dimensions group box, enter or search for a Template for the accounting line. Select the Default button to populate the remaining accounting dimension fields.
c. To search for an accounting template, select the Template hyperlink. In the Search - Template page, enter the appropriate search criteria and select the Search button. Select an accounting template.
d. Complete any other required accounting elements that were not populated by the accounting template.
In the Agreement group box, enter a referenced Blanket Purchase Agreement number, if applicable.
NOTE: Enter the agreement number without the alpha character in the first field and enter a “1” in the second field.
If applicable, enter information in the Contracts Line group box.
In the Description field to enter descriptive information about the order, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
Information entered here will print on the GSA Form 3076.
Additional accounting lines may be added by repeating Steps 20-24.
e. To delete an existing line, select the line and select the Remove button.
f. To change a line’s information, select the line, select the Header Accounting Line link and make the necessary updates.
g. To copy an existing line, select the line you wish to copy, select the Copy button and change the necessary information.
h. Select the Copy Forward button to add a new Header Accounting Line(s) copying forward from a Purchase Request. The Copy Forward New Line Document Selection window will open. Enter in criteria to search for a Purchase Request, select a document, and select the Finish button.
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.
i. To add approvers one by one to the form, select the Add User button. The User Search page will be displayed.
j. Enter the User ID or Name of the form’s approver in the appropriate search fields, and select the Search button.
k. Highlight the Principal ID record for the approver of the form. Then select the Select button.
l. 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.
m. Enter the Routing List Code or Routing List Name in the appropriate search fields, and select the Search button.
n. Highlight the appropriate Routing List record and select the Select button.
o. 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, 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 a header accounting line. (Refer to Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.)
Select the Course Information tab to enter information about the training.
The Course Information page will be displayed.
[bookmark: _Ref504570425][bookmark: _Toc513720191]Figure 14: Training Order Course Information Page
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In the General group box, enter or search for the Training Code and Course Title.
Enter the Program Office and Class Sequence, if known.
In the Course Dates group box, Enter the Start and End dates for the training course. Enter a Drop Date for the course if applicable.
In the Course Hours group box, enter both Duty and Non- duty course hours.
Pegasys will calculate the total course hours.
In the Training Address group box, enter the location of the training or check the Address Same as Vendor checkbox.
Enter the objective and benefits of the training course in the Objective and Benefits group box.
Select the Verify button.
Select the Submit button.
[bookmark: _Toc513720116]How Do I Create a Training Order or Prepaid Training Order by Copying Forward a Training Request in Pegasys?
1. Select Transactions - Purchasing - New - Training Order from the Pegasys menu bar.
The New Training Order page will be displayed (Figure 11).
Enter the appropriate Training Order in the Document Type box. The following are the available training order document types: PW, TW, FW, GW, XW, and OW. The following are the available Prepaid training order document types: CY, PY, TY, FY, GY, XY, NY, and OY.
Please refer to Purchasing User Guide 1 of 5, Section 3.1.1, that outlines which document types are to be used by which service within GSA, or Purchasing User Guide 5 of 5, Section 16, for a complete listing of document types and guidance on how to select the appropriate one.
A unique document number will be generated in the Document Number field after selecting the Generate button.
Enter GSA as the Security Org. for training orders.
Select the Copy Forward radio button.
Select the Next button.
The Copy Forward page will display.
In the Document Type field, enter TR or use the drop-down list to select TR.
In the Document Number field, type the TR number to copy forward.
The Processed radio button will default to Selected in the Document Criteria group box.
Select the Search button.
Select the appropriate document from the generated list.
Select the Finish button.
The Header page of the Training Order form will be displayed.
Because the training order information was copied forward from the request, information such as Vendor may already exist on the Header page.
[bookmark: _Toc513720192]Figure 15: Training Order Header page
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In the General group box, complete the Ordered By field. 
The name of the requester will copy forward to populate this field.
The Order Date, Accounting Period, Reporting Accounting Period will default when the form is verified or processed.
In the Vendor Information group box, enter or search for the Vendor Code and Vendor Address Code.
Enter or search for a Customer Account Number if one exists with the vendor.
Enter the appropriate vendor address code in the Remit To Address field.
NOTE: The Remit To Address is required to ensure vendor payment.
Select the Default button and enter the vendor code and vendor address code for the Designated Agent, if applicable.
A designated agent code is used when contracts and/or delivery orders are assigned to a different vendor from the original vendor. This information will automatically default when the associated contract number or delivery order is entered.
The Notice of Assignment must be on file in Finance before payment will be released.
If referencing a contract, delivery order, or blanket purchase agreement specify the information on the order by using the Contracts group box.
Additional contractual and procurement information such as Contract Specialist, priority, priority rating, date signed, expiration date, order type, and type of action can also be entered.
Use the Discount Terms group box to enter payment and inspection terms about the order.
In the Description field enter descriptive information about the order, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
Information entered here will not print on GSA Form 3076.
Select the Office Addresses tab. The Office Addresses page will display (Figure 5). Select the appropriate Office Type to enter the Administered By, Delivery, Issuing office (procurement office), Mail Invoice To, and Ordering address information.
a. Search or enter an Address Code and select the Get Address button. Select the Clear Address button to clear the address information.
NOTE: Required addresses on Purchase Order are: Delivery, Invoice, and Order.
Do not enter COTR address on Training forms.
If this information did not copy forward, select the Employees tab to enter the names of employees who will attend the training class.
The Employees page will be displayed (Figure 12).
Select the Add button.
The Employee page will display.
Enter the appropriate employee information and select the Search button.
Select the appropriate employee from the generated list.
Select the Select button to add the employee to the Training Order.
Select the Header Accounting Lines tab to enter the Line Amounts Ordered for the order.
The Header Accounting Lines page will be displayed. The Header Accounting Lines page information will be copied forward from the training request.
Select the appropriate line and select the Header Accounting Line link.
The Header Accounting Line page will display (Figure 13).
Use the Agreement group box to enter a referenced Blanket Purchase Agreement number, if applicable.
NOTE: Enter the agreement number without the alpha character in the first field and enter a “1” in the second field.
Use the Contracts Line group box to enter contract information, if applicable.
If the information did not copy forward from the request, or if additional information is required, in the Description field enter descriptive information about this line. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
Information entered here will print on the GSA Form 3076. 
NOTE: Depending on the room left on the form, the extended description field may not print in its entirety.
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.
Enter the User ID or Name of the form’s approver in the appropriate search fields, and select the Search button.
Highlight the 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.
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.
Highlight the appropriate Routing List record and select the Select button.
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, select in the text box for the field you would like to update, and make the update.
To add a new line, select the Add button and follow the instructions above on how to enter a header accounting line. To remove a line or multiple lines, select the line (s) and select the Delete button. (Refer to Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.).
If this information did not copy forward from the request, select the Course Information tab to enter information about the training.
The Course Information page will be displayed (Figure 14).
In the General group box, enter or search for the Course Code and Course Title.
Enter the Program Office and Class Sequence.
In the Course Dates group box, enter the Start and End dates for the training course. Enter a Drop Date for the course if applicable.
In the Course Hours group box, enter both Duty and Non- duty course hours.
Pegasys will calculate the total course hours.
In the Training Address group box, enter the location of the training or select the Address Same As Vendor checkbox.
Select the Verify button.
Any errors will be displayed. Review the error message and correct the form.
Select the Submit button.
[bookmark: _Toc513720117]How Can I Create Inter-agency Purchase Orders (GSA Form 3669) in Pegasys?
Inter-agency (government agencies external to GSA) purchase orders are obligations to procure goods or services between other agencies and GSA. These obligations were formerly recorded on GSA Form 4000 and will now be printed on GSA Form 3669. Inter-agency procurements are recorded in Pegasys as non-itemized or itemized purchase orders. A Purchase Order form may or may not contain commodity line items that include unit, quantity, and unit price information. As with other Pegasys orders, Inter-agency orders are service specific document types. The document types for purchase orders are: FX, GX, PX, OX, NX, TX, and XX. Inter - agency purchase orders may be associated with previously entered requests (Inter-agency purchase request - RR), and may later be connected to future receipts, invoices, and payments. Three approvals are required: Manager, Accounting Classification and Funds Authorization. To create an Inter-agency purchase order, follow the steps for creating either a non-itemized or itemized purchase order in How Do I Create a Purchase Order (GSA Form 300) or Record an Oral Procurement in Pegasys? or How Can I Create an Order or Record an Oral Procurement With Itemized Lines in Pegasys? of this section.
[bookmark: _Toc513720118]How Can I Create Intra-agency Purchase Orders (GSA Form 2957) in Pegasys?
Intra-agency (services internal to GSA) orders are obligations to procure goods or services between GSA services. These obligations are recorded in Pegasys as purchase orders with non-itemized or itemized lines (IX). Intra-agency purchase orders may be associated with previously entered requests (Intra-agency purchase request - IG), and may later be connected to future receipts, invoices, and payments. Three approvals are required: Manager, Accounting Classification and Funds Authorization. To create an Intra-agency purchase order, follow the steps for creating either a non-itemized or itemized purchase order in How Do I Create a Purchase Order (GSA Form 300) or Record an Oral Procurement in Pegasys? or How Can I Create an Order or Record an Oral Procurement With Itemized Lines in Pegasys? of this section.
Section 3.4: Overview of Pegasys Purchasing Forms for a complete discussion of Purchasing subsystem forms.
Appendix A: Field Descriptions for screen prints and detailed field descriptions.
Appendix B: Form Mappings for detailed information on transitioning GSA forms to their Pegasys counterparts.
[bookmark: 6.13_How_Can_I_Create_Oral_Procurements_][bookmark: _Toc513720119]How Can I Create Oral Procurements or Certified Invoices in Pegasys?
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 in Pegasys. When a purchase order is created to record the oral procurement, the vendor will send the invoice to the regional Finance Center and a receipt will be required to process the vendor payment.
To record an oral procurement using the standard purchasing model, follow the steps for creating a non- temized or itemized purchase order previously outlined in this section.
Direct pay purchases created by the Services that are less than or equal to $3000 are recorded using a D6 or D7 Direct Pay (DP) form and require three approvals: Direct Pay Approver, Accounting Classification, and Funds Authorization. Direct pay purchases created by the Services for more than $3000 are recorded using the DC or DF Direct Pay (DP) document type and require, in addition to the previous three approvals, the approval of a Finance Direct Pay Approver. Direct pay purchases created by Finance that are less than $100,000 are recorded using a DK or DW document type and require the approval of a Finance Direct Pay Approver. Direct payments created by Finance that are equal to or greater than $100,000 using a DK or DW document type require the approval of a Finance Direct Pay Approver Senior.
[bookmark: _Toc513720120]How Can I Create a Direct Pay (Certified Invoice) in Pegasys?
1. Select Transactions - Purchasing - New - Match Invoice from the Pegasys menu bar.
The New Match Invoice page will be displayed.
[bookmark: _Toc513720193]Figure 16: New Match Invoice page
[image: ]
Select one of the following document types: 
a. D6 - Direct Pay Region 6, Under $3000 
b. D7 - Direct Pay - Region 7, Under $3000 
c. DC - Direct Pay - Region 6, Over $3000
d. DF - Direct Pay Region 7, Over $3000
A unique document number will be generated in the Document Number field after selecting the Generate button.
Select the appropriate Security Org.
If left blank, the Security Org will default to the user’s default Security Org (please refer to Purchasing User Guide 1 of 5, Section 3.5).
Select on the Finish button.
The Header page of the Direct Payment form will be displayed.
[bookmark: _Toc513720194]Figure 17: Match Invoice Header page
[image: ]
In the General group box, enter the Invoiced By field.
The Receipt Date, Accounting Period, and Reporting Accounting Period fields default to the current date when the form is verified or processed.
Enter the invoice number in the Invoice field.
NOTE: The invoice number is a procedural requirement on a direct payment. Invoice number must be entered exactly as listed on vendor’s invoice.
In the Vendor Information group, enter or search for the Vendor Code and Vendor Address Code. The vendor name will be inferred from the vendor code.
Enter a Customer Account Number, if applicable.
Enter the appropriate vendor address code in the Remit To Address field.
NOTE: The Remit To Address is required to ensure vendor payment.
Select the Default button or enter Designated Vendor information if applicable.
If referencing a contract, delivery order, or blanket purchase agreement specify the information on the direct payment in the Contracts group box.
In the Description field enter descriptive information about the direct payment, if necessary. If the description is greater than 255 characters, the Extended Description field is available 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 Header Accounting Lines tab.
The Header Accounting Lines page will be displayed.
[bookmark: _Toc513720195]Figure 18: Match Invoice Header Accounting Lines page
[image: ]
Select the Add button to add a new Header Accounting Line.
A line can be copied forward from a document by selecting the Copy Forward button to add a new Header Accounting Line(s). 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.
The Header Accounting Line page will be displayed.
Enter the Start and End Dates for the period of performance of services specified.
In the Line Amounts group box, enter the amount of the direct payment in the Invoiced field.
The Line Number and Transaction Type will default when the form is verified or processed.
In the Accounting Dimensions group box, enter or search for the Template for the accounting line. Select the Default button to populate the remaining accounting dimension fields.
e. To search for an accounting template, select the Template hyperlink. In the Search - Template page, enter the appropriate search criteria and select the Search button. Select an accounting template.
f. Complete any other required accounting elements that were not populated by the accounting template.
In the Agreement group box, enter a referenced RWA or IBAA Agreement number, if applicable. (PBS only)
g. NOTE: Enter the agreement number without the alpha character in the first field and enter a “1” in the second field.
In the Contracts Line group box, enter additional contract information, if applicable.
In the Payments group box, enter the Accepted and/or Delivery Date of the goods or services received.
In the Description field enter descriptive information about this line, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
NOTE: Depending on the room left on the form, the extended description field may not print in its entirety.
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.
h. Enter the User ID or Name of the form’s approver in the appropriate search fields, and select the Search button.
i. Highlight the Principal ID record for the approver of the form. Then select the Select button.
j. 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.
k. Enter the Routing List Code or Routing List Name in the appropriate search fields, and select the Search button.
l. Highlight the appropriate Routing List record and select the Select button.
m. 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, select in the text box for the field you would like to update, and make the update.
n. To add a new line, select the Add button and follow the instructions above on how to enter a header accounting line. To remove a line or multiple lines, select the line (s) and select the Delete button. (Refer to Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.).
Select the Disbursing Information tab.
The Disbursing Information page will be displayed.
NOTE: Data entry is not required for the Disbursing Info page; the Disbursing Method and Disbursing Office fields will default when the form is verified or processed.
Select the Verify button.
o. Any errors will be displayed. Review the error message and correct the form.
Select the Submit button.
[bookmark: _Toc513720121]How Do I Correct (Amend) a Purchase Order With Multiple Budget Fiscal Years - Revolving Fund (Obligation Based) in Pegasys?
The following sections discuss how to amend purchase orders when the purchase order is associated with multiple budget fiscal years and it is unclear as to which budget fiscal year should be corrected.
[bookmark: _Toc513720122]How Do I Correct (Amendment) the Purchase Order to Result in an Increase?
When correcting a purchase order that is associated with multiple Budget Fiscal Years (e.g., multi-year contracts), and it is unclear which Budget Fiscal Year should be corrected, all corrections will be made to the current budget fiscal year. Please refer to Purchasing User Guide 1 of 5, Section 4.2, for details on correcting a document.
[bookmark: 6.15.2_How_Do_I_Correct_(Amendment)_the_][bookmark: _Toc513720123]How Do I Correct (Amendment) the Purchase Order to Result in a Decrease?
When decreasing the purchase order, the correction will be applied to the current Budget Fiscal Year, then to the first prior year Budget Fiscal Year (i.e., the current BFY - 1) and so forth. Please refer to Purchasing User Guide 1 of 5, Section 4.2, for details on correcting a document.
[bookmark: 6.16_How_Do_I_Correct_(Amend)_Purchase_O][bookmark: _Toc513720124]How Do I Correct (Amend) Purchase Orders With Multiple Budget Fiscal Years - Revolving Fund (Expense Based) in Pegasys?
The following sections discuss how to amend purchase orders when the purchase order is associated with multiple budget fiscal years and it is unclear as to which budget fiscal year should be corrected.
[bookmark: 6.16.1_How_Do_I_Correct_(Amendment)_the_][bookmark: _Toc513720125]How Do I Correct (Amendment) the Purchase Order to Result in an Increase?
When amending a purchase order that is associated with multiple Budget Fiscal Years (e.g., multi-year contracts), all upward amendments will be made against the current Budget Fiscal Year. Please refer to Purchasing User Guide 1 of 5, Section 4.3, for details on amending a document.
[bookmark: _Toc513720126]How Do I Correct (Amendment) the Purchase Order to Result in a Decrease?
When amending a purchase order that is associated with multiple Budget Fiscal Years (e.g., multi-year contracts), all downward amendments will be made against the current Budget Fiscal Year. Please refer to Purchasing User Guide 1 of 5, Section 4.3, for details on amending a document.
[bookmark: 6.17_How_Do_I_Record_a_GBL/TSO_(Non-Relo][bookmark: _Toc513720127]How Do I Record a GBL/TSO (Non-Relocation) Transaction in Pegasys?
Each service has a choice whether to obligate their GBL/TSO transaction or not. If the chain is obligated, the requesting service must first create an IX - Intra-agency document in Pegasys before the paper GBL is sent to the Pre-Audit Contractor. If the chain is not obligated, the paper GBL/TSO can be sent directly to the Pre-Audit Contractor.
Once the information reaches the Pre-Audit Contractor, the process is the same. The paper data is verified against the electronic file and the Finance Center loads the GBL information into the TAP system. Then TAP will clear NEAR and Pegasys by matching on ACT #, IX Document Number, and or GBL #.
The following steps describe how to create an Intra-Agency obligation document (IX) to record GBL/TSO transactions in Pegasys.
1. Select Transactions - Purchasing - New - Order from the Pegasys menu bar.
The New Order page will be displayed (Figure 1).
Enter IX - Intra-agency in the Document Type box. A unique document number will be automatically generated in the Document Number field.
Enter the appropriate Security Org.
If left blank the Security Org will default to the user’s default Security Org (please refer to Purchasing User Guide 1 of 5, Section 3.5).
Select the Finish button.
The Header page of the Purchase Order form will be displayed (Figure 2).
In the General group box, enter the Ordered By field.
The Order Date, Accounting Period, and Reporting Accounting Period will default to the current date when the form is verified or processed.
Leave the Document Classification field blank.
In the Vendor Information group box, enter or search for the Vendor Code and Vendor Address Code. The vendor name will be inferred from the vendor code that is entered.
Enter a customer account number, if one exists with the vendor, in the Customer Account field.
Select the Default button or enter the vendor code and vendor address code for the Designated Agent, if applicable.
A designated agent code is used when contracts and/or delivery orders are assigned to a different vendor from the original vendor. This information will automatically default when the associated contract number or delivery order is entered.
If referencing a contract, delivery order, or Blanket Purchase Agreement, specify the information in the Contract group box.
In the Description field enter descriptive information about the order, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
Select the Header Accounting Lines tab.
The Header Accounting Lines page will display (Figure 3). Select the Add button to create a new line.
NOTE: The Line Number and Transaction Type will default when the Order is verified or processed.
In the Line Amounts group box, enter the Ordered amount.
In the Accounting Dimensions group box, enter or search for a Template for the accounting line. Select the Default button to populate the remaining accounting dimension fields.
a. To search for an accounting template, select the Template hyperlink. In the Search - Template page, enter the appropriate search criteria and select the Search button. Select an accounting template.
b. Complete any other required accounting elements that were not populated by the accounting template.
In the Agreement group box enter a referenced RWA or IBAA number, if applicable. (PBS only
NOTE: Enter the agreement number without the alpha character in the first field and enter a “1” in the second field.
In the Contracts Line group box, enter Contract Line information if applicable.
Specify the contract line item number or sub-contract line item number applicable to the request.
In the Description field enter descriptive information about this line, if necessary. If the description is greater than 255 characters, the Extended Description field is available up to 60,000 characters.
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.
c. Enter the User ID or Name of the form’s approver in the appropriate search fields, and select the Search button.
d. Highlight the Principal ID record for the approver of the form. Then select the Select button.
e. 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.
f. Enter the Routing List Code or Routing List Name in the appropriate search fields, and select the Search button.
g. Highlight the appropriate Routing List record and select the Select button.
c. 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, select in the text box for the field you would like to update, and make the update.
h. To add a new line, select the Add button and follow the instructions above on how to enter a header accounting line. To remove a line or multiple lines, select the line (s) and select the Delete button. (Refer to Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.).
Select the Verify button.
Any errors will be displayed. Review the error message and correct the form.
Select the Submit button.
[bookmark: _Toc513720128]Receipts
In Pegasys, a Receipt (receiving report) is used to record the actual accrual of ordered goods or services. A Receipt (RK or RW) with header accounting lines is created when the purchase order against which goods or serviced are being received does not contain commodity line items. A Receipt (IC or IF) with itemized lines is created when receiving against a purchase order containing commodity line items.
Because receipts must reference purchase orders, the system requires the user to copy forward a purchase order when creating a receipt. The copy forward feature eliminates redundant data entry, ensures that the receipt contains the accounting line information associated with the original order, and ensures that the receipt will not be created for more than was originally ordered. Receipts do not have to be approved; however, they must be processed.
Please refer to the following for additional information related to completing a Receipt in Pegasys:
Section 3.4: Overview of Pegasys Purchasing Forms for a complete discussion of Purchasing subsystem forms.
Appendix A: Field Descriptions for detailed field descriptions of receipt forms.
[bookmark: 7.1_How_do_I_Create_a_Receipt_in_Pegasys][bookmark: _bookmark65][bookmark: _Ref505599673][bookmark: _Toc513720129]How do I Create a Receipt in Pegasys?
The following steps describe how to complete a Receipt form in Pegasys.
1. Select Transactions - Purchasing - New - Receipt from the Pegasys menu bar.
The New Receipt tab will be displayed.
[bookmark: _Ref504570497][bookmark: _Toc513720196]Figure 19: New Receipt page
[image: ]
Enter the appropriate type of Receipt (RK or RW) in the Document Type field. Select the Generate button to generate a unique document number in the Document Number field.
In the Security Org field, enter the appropriate Security Org or search for a Security Org by selecting the blue Security Org link.
If left blank, the Security Org will default to the user’s default Security Org (please refer to Purchasing User Guide 1 of 5, Section 3.5).
The Copy Document - Copy Forward radio button will be selected.
Receipts must reference an order.
Select the Next button.
In the Document Type field, enter the doc type to be copied forward. If the Document Type is unknown Select the Document Type hyperlink to open the Search- Document Type page. Enter the appropriate Search Criteria, select the Search button and select the Select button next to the appropriate Document Type from the generated list.
a. Enter the appropriate number in the Document Number field or enter other Search Criteria as appropriate. Select the Search button and select the appropriate document.
b. If document number is unknown or partially known, enter relevant information and select the Search button to search for the number. Please refer to 
Purchasing User Guide 1 of 5, Section 4.1.2.
Select the Finish button.
The Header page of the Receipt form will be displayed.
[bookmark: _Ref504570598][bookmark: _Toc513720197]Figure 20: Receipt Header page
[image: ]
In the General group box, in the Received By field type the name of the person receiving the ordered goods or services.
The Receipt Date, Accounting Period, and Reporting Accounting Period will default to the current date when the form is verified or processed.
Enter the invoice number in the Invoice Number field on the Header page.
Complete the Accepted Date and Delivery Date fields.
Dates entered on the Header page will populate the Accounting Lines page upon form verification.
If ordered goods and services are received at various times, separate receiving reports must be processed for each occasion (please refer to How Do I Create Partial or Multiple Receipts for a Single Purchase Order in Pegasys?).
Select the Header Accounting Lines tab. Select a specific accounting line and select the Header Accounting Lines link to view accounting line information.
The Header Accounting Lines page of the Receipt form will be displayed.
[bookmark: _Ref504570525][bookmark: _Toc513720198]Figure 21: Receipt Header Accounting Line
[image: ]
In the Document Reference group box, check the Final check box to fully liquidate the referenced document if this is the final receipt for the purchase order.
A line can be copied forward from a document by selecting the Copy Forward button to add a new Header Accounting Line(s). 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.
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.
c. To add a new line, select the Add button and follow the instructions above on how to enter a header accounting line. To remove a line or multiple lines, select the line (s) and select the Delete button. (Refer to Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.).
[bookmark: _Ref504570547][bookmark: _Toc513720199]Figure 22: Receipt Summary page
[image: ]
Select the Verify button.
d. If error messages are returned, review them, make the appropriate changes, and select Verify again.
Select the Submit button.
Pegasys will update the database.
NOTE: The form will not process until all approvals have been placed on the form.
[bookmark: _Ref505585476][bookmark: _Ref505585527][bookmark: _Ref505599417][bookmark: _Ref505599437][bookmark: _Toc513720130]How Do I Create Partial or Multiple Receipts for a Single Purchase Order in Pegasys?
GSA requires that a receipt be created at the time ordered goods or services are received. Therefore it may be necessary to create a partial receipt against an order that was only partially received and to create additional receipts for the rest of the order at a later date. The following steps describe how to create partial and multiple receipts against a single purchase order.
1. Select Transactions - Purchasing - New - Receipt from the Pegasys menu bar.
The New Receipt tab will be displayed (Figure 19).
Enter the appropriate type of Receipt (RK or RW) in the Document Type Code field. Select the Generate button to generate a unique document number in the Document Number field.
In the Security Org field, enter the appropriate Security Org or search for a Security Org by selecting the blue Security Org link.
If left blank, the Security Org will default to the user’s default Security Org (please refer to Purchasing User Guide 1 of 5, Section 3.5).
The Copy Document - Copy Forward radio button will be checked. Select the Next button.
In the Document Type field, enter the doc type to be copied forward. If the Document Type is unknown Select the Document Type hyperlink to open the Search - Document Type page. Enter the appropriate Search Criteria, select the Search button and select the Select button next to the appropriate Document Type from the generated list.
Enter the appropriate number in the Document Number field or enter other Search Criteria as appropriate. Select the Search button and select the appropriate document.
If document number is unknown or partially known, enter relevant information and select the Search button to search for the number. Please refer to Purchasing User Guide 1 of 5, Section 4.1.2.
Select the Choose which lines to copy radio button. Select the Next button.
The Choose Accounting Lines tab will be displayed.
[bookmark: _Ref504570657][bookmark: _Toc513720200]Figure 23: Choose Accounting Lines of Copied Forward Document tab
[image: ]
Select to add a checkmark next to the lines that you want copied forward, then select the Next button.
The Choose Itemized Lines tab will be displayed.
Select the Finish button.
The Header page of the Receipt form will be displayed.
In the General group box, type the name of the person receiving the ordered goods or services in the Received By field.
The Receipt Date, Accounting Period, and Reporting Accounting Period will default to the current date when the form is verified or processed.
Enter the invoice number in the Invoice Number field on the Header page.
Complete the Accepted Date and Delivery Date fields.
Dates entered on the Header page will populate the Accounting Lines page upon form verification.
Select the Header Accounting Lines tab. Select a specific accounting line and select the Header Accounting Lines link to view accounting line information.
The Header Accounting Lines page of the Receipt form will be displayed (Figure 21).
In the Line Amounts group box, enter the dollar amount of the goods or services that were actually received in the Amount field of the appropriate accounting line.
Repeat steps 12-13 if multiple accounting lines were copied forward.
Select the Header Accounting Lines link. Select the accounting lines that should be deleted. Select the Remove button.
This is only needed if all lines from the order were copied forward.
Go to the Summary tab to view a summary of the accounting lines (Figure 22). 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.
a. 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 Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.).
Select the Verify button.
If error messages are returned, review them, make the appropriate changes, and select Verify again.
Select the Submit button.
Pegasys will update the database.
NOTE: The form will not process until all approvals have been placed on the form.
If multiple receipts are necessary, repeat Steps 1-18 for each additional receipt. Additional receipts can be created for the same purchase order until the entire dollar amount of the order has been closed or liquidated.
[bookmark: _Toc513720131]How Do I Create a Receipt That Contains Itemized Lines in Pegasys?
In Pegasys, a Receipt (RK or RW) is created to record the receipt of goods against purchase orders with itemized lines containing commodity (unit price and quantity information) line items. The following steps describe how to complete a Receipt form.
1. Select Transactions - Purchasing - New - Receipt from the Pegasys menu bar.
The New Receipt tab will be displayed (Figure 19).
Enter the appropriate type of Receipt (RK or RW) in the Doc Type Code field. Select the Generate button to generate a unique document number in the Document Number field.
In the Security Org field, enter the appropriate Security Org or search for a Security Org by selecting the blue Security Org link.
If left blank, the Security Org will default to the user’s default Security Org (please refer to Purchasing User Guide 1 of 5, Section 3.5).
Select the Copy Document - Copy Forward radio button.
Select the Next button.
In the Document Type field, enter the document type to be copied forward. Enter the appropriate number in the Document Number field. Select the Search button and select the appropriate document.
a. If document number is unknown or partially known, enter relevant information and select the Search button to search for the number. Please refer to Purchasing User Guide 1 of 5, Section 4.1.2.
Select the Finish button.
The Header page of the Receipt form will be displayed (Figure 20).
In the General group box, type the name of the person receiving the ordered goods in the Received By field.
The Receipt Date, Accounting Period, and Reporting Accounting Period will default to the current date when the form is verified or processed.
Enter the invoice number in the Invoice Number field on the Header page.
Complete the Accepted Date and Delivery Date fields.
Dates entered on the Header page will populate the Accounting Lines page upon form verification.
If ordered goods are received at various times, separate receiving reports must be processed for each occasion.
In the Receiving Location group box, select Edit Address Information button. The Office Address page will be displayed. Enter address code into the Code field (if applicable). Select the Get Address button to automatically fill address fields.
Select the Itemized Lines tab. Select the appropriate accounting line and select the Itemized Lines link.
Forms with itemized lines will accept funds at the document level and the itemized line level.
The Itemized Lines page will be displayed.
[bookmark: _Ref504570668][bookmark: _Toc513720201]Figure 24: Receipt Itemized Lines page
[image: ]
In the Line Amounts group box, enter the Received, Inspected, and Accepted quantities for the line item. Enter the unit price for the Accepted quantity, if different from the ordered quantity copied forward.
In the Rejected field, type the number of rejected items (if applicable).
If items were rejected, type the appropriate entry in the Inspection Condition field.
Select the Accounting Lines tab. Select the appropriate accounting line and select the Accounting Line link.
[bookmark: _Ref504570734][bookmark: _Toc513720202]Figure 25: Receipt Accounting Lines tab
[image: ]
The Receipt Accounting Line page of the Itemized Receipt form will be displayed.
[bookmark: _Toc513720203]Figure 26: Receipt Accounting Line page
[image: ]
In the Document Reference group box, check the Final check box to fully liquidate the referenced purchase order, if this is the final receipt for the itemized purchase order.
In the Accounting Dimensions group box, view the accounting line information for the itemized line.
[bookmark: _Toc513720204]Figure 27: Accounting Dimensions Group box
[image: ]
In the Agreement group box, enter a referenced Blanket Purchase Agreement number, if necessary.
In the Description group box, enter any descriptive information about this accounting line, if necessary. 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.
If multiple lines have been copied forward, repeat Steps 11-18 as necessary.
Go to the Summary tab to view a summary of the accounting lines (Figure 22). 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.
b. 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 Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.).
Select the Verify button.
If error messages are returned, review them, make the appropriate changes, and select Verify again.
Select the Submit button.
Pegasys will update the database.
NOTE: The form will not process until all approvals have been placed on the form.
[bookmark: _Toc513720132]How do I Create Partial or Multiple Receipts that contain itemized lines for a Single Purchase Order in Pegasys?
GSA requires that a receipt be created at the time ordered goods or services are received. Therefore it may be necessary to create a partial receipt against an order that was only partially received and to create additional receipts later, when more of the ordered items arrive. The following steps describe how to create partial and multiple receipts against a single purchase order.
1. Select Transactions - Purchasing - New - Receipt from the Pegasys menu bar.
The New Receipt tab will be displayed (Figure 19).
Enter the appropriate type of Receipt (RK or RW) in the Doc Type Code field. Select the Generate button to generate a unique document number in the Document Number field.
In the Security Org field, enter the appropriate Security Org or search for a Security Org by selecting the blue Security Org link.
If left blank, the Security Org will default to the user’s default Security Org (please refer to Purchasing User Guide 1 of 5, Section 3.5).
Select the Copy Document - Copy Forward radio button.
Select the Next button.
In the Document Type field, enter the document type to be copied forward. Enter the appropriate number in the Document Number field. Select the Search button and select the appropriate document.
a. If document number is unknown or partially known, enter relevant information and select the Search button to search for the number. Please refer to Purchasing User Guide 1 of 5, Section 4.1.2.
Select the Choose which lines to copy radio button. Select the Next button.
The Choose Accounting Lines tab will be displayed (Figure 23).
Select the Next button again.
The Choose Itemized Lines tab will be displayed (Figure 24).
[bookmark: _Toc513720205]Figure 28: Choose Itemized Lines of Copied Forward Document tab
[image: ]
Select to add a checkmark next to the lines that you want copied forward.
Select the Finish button.
The Header page of the Receipt form will be displayed (Figure 20).
In the General group box, type the name of the person receiving the ordered goods in the Received By field.
The Receipt Date, Accounting Period, and Reporting Accounting Period will default to the current date when the form is verified or processed.
Enter the invoice number in the Invoice Number field on the Header page.
Complete the Accepted Date and Delivery Date fields.
Dates entered on the Header page will populate the Accounting Lines page upon form verification.
If ordered goods and services are received at various times, separate receiving reports must be processed for each occasion.
In the Receiving Location group box, select Edit Address Information button. The Office Address page will be displayed. Enter address code into the Code field (if applicable). Select the Get Address button to automatically fill address fields.
Select the Itemized Lines tab. Select the appropriate accounting line and select the Itemized Lines link.
Forms with itemized lines will accept funds at the document level and the itemized line level.
The Itemized Lines page will be displayed (Figure 24).
Enter the Received, Inspected, and Accepted quantities for the line item and the unit price for the Accepted quantity, if different from the ordered quantity copied forward.
In the Rejected field, type the number of rejected items (if applicable).
b. If items were rejected, type the appropriate entry in the Inspection Condition field in the General group box above.
Select the Prorate button to distribute the cost of the commodity items across all accounting strips on the receipt, if applicable.
Select the Funding tab. Select the appropriate funding line and select the Funding Accounting Line link.
The Accounting Lines page of the Receipt form will be displayed (Figure 25).
In the Document Reference group box, check the Final check box to fully liquidate the referenced purchase order, if this is the final receipt for the purchase order.
In the Accounting Dimensions group box, view the accounting line information for the itemized line.
In the Agreement group box, enter a referenced Blanket Purchase Agreement number, if necessary.
In the Description section, enter any descriptive information about this accounting line, if necessary. 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.
If multiple lines have been copied forward, repeat Steps 13-21 as necessary.
Go to the Summary tab to view a summary of the accounting lines (Figure 22). 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.
c. 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 Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.)
Select the Verify button.
If error messages are returned, review them, make the appropriate changes, and select Verify again.
Select the Submit button.
Pegasys will update the database.
NOTE: The form will not process until all approvals have been placed on the form.
[bookmark: _Toc513720133]How Can I Reference Prior Year Purchase Orders With Multiple Budget Fiscal Years - Revolving Fund (Obligation Based)?
For purchase orders that are associated with multiple budget fiscal years (e.g., multi-year contracts), if it is unclear to which year the receipt should be processed against, the receipt should reference the budget fiscal year with the oldest open obligation. For example, you have a purchase order with two accounting lines, the first accounting line is Budget Fiscal Year 2008 and the second accounting line is Budget Fiscal Year 2009. Both Budget Fiscal Years have open obligations. You receive a receiving report, but it is unclear which obligation it should be processed against. You will process it against the Budget Fiscal Year 2008’s obligation until that obligation is fully liquidated.
[bookmark: 7.6_How_Can_I_Correct_Receipts_with_Mult][bookmark: _Toc513720134]How Can I Correct Receipts with Multiple Budget Fiscal Years - Revolving Fund (Obligation Based)?
The following sections discuss how to correct receipts when the receipt is associated with multiple budget fiscal years and it is unclear as to which budget fiscal year should be corrected.
[bookmark: _Toc513720135]How Do I Increase a Receipt and When the Prior Year Receipts Have Not Been Fully Liquidated?
When correcting a receipt that is associated with multiple Budget Fiscal Years (e.g., multi-year contracts), and it is unclear which Budget Fiscal Year should be corrected, when prior year receipts have not been fully liquidated, the correction will be made to the prior year with the oldest open receipt. Once that budget fiscal year receipt is closed, any additional upward corrections (where it is unclear which Budget Fiscal Year should be corrected) will be made to the next budget fiscal year with the oldest open receipt and so forth. Please refer to Purchasing User Guide 1 of 5, Section 4.2, for details on correcting a document.
[bookmark: _Toc513720136]How Do I Increase a Receipt When the Prior Year Receipts Have Been Fully Liquidated and the Increase Is Greater Than the Current Open Obligation?
If the correction to the receipt is an increase and all prior year receipts have been fully liquidated and the increase is greater than the current open obligation, the purchase order must first be amended, before the receipt can be processed. A second accounting line must be added to the purchase order for the excess amount (please refer to Purchasing User Guide 1 of 5, Section 4.3, on amending documents). Once the purchase order has been corrected then copying forward the purchase order can create a receipt.
[bookmark: 7.6.3_How_Do_I_Decrease_a_Receipt?][bookmark: _Toc513720137]How Do I Decrease a Receipt?
If you are decreasing the receipt amount, then the correction of the receipt should be applied to the current Budget Fiscal Year, then to the first prior year Budget Fiscal Year (i.e., the current BFY - 1) and so forth. Please refer to Purchasing User Guide 1 of 5, Section 4.2, for details on correcting a document.
[bookmark: 7.7_How_Do_I_Reference_Prior_Year_Purcha][bookmark: _Toc513720138]How Do I Reference Prior Year Purchase Orders With Multiple Budget Fiscal Years - Revolving Fund (Expense-Based)?
All receipts referencing a prior year obligation should be processed using the current Budget Fiscal Year. The following steps give a general outline on processing a receipt against a purchase order with multiple Budget Fiscal Years.
1. Select Transactions - Purchasing - New - Receipt from the Pegasys menu bar.
The New Receipt tab will be displayed (Figure 19).
In the Security Org field, select the arrow and select the appropriate security organization from the drop-down list.
If left blank, the Security Org will default to the user’s default Security Org (please refer to Purchasing User Guide 1 of 5, Section 3.5).
Select the Copy Document - Copy Forward radio button.
Select the Next button.
In the Document Type field, enter the document type to be copied forward. Enter the appropriate number in the Document Number field. Select the Search button and select the appropriate document.
If the document number is unknown or partially known, enter relevant information and select the Search button to search for the number. Please refer to Purchasing User Guide 1 of 5, Section 4.1.2.
Select the Finish button.
The Header page of the Receipt form will be displayed (Figure 20).
In the General group box, type the name of the person receiving the ordered goods or services in the Received By field.
The Receipt Date, Accounting Period, and Reporting Accounting Period will default to the current date when the form is verified or processed.
Enter the invoice number in the Invoice Number field on the Header page.
Complete the Accepted Date and Delivery Date fields.
Dates entered on the Header page will populate the Accounting Lines page upon form verification.
Select either the Header Accounting Lines tab or the Itemized Lines tab. If selecting an itemized line, select a funding line associated with the itemized line.
In the Document Reference group box, check the Final check box to fully liquidate the referenced document, if this is the final receipt for the order.
If this is not the final receipt for the referenced order, please refer to Section 7.2 for detailed information on completing a partial receipt.
In the Accounting Dimension group box, change the BBFY and EBFY fields to reflect the current year Budget Fiscal Year.
In the Agreement group box, enter a referenced RWA or IBAA Agreement number, if necessary.
In the Description group box, enter any descriptive information about this accounting line, if necessary. 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.
Go to the Summary tab to view a summary of the accounting lines (Figure 22). 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.
To add a new line, select the Add button. To delete a line, select the line and select the Remove button. (Refer to Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.).
Select the Verify button.
a. If error messages are returned, review them, make the appropriate changes, and select Verify again.
Select the Submit button.
Pegasys will update the database.
NOTE: The form will not process until all approvals have been placed on the form.
[bookmark: _Toc513720139]How Do I Correct Receipts With Multiple Budget Fiscal Years - Revolving Fund (Expense-Based)?
The following sections discuss how to correct receipts when the receipt is associated with multiple budget fiscal years and it is unclear as to which budget fiscal year should be corrected.
[bookmark: 7.8.1_How_Do_I_Increase_the_Receipt?][bookmark: _Toc513720140]How Do I Increase the Receipt?
When correcting a receipt that is associated with multiple Budget Fiscal Years (e.g., multi-year contracts), all upward corrections will be made against the current Budget Fiscal Year. Please refer to Purchasing User Guide 1 of 5, Section 4.2, for details on correcting a document.
If the receipt amount exceeds the open purchase order amount, the purchase order must first be amended, before the receipt can be processed. Please refer to Purchasing User Guide 1 of 5, Section 4.3. The receipt can then be created by copying forward the amended purchase order.
[bookmark: 7.8.2_How_Do_I_Decrease_a_Receipt?][bookmark: _Toc513720141]How Do I Decrease a Receipt?
When correcting a receipt that is associated with multiple Budget Fiscal Years (e.g., multi-year contracts), all downward corrections will be made against the current Budget Fiscal Year. Please refer to Purchasing User Guide 1 of 5, Section 4.2, for details on correcting a document.
[bookmark: _Toc513720142]What Do I Do When the Vendor On the Order and Receipt Differ?
When creating a receipt, there may be instances when the vendor that copied forward to the receipt form is not the same vendor from which the received goods or services were originally ordered. For example, an item delivered by Company B may have actually been ordered from Company A (with whom GSA had a contract). In this situation, it is likely that the purchase order was amended to update the vendor information due to a novation to GSA’s contract with Company A. For more information on novations, please refer to Purchasing User Guide 3 of 5, Section 13.
Each time the vendor and/or designated agent associated with a purchase order is novated; this action is recorded by Pegasys in the purchase order’s own unique Novation History. Therefore, to determine whether the vendor information on the referenced purchase order has been novated, the user should view the purchase order and its novation history directly. For detailed instructions on viewing a purchase order’s novation history, please refer to Purchasing User Guide 3 of 5, Section 13.2.
When creating a receipt by copying forwarding a novated purchase order, the procedures are basically the same as for those for entering any other receipt with one notable exception. Specifically, the vendor that defaults into the Header page of the receipt form can be replaced with any other vendor in the novation history of the referenced purchase order. Please refer to Section 7.1 for details instructions on creating receipt documents.
For example, if there are three vendors in the novation history of the purchase order, Company A, Company B, and Company C, and it is Company C that copies forward to the receipt, the user can replace it with either Company A or Company B. The user cannot, however, replace the existing vendor with an entity that is not listed on the order’s novation history.
If the vendor is replaced with a different entity from the order’s novation history, during verification or processing, the user will receive an overrideable error indicating that the vendor listed on the receipt is not the same as on the referenced document. If this should occur, simply select the override button located above the error to acknowledge the message and proceed as intended.
NOTE: On the Vendor Activity Query, the receipt will always appear with the vendor that was specified on the Header page of receipt form at the time it was processed.
[bookmark: _Toc513720143]Estimated Accruals
An estimated accrual form is a modified receipt used by GSA to record the estimated cost of goods or services received from a vendor. The estimated accrual documents are similar to other types of non-itemized and itemized receipts in both appearance and functionality. Here are the Document types for Estimated Accruals:
AE - Estimated Accrual 3-way for non-itemized and itemized transactions. The AE Estimated Accrual by design does not reverse.
AR - Self-Reversing Estimated Accrual 2-way. The AR Self Reversing Estimated Accrual does not automatically reverse. The user must define when the estimated accrual reverses.
AN - Estimated Accrual No-way. The AN Estimated Accrual by design does not reverse.
The estimated accrual form references an order (or other applicable document type). The user must reference that document by using the Copy Forward function when creating the estimated accrual. Using the Copy Forward functionality eliminates redundant data entry and ensures that the Estimated Accrual form contains the accounting line information associated with the original document. This also ensures that an estimated accrual or receipt will not be created for more than was originally ordered. Estimated accrual forms do not have to be approved.
Please refer to the following for additional information related to completing an estimated accrual in Pegasys:
Section 3.4: Overview of Pegasys Purchasing Forms for a complete discussion of Purchasing subsystem forms and system edits.
Appendix A: Field Descriptions for screen prints and detailed field descriptions.
[bookmark: 8.1_How_Do_I_Create_an_Estimated_Accrual][bookmark: _Toc513720144]How Do I Create an Estimated Accrual (3-Way/Order-Invoice-Receipt) in Pegasys?
GSA will use the estimated accrual (3-way) form to track estimated expenditures against purchase orders and training orders. Estimated accrual documents (AE and AI document types) will be created by copying forward the orders or training orders. The estimated accrual form is not enabled for automated match. The Automated Match Status Query and Completed Match Review functions do not recognize or display estimated accrual documents even though estimated accruals can reference (or be referenced) by other types of documents that are enabled for automated match. Therefore, an estimated accrual must be referenced by another receipt (actual receipt) before Pegasys can generate a payment authorization. See Figure 29: Estimated Accrual Purchasing Chain (3-Way) for a diagram depicting how the estimated accrual fits into a typical Pegasys purchasing chain.
When an estimated accrual form references a purchase order and is processed, the amount specified on the estimated accrual will be closed on the referenced order. If the amount of the estimated accrual exceeds the actual receipt, the extra money will be returned to the order when the receipt closes the estimated accrual. This is accomplished by using the Final flag on the actual receipt. Although this will close the estimated accrual, it will not close any remaining amount on the Purchase Order. If the receipt is greater than the estimated accrual, the estimated accrual is closed for its actual amount and the order will be closed for the additional amount. This will be accomplished by manually referencing the order on a separate line on the receipt for the additional amount.
[bookmark: _Toc513720145]How Do I Create Estimated Accrual Travel Relocation Transactions?
Travel Relocation transactions are expenses incurred by employees for their relocation needs. When expenses have been incurred, but no invoice or voucher has been received an Estimated Accrual can be used to record the Travel Relocation expense. The Estimated Accrual (AE) will record the amount of the estimated expense and close the Travel Relocation Order (LT) for the amount specified on the estimated accrual. When the expense Voucher (P3) is received, the voucher must reference the Travel Relocation order (LT). Pegasys does not allow Estimated Accruals to directly reference expense vouchers. Please refer to Section 8.1.4 for step-by-step instructions on how to enter an Estimated Accrual for Travel Relocation transactions.
[bookmark: 8.1.2_How_Do_I_Create_Estimated_Accrual_][bookmark: _Toc513720146]How Do I Create Estimated Accrual Credit Card Transactions?
Estimated Accruals are also used to record expenses for goods or services that have been charged but have not been reconciled to a Credit Card Statement. In Pegasys, the Self- Reversing Estimated Accrual (AR) will be used to create the estimated accrual for Credit Card transactions. The AR can either be created directly or by copying forward the credit card log. When using an AR the user must specify when the reversal will occur in the Reversal Options field found on the AR Header page. The system will then automatically reverse the estimated accrual. Failure to reverse the Self-Reversing Accrual (AR) could result in a double accrual recorded against the budget. Please refer to Section 8.2 for detail instruction on how to enter self-reversing estimated accrual for Credit Card Transactions.
[bookmark: 8.1.3_How_Do_I_Create_Estimated_Accruals][bookmark: _Toc513720147]How Do I Create Estimated Accruals for Direct Pay Transactions?
Estimated Accrual functionality can be used to estimate the receipt of goods/services, ordered under Direct Payments (certified invoices). A Self-Reversing Estimated Accrual (AR) should be created when recording expenses for goods/services that have been received but for which the invoice has not been received by the time the expense must be accrued. The AR can only be created directly. The user must specify reversal information in the Reversal Options field found on the Header page of the AR. The system will then automatically reverse the estimated accrual. Failure to reverse the Self-Reversing Accrual (AR) could result in a double accrual recorded against the budget. Please refer to Section 8.2 for detailed instruction on how to enter self-reversing estimated accrual for Direct Pay.
[bookmark: _Ref504570833][bookmark: _Toc513720206]Figure 29: Estimated Accrual Purchasing Chain (3-Way)
[image: ]
[bookmark: _Ref505599960][bookmark: _Ref505600000][bookmark: _Toc513720148]How Can I Create an Estimated Accrual (3-Way)?
The following steps describe how to complete an Estimated Accrual form in Pegasys.
1. Select Transactions - Purchasing - New - Estimated Accrual from the Pegasys menu bar.
The New Estimated Accrual tab will be displayed.
[bookmark: _Ref504570903][bookmark: _Toc513720207]Figure 30: New Estimated Accrual page
[image: ]
Enter AE in the Document Type Code field. Select the Generate button to generate a unique document number in the Document Number field.
In the Security Org field, enter the appropriate Security Org or search for a Security Org by selecting the blue Security Org link.
If left blank, the Security Org will default to the user’s default Security Org (please refer to Purchasing User Guide 1 of 5, Section 3.5).
Select the Copy Document - Copy Forward radio button.
Select the Next button.
The Copy Forward page displays.
[bookmark: _Ref504570947][bookmark: _Toc513720208]Figure 31: Receipt Copy Forward page
[image: ]
In the Document Type field, enter the document type to be copied forward. Enter the appropriate number in the Document Number field. Select the Search button and select the appropriate document.
If document number is unknown or partially known, enter relevant information and select the Search button to search for the number. Please refer to Purchasing User Guide 1 of 5, Section 4.1.2.
If the user would like to select individual accounting lines, select the Choose which lines to copy radio button. Select the Next button.
The Choose Accounting Lines tab will be displayed.
[bookmark: _Toc513720209]Figure 32: Choose Accounting Lines of Copied Forward Document tab
[image: ]
Select to add a checkmark next to the lines that you want copied forward, then select Next.
The Choose Itemized Lines tab will be displayed.
Select the Finish button.
The Header page of the Estimated Accrual form will be displayed.
Because the estimated accrual was copied forward from an order, information such as the Vendor will already exist on the Header page.
[bookmark: _Ref504570915][bookmark: _Toc513720210]Figure 33: Estimated Accrual Header page
[image: ]
In the General group box, enter the name of the person creating the estimated accrual in the Received By field.
NOTE: The Receipt Date, Accounting Period, and Reporting Accounting Period will default to the current date when the form is Verified or Processed.
The Receipt Date is the date the form is created.
Do not use the Accepted Date and Delivery Date fields.
Select the Header Accounting Lines tab.
The Header Accounting Lines page of the Receipt form will be displayed.
NOTE: If this estimated accrual is a partial against the order, select the Header Accounting Lines tab, select the line not received and select the Remove button.
[bookmark: _Ref504571156][bookmark: _Toc513720211]Figure 34: Estimated Accrual Header Accounting Lines page
[image: ]
Select a specific accounting line and select the Header Accounting Line link to view accounting line information.
Because the estimated accrual was copied forward from an order, funding information such as the accounting strip will already exist on the Accounting Lines page.
A line can be copied forward from a document by selecting the Copy Forward button to add a new Header Accounting Line(s). 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.
In the Line Amount group box, enter the estimated amount of the accrual in the Amount field.
NOTE: The Transaction Type will default when the form is Verified or Processed.
Do not use the Accepted Date and Delivery Date fields for each accounting line.
In the Document Reference group box, if this is the FINAL estimated accrual for the order, select the Final check box to fully liquidate the order.
CAUTION: When the user checks the Final Flag, the order will be closed. If the Final Flag has been checked in error and additional receipts are required, the Estimated Accrual must be corrected by un-checking the Final Flag.
In the Description section, enter any descriptive information about this accounting line, if necessary. 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.
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.
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 Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.).
Select the Verify button.
If error messages are returned, review them, make the appropriate changes, and select Verify again.
Select the Submit button.
Pegasys will update the database.
NOTE: The form will not process until all approvals have been placed on the form.
[bookmark: _Toc513720149]How Do I Liquidate an Estimated Accrual (3-Way)?
A receipt (actual receipt document type RK or RW) must be generated in order to liquidate an Estimated Accrual document. The following steps detail the procedures on how to liquidate an estimated accrual.
1. Select Transactions - Purchasing - New - Receipt from the Pegasys menu bar.
The New Receipt tab will be displayed (Figure 19).
Enter the appropriate type of Receipt in the Document Type field. Select the Generate button to generate a unique document number in the Document Number field.
Enter RK to generate a receipt for the Kansas City Finance Center.
Enter RW to generate a receipt for the Fort Worth Finance Center.
In the Security Org field, enter the appropriate Security Org or search for a Security Org by selecting the blue Security Org link.
If left blank, the Security Org will default to the user’s default Security Org (please refer to Purchasing User Guide 1 of 5, Section 3.5).
Select the Copy Document - Copy Forward radio button.
Select the Next button.
In the Document Type field, enter the document type to be copied forward. Enter the appropriate number in the Document Number field. Select the Search button and select the appropriate document.
a. If document number is unknown or partially known, enter relevant information and select the Search button to search for the number. Please refer to Purchasing User Guide 1 of 5, Section 4.1.2.
NOTE: If a receipt needs to be created directly from the order, select the order document from the list instead of the estimated accrual document. The system will insert the order into the Reference Document field on the Accounting Lines of the RK or RW document type.
Select the Choose which lines to copy radio button. Select the Next button.
The Choose Accounting Lines tab will be displayed.
b. Select to add a checkmark next to the lines that you want to be liquidated on the receipt.
The Choose Itemized Lines tab will be displayed.
Select the Finish button.
The Header page of the Receipt form will be displayed (Figure 20).
Because the receipt was copied forward from a non-itemized estimated accrual, information such as the Vendor will already exist on the Header page.
In the General group box, type the name of the person receiving the ordered goods or services in the Received By field.
The Receipt Date, Accounting Period, and Reporting Accounting Period fields will default to the current date when the form is Verified or Processed.
The Receipt Date is the date the form is created, not the date the goods or services were received.
Enter the Accepted Date and Delivery Date.
NOTE: The Accepted and Delivery Date fields are required. Acceptance must occur no later than seven days after receipt unless contract dispute regulations are followed.
The Delivery Date is the date the goods or services were actually received.
Dates entered on the Header page will populate the Accounting Lines page when the form is Verified or Processed.
Select the Header Accounting Lines tab. Select a specific accounting line and select the Header Accounting Lines link to view accounting line information.
The Header Accounting Lines page of the Receipt form will be displayed.
Because the receipt was copied forward from an estimated accrual, funding information such as the accounting strip will already exist on the Accounting Lines page (Figure 21).
Do not use the Accepted Date or Delivery Date fields for each accounting line.
NOTE: The Accepted and Delivery Date fields on the Header page will populate the Accepted and Delivery Date fields on the Accounting Lines page once the form is Verified or Processed.
In the Line Amounts group box, enter the amount of the actual receipt in the Amount field.
In the Document Reference group box, if you do not expect to receive additional goods or services, select the Final check box to fully liquidate the referenced document.
NOTE: The system closes the non-itemized estimated accrual that the RK/RW references for the full amount and closes the order for the RK/RW’s received amount. It returns any remaining money to the order.
Select the Header Accounting Lines link and then select Add to add a second line that directly references the order to account for the additional money not accounted for on the estimated accrual amount.
In the Document Reference group box, enter the appropriate order document type, document number, and line number.
In the Accounting Dimensions group box, select the Default button to populate the Template field with the accounting strip for the referenced document.
NOTE: The Line Amount field is also populated for the full remaining amount of the referenced document line amount.
In the Description section, enter any descriptive information about this accounting line, if necessary. 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.
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.
c. 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 Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.).
Select the Verify button.
d. If error messages are returned, review them, make the appropriate changes, and select Verify again.
Select the Submit button.
Pegasys will update the database.
NOTE: The form will not process until all approvals have been placed on the form.
[bookmark: _Toc513720150]How Can I Create an Estimated Accrual With Itemized Lines (3-Way)?
The following steps describe how to complete an Estimated Accrual form with Itemized lines in Pegasys.
1. Select Transactions - Purchasing - New - Estimated Accrual from the Pegasys menu bar.
The New Estimated Accrual page will be displayed (Figure 30).
Enter AE - Estimated Accrual in the Document Type box.
Select the Generate button to generate a unique document number in the Document Number field.
Select the appropriate Security Org from the drop-down list box.
If left blank the Security Org will default to the user’s default Security Org (please refer to Purchasing User Guide 1 of 5, Section 3.5).
Select the Copy Forward radio button.
In the Document Type field, enter the appropriate itemized order document type.
In the Document Number field, type the document number to copy forward.
If document number is unknown, right-select Search for the number. Please refer to Purchasing User Guide 1 of 5, Section 4.1.2.
If the user would like to select individual accounting lines:
a. Select the Choose which lines to copy radio button. Select the Next button.
The Choose Accounting Lines tab will be displayed.
b. Select to add a checkmark next to the lines that you want to be liquidated on the receipt.
c. The Choose Itemized Lines tab will be displayed.
Select the Finish button.
The Header page of the Itemized Estimated Accrual form will be displayed (Figure 33).
Because the itemized estimated accrual was copied forward from an itemized order, information such as the Vendor will already exist on the Header page.
In the General group box, enter the name of the person creating the itemized estimated accrual form in the Received By field.
NOTE: The Receipt Date, Accounting Period, and Reporting Accounting Period will default to the current date when the form is Verified or Processed.
The Receipt Date is the date the form is created.
Do not use the Accepted Date and Delivery Date fields.
Select the Header Accounting Lines tab. Itemized forms will accept funds at the document level and the itemized line level.
The Header Accounting Lines page will be displayed.
To add a new line, select the Add button. The Header Accounting Line page displays.
d. To copy a line, select the appropriate line, select the Copy button, select the newly created line from the Header Accounting Lines list and select to the Header Accounting Line hyperlink to make any needed changes.
e. To delete a line, select the appropriate line and select the Remove button.
f. To modify an existing line, select the appropriate line, select the Header Accounting Line hyperlink to open the Header Accounting Line page and make any/all changes.
g. Select the Copy Forward button to add a new Header Accounting Line(s) copying forward from a document. 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.
In the Document Reference group box, check the Final check box to fully liquidate the referenced purchase order, if this is the final receipt for the itemized purchase order.
Select the Itemized Lines tab. The Itemized Lines page displays.
[bookmark: _Toc513720212]Figure 35: Estimated Accrual Itemized Lines page
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To add a new line, select the Add button. The Header Accounting Line page displays.
To copy a line, select the appropriate line, select the Copy button, select the newly created line from the Itemized Lines list and select the Itemized Line hyperlink to make any needed changes.
To delete a line, select the appropriate line and select the Remove button.
To modify an existing line, select the appropriate line, select the Itemized Line hyperlink to open the Itemized Line page and make any/all changes.
Select the Copy Forward button to add a new Itemized Line(s) copying forward from a document. 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.
Because the itemized estimated accrual was copied forward from an itemized order, funding information such as the accounting strip will already exist under the Funding button on the Itemized Lines page.
On the Itemized Lines page in the General group box, enter the received, inspected, and accepted quantities of the itemized estimated accrual in the Received, Inspected, and Accepted fields. Also enter the unit price for the Accepted Quantity.
NOTE: The corresponding Unit Price, Unit, and Line Amount fields are populated for the above fields.
Select the Prorate button to distribute the amount proportionally across each sub-line.
In the Document Reference section, if this is the FINAL itemized estimated accrual for the itemized order, select the Final check box to fully liquidate the referenced document.
CAUTION: Once a user selects the Final check box, the system closes the order for the full amount. The user cannot create a new itemized estimated accrual or actual receipt against the itemized order because it is closed.
Use the Description fields to enter descriptive information.
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.
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.
To add a new line, select the Add button and follow the instructions above on how to enter a header accounting line or itemized line. To delete a line, select the line and select the Remove button. (Refer to Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.).
Select the Verify button.
Any errors will be displayed. Review the error message and correct the form.
Select the Submit button.
Pegasys will update the database.
[bookmark: _Toc513720151]How Do I Liquidate an Itemized Estimated Accrual (3-Way)?
An itemized receipt (actual receipt document type RK or RW) must be generated in order to liquidate an Estimated Accrual document. The following steps detail the procedures to liquidate an itemized estimated accrual.
1. Select Transactions - Purchasing - New Receipt from the menu bar.
The New Receipt page will be displayed (Figure 19).
Enter the appropriate document type for the receipt in the Document Type box.
Enter RK to generate an itemized receipt for the Kansas City Finance Center.
Enter RW to generate an itemized receipt for the Fort Worth Finance Center.
Select the Generate button to generate a unique document number in the Document Number field.
Select the Copy Forward radio button.
Select the Generate button to generate a unique document number in the Document Number field.
Select the Copy Forward radio button.
Select the Next button.
The Copy Forward page displays (Figure 31).
In the Document Type field, enter the appropriate itemized order document type.
In the Document Number field, enter the document number to copy forward.
NOTE: If document number is unknown, right-select, Search for the number. Please refer to Purchasing User Guide 1 of 5, Section 4.1.2.
The Processed radio button will be selected in the Document Criteria group box.
Select the Search button.
Select the appropriate document from the generated list.
Select the Finish button.
The Header page of the Itemized Receipt form will be displayed if there are no estimated accruals with itemized lines (AE’s) associated with an order with itemized lines.
In the General group box, enter the name of the person creating the itemized receipt form in the Received By field.
NOTE: The Receipt Date, Accounting Period, and Reporting Accounting Period fields will default to the current date when the form is Verified or Processed.
The Receipt Date is the date the form is created, not the date the goods or services were received.
Enter the Accepted Date and Delivery Date.
NOTE: The Accepted and Delivery Date fields are required. Acceptance must occur no later than seven days after receipt unless contract dispute regulations are followed.
The Delivery Date is the date the goods or services were actually received.
Dates entered on the Header page will populate the Itemized Lines page when the form is Verified or Processed.
Select the Itemized Lines tab.
The Itemized Lines page displays.
Because the itemized receipt was copied forward from an itemized estimated accrual, funding information such as the accounting strip will already exist on the Itemized Lines page under the Funding button.
To open an existing line, select the appropriate line and select the Itemized Line hyperlink.
a. To delete a line, select the appropriate line and select the Remove button.
b. To copy a line, select the appropriate line, select the Copy button, select the new line and select the Itemized Line hyperlink to make any needed changes.
c. To modify an existing line, select the appropriate line, select the Itemized Line hyperlink to open the line and make any needed changes.
d. Select the Copy Forward button to add a new Itemized Line(s) copying forward from a document. 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.
In the Line Amounts group box, enter the actual amount received, inspected, accepted, or rejected if different from estimated amounts.
NOTE: If the itemized receipt is greater than the estimated accrual, the estimated accrual is closed for its actual amount, and the order will be closed for the additional amount. This will be accomplished by manually referencing the itemized order on a separate line on the receipt for the additional amount.
Select the Prorate button to distribute the amount proportionally across each sub-line.
If the amount received is less the estimated amount and you do not expect to receive additional goods or services, check the Final check box to fully liquidate the referenced document in the Document Reference group box.
The remaining amount will be put back into the order document.
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.
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 Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.).
Select the Verify button.
Any errors will be displayed. Review the error message and correct the form.
Select the Submit button.
Pegasys will update the database.
[bookmark: _Toc513720152]How Do I Correct a Processed Non-Itemized or Itemized Estimated Accrual?
Occasionally, there may be a need to correct a processed estimated accrual. Please refer to Purchasing User Guide 1 of 5, Section 4.2, for details on correcting a document.
[bookmark: _Ref505600085][bookmark: _Ref505600106][bookmark: _Toc513720153]What Is a Self-Reversing Estimated Accrual (2-Way/Order-Invoice)?
GSA will use the self-reversing estimated accrual (2-way) form to accurately track spending for prepaid training orders, inter-agency orders, and credit card purchases that hit expense-based budgets (e.g., 255X, 455X). Since obligations do not affect expense-based budgets and invoices have no accounting impact in Pegasys, expense-based budgets do not reflect 2-way automated match (Order/Invoice) spending until Pegasys has matched and paid the invoice. The self-reversing estimated accrual documents (AR document type) will be created by copying forward the prepaid training or inter-agency order or the credit card log document.
Once created, the user must specify reversal information in the Reversal Options fields on the Header page of the form. The system will then automatically reverse the estimated accruals that have Reversal Options specified, regardless if that is prior to or after the invoice is entered. Once the estimated accrual form is processed, the user can view the estimated accrual document in Review Status and confirm that the system has automatically reversed the estimated accrual transaction. On the Header page the system displays that the document has been reversed and it shows in which accounting period the reversal occurred.
NOTE: Failure to reverse the self-reversing accrual (AR) could result in a double accrual recorded against the expense-based budget.
[bookmark: 8.2.1_How_Do_I_Create_a_Self-Reversing_E][bookmark: _Toc513720154]How Do I Create a Self-Reversing Estimated Accrual (2-Way/Order- Invoice)?
The following steps describe how to complete a Self-Reversing Estimated Accrual form in Pegasys.
1. Select Applications - Purchasing - New - Estimated Accrual from the Pegasys menu bar.
The New Estimated Accrual page will be displayed (Error! Reference source not found.).
Enter AR - Self Reversing Estimated Accrual in the Document Type box.
Select the Generate button to generate a unique document number in the Document Number field.
Enter the appropriate Security Org.
If left blank the Security Org will default to the user’s default Security Org (please refer to Purchasing User Guide 1 of 5, Section 3.5).
Select the Copy Forward radio button.
Select the Next button.
The Copy Forward page displays.
[bookmark: _Toc513720213]Figure 36: Estimated Accrual Copy Forward page
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In the Document Type field enter the appropriate non- itemized inter-agency or prepaid training order or credit card log document type.
In the Document Number field, type the document number to copy forward.
If document number is unknown, right-select Search for the number. Please refer to Purchasing User Guide 1 of 5, Section 4.1.2.
The Processed radio button will default in the Document Criteria group box.
Select the Search button.
Select the appropriate document from the generated list.
Select the Finish button.
The Header page of the Self-Reversing Estimated Accrual form will be displayed (Figure 33).
Because the self-reversing estimated accrual was copied forward from an inter-agency or prepaid training order or credit card log, information such as the Vendor will already exist on the Header page.
In the General group box, complete the Received By field by entering the name of the person creating the self-reversing estimated accrual form.
NOTE: The Receipt Date, Accounting Period, and Reporting Accounting Period will default to the current date when the form is Verified or Processed.
The Receipt Date is the date the form is created.
Do not use the Accepted Date and Delivery Date fields.
Check the Automatic Reversal check box.
Enter or select on the Reversal Accounting Period link to choose the Previous, Current, or Next accounting period in which the accrual should be reversed. Or enter the number of accounting periods after the accrual should be reversed in the Reverse After Period field.
[bookmark: _Toc513720214]Figure 37: Automatic Reversal box
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Select the appropriate Header Accounting Line and select the Header Accounting Line hyperlink.
The Header Accounting Line page displays.
Because the self-reversing estimated accrual was copied forward from an inter-agency or prepaid training order or credit card log, funding information such as the accounting strip will already exist on the Header Accounting Line page.
In the Line Amounts group box, enter the estimated amount of the accrual in the Amount field.
NOTE: The Transaction Type will default when the form is Verified or Processed.
To return to the Header Accounting Lines page select the Header Accounting Lines hyperlink. Repeat steps 14-16 as needed.
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.
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 Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.)
Select the Verify button.
Any errors will be displayed. Review the error message and correct the form.
Select the Submit button.
Pegasys will update the database.
[bookmark: _Toc513720155]What Is an Estimated Accrual (No-Way/Intra-Agency)?
GSA will use the estimated accrual (No-Way) form to accurately track spending for intra-agency orders. The estimated accrual document (AN document type) will be created by copying forward the intra-agency order (IX document type). Users should not create more than one estimated accrual for the same order. Please refer to Section 8.3.1 for step-by-step instructions on creating an Estimated Accrual (No-Way) in Pegasys.
[bookmark: 8.3.1_How_Do_I_Create_an_Estimated_Accru][bookmark: _Ref505600196][bookmark: _Ref505600206][bookmark: _Toc513720156]How Do I Create an Estimated Accrual (No-Way)?
The following steps describe how to complete an Estimated Accrual No-Way form in Pegasys.
1. Select Transactions - Purchasing - New - Estimated Accrual from the Pegasys menu bar.
The New Estimated Accrual page will be displayed.
Enter AN - Estimated Accrual No-Way in the Document Type box.
Select the Generate button to generate a unique document number in the Document Number field.
Enter the appropriate Security Org.
If left blank the Security Org will default to the user’s default Security Org (please refer to Purchasing User Guide 1 of 5, Section 3.5).
Select the Copy Forward radio button.
Select the Next button.
The Copy Forward page displays.
In the Document Type field, enter IX - Non-Itemized Intra- agency order.
In the Document Number field, type the document number to copy forward.
If document number is unknown, please refer to Purchasing User Guide 1 of 5, Section 4.1.2.
Select the Search button.
Select the appropriate document from the generated list.
Select the Finish button.
The Header page of the Estimated Accrual No-Way form will appear.
Because the estimated accrual No-Way was copied forward from a non-itemized intra-agency purchase order (IX document), information such as the Vendor will already exist on the Header page.
In the General group box, complete the Received By field by entering the name of the person creating the estimated accrual No-Way form.
NOTE: The Receipt Date, Accounting Period, and Reporting Accounting Period will default to the current date when the form is Verified or Processed.
The Receipt Date is the date the form is created.
Do not use the Accepted Date and Delivery Date fields.
Select the Header Accounting Lines tab.
Select the appropriate line and select the Header Accounting Line hyperlink.
The Header Accounting Line page displays.
Because the estimated accrual No-Way was copied forward from the non-itemized intra-agency order (IX document), funding information such as the accounting strip will already exist on the Accounting Lines page.
In the Line Amounts group box, enter the estimated amount of the accrual in the Amount field.
To return to the Header Accounting Line page, select the Header Accounting Lines hyperlink.
To add additional accounting lines, repeat steps 15-18 as needed.
A line may be copied forward from another document by selecting the Copy Forward button to add a new Header Accounting Line(s). 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.
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.
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 Purchasing User Guide 1 of 5, Section 2.3.3, for more information about the Summary tab.).
Select the Verify button.
Any errors will be displayed. Review the error message and correct the form.
Select the Submit button.
Pegasys will update the database.
[bookmark: _Toc513720157]Recurring Profiles
The Recurring Profiles functionality uses templates to system generate Pegasys forms that recur for a specific period of time. For example, at the beginning of the year, a user can create an order to establish an obligation for the whole year. If the accruals against that obligation recur throughout the year, then a recurring profile template can be completed and the off-line process would create and generate the recurring estimated accruals. Thus, the user would not have to manually create estimated accruals each month, quarter, etc.
To create a Recurring Profile in Pegasys, users complete a template that identifies information such as the start and end date of the profile, how often the profile is to be generated, and the type of document to be generated. Additionally, users will identify if the recurring amount of the profile should be a fixed or a variable amount. If the profile uses a fixed amount, each recurring document will have the same dollar amount. If the profile uses a variable amount, users can enter varying amounts for each recurring document. Refer to Section 9.6.1 for a detailed description of all fields on the Recurring Profile Maintenance table.
While users can create recurring templates for actual receipts, in most cases GSA will create recurring templates for estimated accruals. Estimated accruals are commonly used when there is a requirement to estimate accrued costs for end of month/accounting period reconcilement. The appropriate Regional Finance Center should be consulted prior to establishing “actual” recurring receipts in Pegasys. The document type for estimated accruals is AE. This document type will record the expense in the proper month but will not be the basis for payment. When actual receipt amounts are known, a receipt document will be entered.
Once an estimated accrual document is processed in Pegasys, it will liquidate the order that it references for the amount of the estimated accrual. When the receipt document is processed to record the actual accrual, the receipt document will liquidate the estimated accrual that it references for the amount of the actual accrual. If the actual accrual amount is less than the estimated accrual amount, the excess amount is returned to the purchase order providing the Final check box on the receipt document is checked. For example, in Figure 38, the purchase order was initially $1000. The $90 receipt has a final reference to the $100 estimated accrual. The receipt will fully liquidate the estimated accrual and the open balance of the order will increase from $900 (the amount of the order after the AE is processed) to $910 (the amount of the order after the actual accrual/receipt is processed).
[bookmark: _Ref504570988][bookmark: _Toc513720215]Figure 38: Estimated Accrual Overage and Actual Accrual Purchasing Chain
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On the other hand, if the actual accrual amount exceeds the estimated accrual amount, the estimated accrual document must be increased to match the actual accrual amount before the receipt document can be processed. For example, in Figure 39, the AE is increased to $110 to match the actual amount. As a result, the outstanding amount of the order is decreased to $890 (the amount of the order after the AE is modified).
[bookmark: _Ref504571020][bookmark: _Toc513720216]Figure 39: Estimated Accrual Under Estimate and Actual Accrual Purchasing Chain
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[bookmark: _Ref505600523][bookmark: _Toc513720158]How Do I Create A Fixed Amount Recurring Estimated Accrual Profile?
The following steps detail the procedures for creating a recurring estimated accrual profile with a fixed amount.
1. Select Transactions - Purchasing - Review from the menu bar.
The Review page will be displayed.
[bookmark: _Toc513720217]Figure 40: Review page
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Enter the document type of the Order document you wish to create the recurring estimated accrual for in the Document Type field.
Enter the Order’s document number in the Document Number field. If the document number is unknown, fill out the appropriate fields in the Search Criteria box.
Select the Search button.
The forms matching the search criteria will be displayed.
Highlight the desired form and select View.
The document Header will be opened for review.
Review the Line Amounts (on the Header Accounting Lines or Itemized Lines as appropriate) to ensure that the total estimated accrual amount does not exceed the Outstanding amount of the order.
NOTE: The Outstanding amount identifies the amount of the order that has not been liquidated.
On the document’s Header page select the Make Recurring button.
The Recurring Profile page will be displayed.
In the General group box, enter the Pegasys document number of the order in the Code field.
NOTE: The code number cannot exceed 10 characters in length.
Enter the vendor’s name in the Name field.
The Status field defaults to Active.
NOTE: The off-line process will not pick up the profile if not active.
Enter GSA in the Security Org field.
Enter the date the profile should begin and end in the Start Date and End Date fields of the Effective Dates group box.
NOTE: The From date cannot exceed the To date. The date range should fall within a time frame that satisfies the budget fiscal year requirement of the accounting strip that is referenced by the AE. For example, From 01/31/08 to 03/31/09.
In the Frequency group box, select how often the profile should generate an estimated accrual within the Effective Date range from the Frequency drop-down list box.
NOTE: The frequency option of “Monthly” should generally be selected. Also, the Frequency Interval field is only completed if Every X Days, Every X Weeks, or Every X Months is selected from the Frequency drop-down list box.
In the Date Adjustment drop down, select the Move To Next Business Day option, or the Move To Previous Business Day option to prevent the profile from generating on a weekend or holiday.
NOTE: If Neither is selected, Pegasys will not prevent the expected date of the profile from falling on a weekend or holiday.
In the Transaction Details group box, enter AE in the Document Type field to generate an estimated accrual.
NOTE: Since the Make Recurring button was selected on the Header page of the order, the Copy Forward check box defaults to checked. Additionally, Pegasys displays the document type and document number of the purchase order that the estimated accrual is to reference in the Reference group box.
Do not check the Allow Variable Amounts check box when the recurring estimated accrual amount is fixed.
Enter the vendor’s name, the fiscal year, and a description of the services or goods in the Description box. The text field in the Description box is limited to 255 characters.
Example: Occupational Training Center FY2004 Order Clerks.
Select the Save button to save the profile to the Recurring Profile Maintenance table.
[bookmark: _Toc513720159]How Do I Create a Variable Amount Recurring Estimated Accrual Profile?
The following steps detail the procedures for creating a recurring estimated accrual profile with a variable amount.
1. Complete Steps 1-16 in Section 9.1 for creating a Fixed Amount Recurring Estimated Accrual Profile.
The Recurring Profile window will be displayed.
Check the Allow Variable Amounts check box.
Select the Save button to save the profile to the Recurring Profile Maintenance table.
[bookmark: _Ref505600549][bookmark: _Ref505600624][bookmark: _Toc513720160]How Can I Query Recurring Profiles?
Once a profile is established, users can access the Recurring Profile Query to view the documents generated to date through the off-line process. The off-line process for recurring profiles will run on the 15th and 25th of each month. Users should perform a Recurring Profile Query on the 16th and 26th of each month to determine if their recurring document was rejected or processed. Once the query is completed users can select the desired profile and view all information that relates to the profile, including all parameters used to define the profile. Refer to Figure 41: Recurring Profile Query Detail page for a detailed description of all fields on the Recurring Profile Review window. In addition to the information stored in the Recurring Profile Maintenance table, the query also displays the following information:
Dollar amount of the profile generated to date,
Dollar amount of the profile processed to date,
Number of forms generated to date,
Number of forms processed to date, and
Originator of the profile and the last person that modified the profile.
If the query indicated that the estimated accrual rejected, the user would need to manually correct and process the rejected estimated accrual.
[bookmark: _Ref506971575][bookmark: _Ref506971579][bookmark: _Toc513720161]How Can I Query a Recurring Profile?
1. Select Queries - Document - Recurring Profile Query from the menu bar.
The Recurring Profile Query page will be displayed.
Select the desired Recurring Profile.
Select the Details button.
The Recurring Profile Query Detail page will be displayed for the selected profile.
[bookmark: _Ref504571064][bookmark: _Ref504571083][bookmark: _Toc513720218]Figure 41: Recurring Profile Query Detail page
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Select the Open Document List tab.
The Open Document List page will be displayed.
[bookmark: _Toc513720219]Figure 42: Open Document List page
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Select the appropriate document to review from the Open Documents list page.
Select the Recurring Profile Documents link to review selected document.
The Recurring Profile Documents page will be displayed.
Select the View Document button.
The Header page of the document will be displayed.
Selecting the Close Window link will return you to the Recurring Profile Query page.
[bookmark: _Toc513720162]How Do I Work With Recurring Profiles?
Occasionally, the forms generated by the Recurring Profile, the documents that reference a Recurring Profile, and the Recurring Profile itself may need to be modified. This section provides step-by-step procedures on how to make changes to Recurring Profiles and the documents that the profile may reference.
[bookmark: 9.4.1_How_Do_I_Amend_A_Referenced_Purcha][bookmark: _bookmark71][bookmark: _Ref511828212][bookmark: _Toc513720163]How Do I Amend A Referenced Purchase Order?
The following steps detail the procedures on how to amend and add additional funding to a closed order.
1. Select Transactions - Purchasing - Amend - Order from the menu bar.
NOTE: The New Amendment page will be displayed.
Enter the document type of the closed document in the Document Type box.
Enter the document number of the closed document in the Document Number field.
Enter a number for the amendment in the Amendment Number field.
NOTE: Amendments to Pegasys purchasing documents will follow your current amendment naming conventions.
[bookmark: _Toc513720220]Figure 43: New Amendment page
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Select the OK button.
The Header page of the selected document will be displayed.
[bookmark: _Toc513720221]Figure 44: Amend Order Header page
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Select the Header Accounting Lines tab.
The Header Accounting Lines page will be displayed.
[bookmark: _Toc513720222]Figure 45: Header Accounting Lines page
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Select the Header Accounting Line you wish to change.
NOTE: The information associated with the selected minor tab will be displayed.
Select the Header Accounting Line link.
The Header Accounting Line page will display.
In the Line Amounts group box, enter the increase or decrease amount for the selected accounting line in the Ordered Change Amount field.
NOTE: Place a minus sign in front of the amount in the Changes field to reduce total amount.
Repeat Steps 6-10 for each additional Accounting Line.
Select the Header tab.
In the Amendment Information group box, enter a Justification.
Select the Verify button.
NOTE: Any errors will be displayed. Review the error message and correct the form. Users will receive an error message indicating that form must be approved.
Select the Submit button. The form will be routed to the appropriate official for approval.
[bookmark: _Ref505603493][bookmark: _Ref505603542][bookmark: _Ref505603555][bookmark: _Ref505603814][bookmark: _Ref505603817][bookmark: _Toc513720164]How Can I Correct Rejected Recurring Estimated Accrual Forms?
Users must first perform a query on their profiles to determine if they have a rejected form as a result of an error with their profile. Refer to Section 9.3 for step-by-step procedures.
NOTE: If the form is rejected due to an error on the document the form is referencing, the referenced document must be corrected first.
The following steps detail the procedures on how to correct a rejected recurring form.
1. Perform a Recurring Profile Query to identify the document number of the rejected estimated accrual.
NOTE: The document number of the form created by the off-line process is listed in the Recurring Profile Query under the Open Document List button. The status of the form can only be viewed if the Open Document List button is enabled.
Refer to Section 9.3 for step-by-step procedures. Make note of the document number you wish to correct.
Select Transactions - Purchasing - Correct from the menu bar.
The Correct page will be displayed.
[bookmark: _Ref504571140][bookmark: _Toc513720223]Figure 46: Correct page
[image: ]
Enter the document type of the rejected form in the Document Type box.
Enter the document number of the rejected form created by the off-line process in the Document Number field or if the document number is known proceed to Step 5.
Select the appropriate document from the generated list.
Select the Correct button.
The Header page of the Estimated Accrual form will be displayed.
[bookmark: _Toc513720224]Figure 47: Header page
[image: ]
Make any necessary corrections and select the Verify button to review errors that need to be corrected. Contact your servicing Finance Center if assistance is needed to correct the errors incurred.
Problems Dialog boxes with a description of each error will be displayed.
Correct any additional errors that are returned.
Select the Submit button. The form will be routed to the appropriate official for approval.
Pegasys will update the database.
[bookmark: _Ref505600765][bookmark: _Ref505600782][bookmark: _Toc513720165]How Can I Correct A Processed Estimated Accrual?
Occasionally, there may be a need to correct a processed estimated accrual. For example, if the receipt amount exceeds the estimated accrual amount, the estimated accrual document must be corrected before the receipt document can be processed. That is, the AE must be corrected before the RK or RW can be processed. The following steps detail the procedures on how to correct an estimated accrual document.
1. Perform a Recurring Profile Query to identify the document number of the estimated accrual to be corrected.
NOTE: Refer to Section 9.3 for step-by-step procedures. Make note of document number to correct.
Select Transactions - Purchasing - Correct from the menu bar.
The Correct page will be displayed (Figure 46).
Enter AE in the Document Type box.
Enter the document number of the estimated accrual to be corrected in the Document Number field.
Check the Processed check box in the Document Status group box.
Select the appropriate document from the generated list and select the Correct button.
Select the Header Accounting Lines tab.
The Header Accounting Lines page of the Estimated Accrual document will be displayed (Figure 34).
Select the appropriate line.
Select the Select the Header Accounting Line link.
In the Line Amounts group box, enter the new amount for the estimated accrual in the Amount field.
Select the Verify button.
Any errors will be displayed. Review the error message and correct the form.
Select the Submit button. The form will be routed to the appropriate official for approval.
[bookmark: _Ref505603617][bookmark: _Ref505603640][bookmark: _Toc513720166]How Can I Modify A Recurring Profile?
The following steps detail the procedures on how to modify a Recurring Profile.
1. Select Reference - Document - Recurring Profile from the menu bar.
The Search-Recurring Profile page will be displayed.
[bookmark: _Toc513720225]Figure 48: Search-Recurring Profile page
[image: ]
Enter the appropriate Search Criteria.
Select the Search button.
Select the Recurring Profile to modify.
Select the Open button.
The Recurring Profile page will display.
[bookmark: _Toc513720226]Figure 49: Recurring Profile page
[image: ]
Enter the desired changes on the profile.
In the Transaction Details group box, enter the desired amount for the Periodic Amount.
Select the Save button at the bottom.
[bookmark: _Toc513720167]How Can I Liquidate An Estimated Accrual?
When a receipt document is processed to record the delivery of goods and services, the receipt will liquidate the Estimated Accrual that it references for the amount of the receipt. Pegasys offers two methods on how to liquidate Estimate Accruals.
Method 1 - Employs Pegasys Copy Forward functionality, and provides the user with the option to select an Estimated Accrual or Purchase Order from a document select list.
Method 2 - Employs Pegasys Copy Forward functionality. However, the user must provide the system with the Estimated Accrual document type and number that the receipt will reference.
The user may use either method to liquidate an Estimated Accrual. The following steps detail the procedures on how to liquidate an estimated accrual using both methods.
Method 1
1. Select Transactions - Purchasing - New - Receipt from the menu bar.
The New Receipt page will be displayed (Figure 19).
Enter a document type for the receipt in the Document Type box.
Enter RK to generate a receipt for the Kansas City Finance Center.
Enter RW to generate a receipt for the Fort Worth Finance Center.
Select the Generate button to generate a unique document number.
The Copy Forward radio button will be selected.
Select the appropriate security organization in the Security Org field.
NOTE: When creating a form that must be viewed, approved, or processed by another Service, the user must select GSA as the Security Organization.
If left blank, the Security Org will default to the user’s default Security Org.
Select the Next button.
The Copy Forward page will display.
In the Document Type field enter the appropriate order document type.
Type the order document number to copy forward in the Document Number field.
Select the Search button.
Select the estimated accrual document to reference.
Select the Finish button.
(Optional) The user may select the Choose which lines to copy button and to copy forward selected lines of the document. Enter the document information and select the desired lines, then select Finish.
The Header page of the Receipt form will be displayed (Figure 20).
Because the receipt was copied forward from an estimated accrual, information such as the Pegasys Document Number of the order (Profile Code), Vendor, and Customer Account will already exist on the Header page.
In the General group box, complete the Received By field by entering the name of the person creating the receipt.
NOTE: The name of the person who created the estimated accrual will populate this field.
The Receipt Date, Accounting Period, and Reporting Accounting Period fields will default to the current date when the form is verified or processed.
The Receipt Date is the date the form is created, not the date the goods or services were received.
The Pegasys Document Number of the order (Profile Code) will be copied forward from the estimated accrual and will populate the Title field.
Enter the Invoice Number in the Invoice # field.
NOTE: Use of the correct invoice number is critical. If the invoice number is known, it may be entered here; otherwise, leave this field blank. An invalid invoice number will delay payment.
Enter the Accepted Date and Delivery Date.
NOTE: The Accepted and Delivery Date fields are required. Acceptance must occur no later than seven days after receipt unless contract dispute regulations are followed.
The Delivery Date is the date the goods or services were actually received.
Select the Header Accounting Lines tab (Figure 21).
Because the receipt was copied forward from an Estimated Accrual, funding information such as the accounting strip will already exist on the Header Accounting Lines page.
Select the appropriate line and select the Header Accounting Line link.
The Header Accounting Line page will display.
In the Line Amounts group box, enter the amount of the receipt in the Amount field if different from estimated accrual amount.
If the receipt amount is more than the estimated accrual amount that was copied forward, the estimated accrual amount must be corrected first.
NOTE: Refer to Section 9.4.3.
If the amount received is less the estimated amount and you do not expect to receive additional goods or services, check the Final check box to fully liquidate the referenced document.
The remaining amount will be put back into the Order document.
If the amount received is less the estimated amount and you do not expect to receive additional goods or services, check the Final check box to fully liquidate the referenced document in Document Reference group box.
The remaining amount will be put back into the Order document.
In the Description field enter any descriptive information about the selected accounting line, if necessary.
Extended description text field allows for a maximum disk space of 60K (whereas regular description fields hold 255 characters), but printing of the extended description field on forms or reports will be determined by the room available on the form or report.
Select the Verify button.
Any errors will be displayed. Review the error message and correct the form.
Select the Submit button.
Pegasys will update the database.
Method 2
1. Select Transactions - Purchasing - New - Receipt from the menu bar.
The New Receipt page will be displayed (Figure 19).
Enter a document type for the receipt in the Document Type drop-down list box.
a. Enter RK to generate a receipt for the Kansas City Finance Center.
b. Enter RW to generate a receipt for the Fort Worth Finance Center.
Select the Generate button to generate a unique document number.
The Copy Forward radio button is selected.
Enter the appropriate security organization in the Security Org field.
NOTE: When creating a form that must be viewed, approved, or processed by another Service, the user must select GSA as the Security Organization.
c. If left blank, the Security Org will default to the user’s default Security Org.
Select the Next button.
The Copy Forward page will display.
In the Document Type field, enter AE (Estimated Accrual). Type the estimated accrual number to copy forward in the Document Number field.
d. (optional) The user may select the Choose which lines to copy button and to copy forward selected lines of the document. Enter the document information and select the desired lines.
e. NOTE: If document number is unknown, select the Document
Select the Finish button.
The Header page of the Receipt form will be displayed (Figure 20).
Because the receipt was copied forward from an Estimated Accrual, information such as the Pegasys Document Number of the order (Profile Code), Vendor, and Customer Account will already exist on the Header page.
In the General group box, complete the Received By field by entering the name of the person creating the receipt.
NOTE: The name of the person who created the estimated accrual will populate this field.
The Receipt Date, Accounting Period, and Reporting Accounting Period fields will default to the current date when the form is Verified or Processed.
The Receipt Date is the date the form is created, not the date the goods or services were received.
The Pegasys Document Number of the order (Profile Code), will be copied forward from the estimated accrual and will populate the Title field.
Enter the Invoice Number in the Invoice #field.
NOTE: Use of the correct invoice number is critical. If the invoice number is known, it may be entered here; otherwise, leave this field blank. An invalid invoice number will delay payment.
Enter the Accepted Date and Delivery Date.
NOTE: The Accepted and Delivery Date fields are required. Acceptance must occur no later than seven days after receipt unless contract dispute regulations are followed.
The Delivery Date is the date the goods or services were actually received.
Select the Header Accounting Lines tab (Figure 21).
Because the receipt was copied forward from an Estimated Accrual, funding information such as the accounting strip will already exist on the Header Accounting Lines page.
Select the appropriate line and select the Header Accounting Line link.
The Header Accounting Line page displays.
If the receipt amount is more than the estimated accrual amount that was copied forward, the estimated accrual amount must be corrected first.
NOTE: Refer to How Can I Correct A Processed Estimated Accrual?
In the Document Reference group box, check the Final check box to fully liquidate the referenced document, if the amount received is less the estimated amount and you do not expect to receive additional goods or services,
The remaining amount will be put back into the Order document.
In the Description field enter any descriptive information about the selected accounting line, if necessary.
f. Extended description text field allows for a maximum disk space of 60K (whereas regular description fields hold 255 characters), but printing of the extended description field on forms or reports will be determined by the room available on the form or report.
Select the Verify button.
Any errors will be displayed. Review the error message and correct the form.
Select the Submit button.
Pegasys will update the database.
[bookmark: _Toc513720168]How Do I Resolve Recurring Profile Errors?
For many Recurring Profiles, especially copy-forward profiles, errors do not become apparent until they reach the stage of the Recurring Profiles off-line process. The off-line process will run on the 15th and 25th of every month, with the exception of holidays by the GSA Operations Team in Central Office. This process creates PROCESSED documents for all profiles that do not contain errors and creates REJECTED forms for all profiles with errors. Users must query Pegasys on the 16th and 26th to determine if their Profiles had any errors and must manually correct rejected forms by using the Correct Form/Document functionality. The Recurring Profile Query allows users to determine whether a profile used to generate a document has been processed or rejected.
[bookmark: 9.5.1_What_Are_the_Common_Errors_for_Rec][bookmark: _bookmark75][bookmark: _Ref505601243][bookmark: _Ref505601292][bookmark: _Toc513720169]What Are the Common Errors for Recurring Profiles?
Recurring Profiles follow the same rules and procedures that govern the creation of non- recurring Pegasys documents. For example, non-recurring as well as recurring estimated accruals must reference a processed Purchase Order and the estimated accrual amount cannot exceed the order amount. Additionally, Pegasys conducts the same edit checks and applies the same tolerances to both non-recurring and recurring documents. Therefore, users will encounter the same errors when working with both non-recurring and recurring documents. Table 1 identifies errors that are common to Recurring Profiles.
[bookmark: _Ref502148263][bookmark: _Toc513720227]Table 1: Common Errors
	Error
	Explanation
	Applies To

	The document cannot be copied forward because it is closed.
	The document that the profile references has been fully liquidated.
See Section 9.5.2.1: How Can I Correct A Recurring Profile Document With The Message: The Document Cannot Be Copied Forward Because It Is Closed? for more information.
	Copy Forward Profiles

	The document exceeds the tolerance amounts for one or more of its lines.
	The line amount on a recurring profile document cannot exceed the amount on the referenced accounting line. For example, if a user enters in a recurring amount on Line 1 of an estimated accrual that exceeds the open amount of Line 1 on the referenced order, the form will be rejected and not allowed to process. Pegasys restricts users from accruing more than what was obligated for each individual accounting line.
See Section 9.5.2.2: How Can I Correct A Recurring Profile Document With The Message: The Document Exceeds The Tolerance Amounts For One Or More Of Its Lines? for more information.
	Copy Forward Profiles

	The document type does not allow zero dollar values.
	A recurring amount has not been entered for the profile.
See Section 9.5.2.3: How Can I Correct A Recurring Profile Document With The Message: Document Type Does Not Allow Zero Dollar Values? for more information.
	All profiles

	The specified or derived accounting period is closed.
	The document date falls in a closed accounting period.
See Section 9.5.2.4: How Can I Correct A Recurring Profile Document With The Message: The Specified Or Derived Accounting Period Is Closed? for more information.
	All profiles

	The start date is greater than the end date.
	The From date on the Recurring Profile is greater than the To date on the Recurring Profile.
See Section 9.5.2.5: How Can I Correct A Recurring Profile Document With The Message: Start Date Is Greater Than The End Date? for more information.
	All profiles


[bookmark: _Toc513720170]How Can I Resolve Errors?
To resolve an error that is a result of the Recurring Profiles off-line process, users must first change the actual document created by the Recurring Profile and the document that Recurring Profile references. The user would then change the Recurring Profile Maintenance table if necessary. Changes made to the Recurring Profiles Maintenance table will only affect future off-line process runs. The following sections provide step-by-step procedures on how to resolve the common Recurring Profile errors described in Section 9.5.1.
[bookmark: 9.5.2.1_How_Can_I_Correct_A_Recurring_Pr][bookmark: _bookmark77][bookmark: _Toc513720171]How Can I Correct A Recurring Profile Document With The Message: The Document Cannot Be Copied Forward Because It Is Closed?
If a Recurring Profile document references a closed document, the user must amend the closed document and increase the closed document’s funding. The increase amount must be greater than or equal to the amount on the Recurring Profile document. Refer to Section 9.4.1 for step-by-step procedures. Next, the user must manually correct and process the rejected form generated by the Recurring Profile. For step-by-step procedures refer to the Section 9.4.2.
[bookmark: _Ref505600950][bookmark: _Ref505600954][bookmark: _Toc513720172]How Can I Correct A Recurring Profile Document With The Message: The Document Exceeds The Tolerance Amounts For One Or More Of Its Lines?
If a document exceeds the tolerance amount for one or more of its accounting lines, the user must first correct the form created by the Recurring Profiles off-line process. For step-by-step procedures refer to Section 9.4.2. If the tolerance error is the result of incorrect line amounts on the Recurring Profile, the user must next correct the profile. For step-by-step procedures refer to Section 9.4.4.
[bookmark: 9.5.2.3_How_Can_I_Correct_A_Recurring_Pr][bookmark: _bookmark79][bookmark: _Ref505601037][bookmark: _Ref505601041][bookmark: _Toc513720173]How Can I Correct A Recurring Profile Document With The Message: Document Type Does Not Allow Zero Dollar Values?
To resolve the “Document type does not allow zero dollar values” error message, the user must first correct the form created by the Recurring Profiles off-line process. For step-by-step procedures refer to the Section 9.4.2. Next, the user must correct the profile in the Recurring Profiles Maintenance table. For step-by-step procedures refer to Section 9.4.4: How Can I Modify A Recurring Profile?
[bookmark: 9.5.2.4_How_Can_I_Correct_A_Recurring_Pr][bookmark: _bookmark80][bookmark: _Ref505601098][bookmark: _Ref505601102][bookmark: _Toc513720174]How Can I Correct A Recurring Profile Document With The Message: The Specified Or Derived Accounting Period Is Closed?
The “Accounting period is closed” error message can be resolved by changing the Accounting Period and Report Accounting Period fields on the rejected recurring form. Additionally, if subsequent recurring dates exist, the Effective Dates fields on the Recurring Profile may also need to be changed. In either case, the dates must reflect an open accounting and report accounting date at the time the form is processed. To change the Accounting Period and Report Accounting Period fields on the rejected recurring form, refer to Section 9.4.2. To change the Effective Dates fields on the Recurring Profile, refer to Section 9.4.4.
[bookmark: 9.5.2.5_How_Can_I_Correct_A_Recurring_Pr][bookmark: _bookmark81][bookmark: _Ref505601200][bookmark: _Ref505601205][bookmark: _Toc513720175]How Can I Correct A Recurring Profile Document With The Message: Start Date Is Greater Than The End Date?
The “Start date is greater than the end date” occurs when users are attempting to add information or modify a Recurring Profile and the From date field is greater than the To date field. The user must change the From date to a date that does not exceed the To date. Refer to Section 9.4.4 for step-by-step procedures.
[bookmark: 9.6_What_Are_The_Field_Name_And_Descript][bookmark: _Toc513720176]What Are The Field Name And Descriptions For The Recurring Profile Maintenance Table?
This section provides detail descriptions of the fields on the Recurring Profile Review page.
[bookmark: _Ref505600311][bookmark: _Ref505600337][bookmark: _Toc513720177]What Is The Recurring Profile Review Window?
[bookmark: _bookmark83]‎9.3.1 How Can I Query a Recurring Profile? displays the Recurring Profile Review window (Figure 41).
The fields on the Recurring Profile Review window are described in Table 2.
[bookmark: _bookmark84][bookmark: _Ref502148757][bookmark: _Toc513720228]Table 2: Recurring Profile Query Detail Field Descriptions - General
	Field Name
	Description
	Features

	Recurring Profile
	Unique code that identifies the profile. User defined and limited in length to 10 characters. When creating a recurring estimated accrual profile that references an order, enter the Pegasys Document number of the order in the code field.
	Required.

	Status
	Indicates if the profile is active and will generate form based on the effective dates of the profile.
	Defaults to Active.

	Name
	The vendor’s name associated with the profile.
	Required.

	Short Name
	An abbreviated name used to identify the vendor.
	Optional.

	Generate Past Forms
	If selected, the system will retroactively generate all “missed” forms the next time the off-line process is run against the active profile.
	Required for recurring estimated accrual profiles.

	Security Org
	Identifies which security organization should have access to the Recurring Profile. User should enter GSA.
	Required.


[bookmark: _Toc513720229]Table 3: Recurring Profile Query Detail Field Descriptions - Effective Dates
	Field Name
	Description
	Features

	From
	Identifies the beginning date of the profile.
	Required.
Cannot be greater than the To date.

	To
	Identifies the ending date of the profile.
	Required.
Cannot be less than the From date.


[bookmark: _Toc513720230]Table 4: Recurring Profile Query Detail Field Descriptions - Frequency Details
	Field Name
	Description
	Features

	Frequency
	Identifies how often the profile will generate the recurring form. The available options are as follows:
Annually - This option specifies a frequency of every 12 months.
Every X Days - The form will be generated every X days, where X is the interval specified by the user. For example, the user could choose to set the entries to recur every 5 days.
Every X Months - The form will be generated every X months, where X is the interval specified by the user. For example, entries could be set to recur on the 5th of every 4th months.
Every X Weeks - The form will be generated every X weeks, where X is the interval specified by the user. For example, the user could specify entries to recur every 3 weeks.
Monthly - A form will be generated on the same day each month based on the date specified in the From date field.
For example, if the From date is January 15, a form will be generated on January 15th, February 15th, etc. If the From date is the 29th, 30th, or 31st, and there exists no such day in the month, the form will be generated on the last day of that month.
One Time - The form will be generated once only, on the date specified on the Start Date. For example, the user could choose a one-time entry for February 15, 2004.
Quarterly - This option is equivalent to specifying a frequency of every 3 months.
Semi-Monthly Floating. A form will be generated on a date calculated as follows: The number of days in the Start Date month will be divided by 2. This amount will be rounded down to the nearest day and then added to the Start Date. This new date will become the Next Expected Date, and so on.
Semi-Monthly Fixed - 15th and last. A form will be generated on the fifteenth and last day of every month. The last day of the month entry may differ, depending on the total days in each month.
Semi-Monthly Fixed - 1st and 15th. A form will be generated on the first and fifteenth day of every month.
	Required.
Drop-down list box.

	Frequency Interval (X)
	Identifies a frequency number if one of the following options is selected:
Every X Days
Every X Weeks
Every X Months
	Required if a frequency that begins with “Every X” is selected.

	Date Adjustment
	Move To Next Business Day: This option adjusts the next expected date calculation ahead in order to prevent the expected date from falling on a weekend or holiday.
Move To Previous Business Day: This option moves the next expected date calculation back in order to prevent the expected date from falling on a weekend or a holiday.
Neither: This option keeps the next expected date calculation on whatever day it falls.
	Defaults to unselected.


[bookmark: _Toc513720231]Table 5: Recurring Profile Query Detail Field Descriptions - Document Template
	Field Name
	Description
	Features

	Document Type
	The document type the profile is being created.
	Required.
Drop-down list box.

	Lines (button)
	Allows users to view the line level detail of the document.
	Disabled if the Copy Forward check box is checked.

	Allow Variable Amount (check box)
	If checked, allows user to enter varying amounts for each date the form is to be generated.
	Defaults to unchecked.

	Copy Forward (check box)
	If checked, the profile will copy forward information from a referenced document.
	Defaults to checked if the profile was created by selecting the Make Recurring button while reviewing the status of a processed order.

	Periodic Amount
	Allows users to enter an amount to be prorated across the lines based on the distribution of the referenced document.
	Only available if the profile references another document and line amounts on the profile are fixed. For example, all recurring estimated accruals must reference a purchase order.


[bookmark: _Toc513720232]Table 6: Recurring Profile Query Detail Field Descriptions - Generated
	Field Name
	Description
	Features

	Generated to Date Amount
	Displays the total dollar amount of all forms generated (but not processed) for this profile.
	Read-only.

	Num To Date
	Displays a count of all forms generated (but not necessarily processed) for the profile.
	Read-only.

	Last Date
	Displays the date on which a form was last generated.
	Read-only.


[bookmark: _Toc513720233]Table 7: Recurring Profile Query Detail Field Descriptions - Processed
	Field Name
	Description
	Features

	Processed To Date Amount
	Displays the total dollar amount of all forms processed for this profile.
	Read-only.

	Num To Date
	Displays a count of all forms generated and processed for the profile.
	Read-only.

	Next Date
	Displays the date that the system expects to generate the next recurring form.
	Read-only.


[bookmark: _Toc513720234]Table 8: Recurring Profile Query Detail Field Descriptions - Profile Details
	Field Name
	Description
	Features

	Created By
	Displays the name of the individual who created the profile.
	Read-only.

	Date Created
	Displays the date the profile was created.
	Read-only.

	Last Mod By
	Displays the name of the individual who last modified the profile.
	Read-only.

	Last Mod Date
	Displays the date the profile was last modified.
	Read-only.

	Description
	Displays the Description information window used to enter additional information about the form.
Extended description text field allows for a maximum disk space of 60K (whereas regular description fields hold 255 characters), but printing of the extended description field on forms or reports will be determined by the room available on the form or report.
	Optional.
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