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The Purchasing User Guide is divided into 5 documents, which contains the following sections. This is Document 3.
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[bookmark: _Toc513722107]Approvals & Vendors
This section will discuss the approval process and the process of adding and updating vendor records on the Vendor Maintenance table. Please refer to the following sections for additional information related to the completion of purchasing and vendor forms in Pegasys:
Section 3.4: What Are the Pegasys Purchasing Forms?, which is located in Document 1 of the Purchasing User Guide for a complete discussion of Purchasing subsystem forms, and
Section 13 Appendix A: Field Descriptions for screen prints and detailed field descriptions.
[bookmark: 10.1_What_Approvals_Are_Required_In_Pega][bookmark: _Toc513722108]What Approvals Are Required In Pegasys?
All purchasing requests and orders must be approved before they can be processed within Pegasys. For purchase requests there are three types of approvals that must be applied: Manager, Accounting Classification, and Funds Authorization. For orders, in addition to the three approvals for the request, an authorized buyer must approve the order if it is $3000 or less and a Contracting Officer must approve it if it is greater than $3000. If no request exists, it is presumed that the Contract Specialist or Contracting Officer generating the order will have documentation (e-mail or other form of communication) indicating that the Manager, Accounting Classification, and Funds Authorization approval levels have been obtained. Training requests and orders require four types of approval: Manager, Accounting Classification, Funds Authorization, and Training Coordinator. All completed requests and orders are automatically routed by Pegasys to the Inboxes of the appropriate officials for review and approval. Approving officials can only approve forms from their Pegasys Inbox.
NOTE: Approving officials may be authorized to apply multiple approval types; however, they can only approve a form for one approval type at a time. Approvers may have to apply their approval multiple times from the Inbox.
This section outlines the required approvals for purchase requests, training requests, training orders, purchase orders for $3000 or less, and purchase orders greater than $3000.
After all approvals have been applied, Pegasys automatically processes the form to commit the funding. For those Services following an obligation-based budget model, this action will reduce their budget’s available funds. Once processed, the form becomes an official document.
[bookmark: 10.1.1_What_Approvals_Are_Needed_On_Purc][bookmark: _Toc513722109]What Approvals Are Needed On Purchase Requests?
A Purchase Request requires three different approval types. (An approver may have the authority to apply one or more approval types). The types include the following:
Manager - An approval applied by the requester’s manager that indicates that the specified goods or services may be requested.
Accounting Classification - An approval applied by an analyst that indicates that the appropriate accounting strip information was applied to the request.
Funds Authorization - An approval applied by a budget analyst that indicates that the funding is available for the accounting strip specified on the request.
[bookmark: _Toc513722110]What Approvals Are Needed On Training Requests?
A Training Request requires four different approval types. (An approver may have the authority to apply one or more approval types). The types include the following:
Manager - An approval applied by the requester’s manager that indicates that the specified training may be requested.
Accounting Classification - An approval applied by an analyst that indicates that the appropriate accounting strip information was applied to the request.
Funds Authorization - An approval applied by a budget analyst that indicates that the funding is available from the accounting strip specified on the request.
Training Coordinator - An approval applied by an individual who schedules and plans training that indicates the requested training is acceptable.
[bookmark: 10.1.3_What_Approvals_Are_Needed_On_Purc][bookmark: _Toc513722111]What Approvals Are Needed On Purchase Orders Equal To Or Less Than $3000?
In addition to the three approvals required for a purchase request, a Purchase Order with a funding amount equal to or less than $3000 requires an additional approval. While only one approval has to be applied within Pegasys on purchase orders equal to or less than $3000, the authorized buyer must ensure that the three approvals for the purchase request were applied. The best way to ensure that the necessary approvals have been obtained is to copy forward the processed purchase request to the associated purchase order. If no request exists, it is presumed that the Contract Specialist or Contracting Officer generating the order will have documentation (e-mail or other form of communication) indicating that the Manager, Accounting Classification, and Funds Authorization approval levels have been obtained. The following is the definition of the additional approval type required for purchase orders equal to or less than $3000:
Authorized Buyer - An approval applied by the individual creating the order indicating that he/she has authorization (on behalf of GSA) to make purchases that are equal to or less than $2500.
[bookmark: 10.1.4_What_Approvals_Are_Needed_On_Purc][bookmark: _Toc513722112]What Approvals Are Needed On Purchase Orders Greater Than $3000?
In addition to the three approvals required for a purchase request, a Purchase Order with a funding amount greater than $3000 requires the approval of a Contracting Officer. The Contracting Officer must ensure that the three approvals required at the purchase request level were applied. The best way to ensure that the necessary approvals have been applied is to copy forward the processed purchase request to the associated purchase order. If no request exists, it is presumed that the Contract Specialist or Contracting Officer generating the order will have documentation (e-mail or other form of communication) indicating that the Manager, Accounting Classification, and Funds Authorization approval levels have been obtained. The following is a definition of the additional approval type required for purchase orders greater than $3000:
Contracting Officer - An approval applied by a warranted Contracting Officer who has authorization (on behalf of GSA) to make purchases that are equal to and greater than $2500.
[bookmark: 10.1.5_What_Approvals_Are_Needed_On_Trai][bookmark: _Toc513722113]What Approvals Are Needed On Training Orders?
A Training Order requires four different approval types. (An approver may have the authority to apply one or more approval types). The types include the following:
Manager - An approval applied by the requester’s manager that indicates that the specified training may be requested.
Accounting Classification - An approval applied by an analyst that indicates that the appropriate accounting strip information was applied to the request.
Funds Authorization - An approval applied by a budget analyst that indicates that the funding is available from the accounting strip specified on the request.
Training Coordinator - An approval applied by an individual who schedules and plans training that indicates the requested training is acceptable.
[bookmark: 10.1.6_What_Approvals_Are_Needed_On_Dire][bookmark: _Toc513722114]What Approvals Are Needed On Direct Pay Transactions Equal To Or Less Than $3000?
Purchasing transactions following the direct pay model require three different approval types. (An approver may have the authority to apply one or more approval types). The types include the following:
Direct Pay Approver - An approval applied by a person authorized to approve direct pay transactions (typically reimbursements for work-related purchases).
Accounting Classification - An approval applied by an analyst that indicates that the appropriate accounting strip information was applied to the request.
Funds Authorization - An approval applied by a budget analyst that indicates that the funding is available for the accounting strip specified on the request.
NOTE: Direct Pay transactions in excess of $3000 also must be approved by the regional Finance Office, as well.
[bookmark: 10.1.7_What_Approvals_Are_Needed_On_Intr][bookmark: _Toc513722115]What Approvals Are Needed On Intra/Inter-Agency Purchase Requests And Orders?
Intra and Inter-Agency Purchase Requests and Purchase Orders require three different approval types. (An approver may have the authority to apply one or more approval types). The types include the following:
Manager - An approval applied by a manager that indicates that the specified goods or services may be requested/ordered.
Accounting Classification - An approval applied by an analyst that indicates that the appropriate accounting strip information was applied to the request/order.
Funds Authorization - An approval applied by a budget analyst that indicates that the funding is available for the accounting strip specified on the request/order.
[bookmark: 10.1.8_How_Do_I_Apply_An_Approval?][bookmark: _TOC_250212][bookmark: _Toc513722116]How Do I Apply An Approval?
The following steps outline how to apply an approval on a purchasing form. Forms awaiting approval can be found in the user’s Inbox.
NOTE: These steps can be followed for each form and for each different approval type.
View the Inbox to determine if you have any forms requiring your approval. These forms will appear as Approve Form tasks in your Inbox.
NOTE: Forms can only be opened for approval from the user’s Inbox.
Highlight the workflow task record for the form to which you would like to apply the approval.
Select the Open button.
a. The form will be displayed in read-only format. If corrections are necessary, then you should disapprove the form. (Please refer to Section 10.1.9.) Disapproving a form returns it to the Inbox of the original submitter as a Correct Form task. The submitter may then make the appropriate corrections to the form, and resubmit it for approval.
b. Review the form to ensure that it has been filled out completely and correctly.
If the form is acceptable, select the Approve button at the top of the form.
If necessary, type a comment related to the approval.
NOTE: Information entered here will appear on the form/document’s Memos tab.
Select the Continue button. You will be returned to your Inbox.
A system message will state that the Workflow action "approve" was successfully submitted.
NOTE: If you are the last approver, then Pegasys will automatically process the form. The form has now become a document that updates the budget and any related plans within Pegasys.
If additional approvals are required, Pegasys then will automatically route the form to the Inbox of the next approver as an Approve Form task.
[bookmark: _TOC_250211][bookmark: _Toc513722117]How Do I Disapprove A Form?
The following steps outline how to disapprove a purchasing form.
1. Follow steps 1 -3 in Section 10.1.8. If the form should be disapproved, select the Disapprove button at the top of the form.
Type a comment related to the disapproval. This comment is required.
NOTE: Information entered here will appear on the form/document’s Memos tab.
Select the Continue button. You will be returned to your Inbox.
A system message will state that the Workflow action "disapprove" was successfully submitted.
NOTE: Pegasys will now automatically route the form to the Inbox of the original submitter as a Correct Form task.
[bookmark: _Toc513722118]How Are Vendors Used In Pegasys?
Vendors are an integral part of the Purchasing process. In Pegasys, the term “vendor” refers to commercial vendors, government agencies, and all other payees with whom GSA does business. Vendors are identified by a unique vendor code. All vendors must have a valid vendor code recorded in Pegasys before the vendor can be used in a spending transaction. Users can generate a unique vendor code when establishing new vendors via vendor forms or directly on the vendor maintenance table. A vendor code can be generated automatically based on the numbering system that GSA defines on the new Vendor Code Formats table. The Vendor Maintenance table stores TINs, vendor addresses, and other information about the vendor, such as business type and size. It is a list of all GSA vendors and is available for all Pegasys users to view through reference field hyperlinks.
User Defined Field (UDF) and Extensibility functionality includes the ability to capture UDF fields on the Vendor record, as well as add fields via Extensibility that will automatically flow through to the backing entity. The idea is to add user defined fields to the Vendor Form/Document, Review Vendor Query, and Vendor Maintenance Table to enable agencies to determine additional information that they would like to capture on the Vendor record in Momentum.
GSA will use Vendor forms to add new vendors and update existing vendors on the Vendor Maintenance table. Only Finance personnel and Contracting Officers will be authorized to create or correct vendor forms. Please refer to the following for additional information related to the completion of vendor forms in Pegasys:
Section 3.4: What are the Pegasys Purchasing Forms? for a complete discussion of Purchasing subsystem forms.
Section 13: Appendix A: Field Descriptions for screen prints and detailed field descriptions.
[bookmark: _TOC_250209][bookmark: _Toc513722119]How Do I Complete A Vendor Form?
The following steps describe how to complete a Vendor Form to add a new record to the Vendor Maintenance table.
1. Select Transactions - Reference Data - Vendor - New - Vendor Document to access the New Vendor Document page.
The New Vendor Document page will be displayed. Type VENC - Vendor Contracting Officer (if you are a Contracting Officer) or VENF - Vendor Finance (if you are a Finance Center employee).
NOTE: Please refer to Purchasing User Guide 5 of 5, Section 16 detailed information on the Document Types and how to select them. Enter the vendor’s TIN (Taxpayer Identification Number) in the Vendor Code field.
NOTE: The Taxpayer Identification Number must be entered with no spaces or dashes between the numbers, e.g., 123456789.
In the Type of Action group box, the Create New radio button will default to selected.
Select the Finish button.
The Header page of the Vendor Form will be displayed.
NOTE: that the Code field displays the value that was entered on the New Vendor Document dialog box.
If a name was entered in the New Vendor Document page it is defaulted into the Name field.
The Security Org field must always be GSA.
In the General group box, enter the appropriate SSN or EIN in the required corresponding fields. (This number must be the same as the TIN number entered as the Vendor Code on the New Vendor Document page). Select the respective radio button (SSN or EIN).
a. In the Vnd Cat - Vendor Category enter the appropriate category.
b. In the Vnd Typ - Vendor Type field enter the appropriate vendor type.
NOTE: The Active Status field is defaulted to “Active”. Select an approval status from the Approval Status drop- down list box.
Only vendors that are identified as Reviewed are eligible for use in Pegasys transactions.
Select Vendor from the Vendor/Provider drop-down list.
Select the reporting attribute from the Report Attribute drop- down list.
NOTE: the 1099 Vendor checkbox defaults to unchecked.
Unless the vendor is a state or federal government entity, check the 1099 check box.
Complete any additional information on the Header tab that is applicable to the vendor.
Once the vendor has more than two address lines associated with it, do not change the Header page information.
Select the Address Lines tab.
The Address Lines page will be displayed. Select the Add/Change button.
Enter a unique address code for this address record in the Address Code field.
Address codes should start at “00001” and increase incrementally by one for each subsequent address entered. Select the Next button.
In the General group box, select the appropriate Line Action from the Line Action drop-down list box.
Enter Vnd Cat type (if 1099 box on Header page was checked).
Enter the appropriate vendor type in the Vnd Typ field
Check the Use for Billing, Use for Procurement, and Use for Payment fields where applicable. If the Use for Procurement field is checked, then the vendor will be eligible for use on Pegasys purchasing documents.
If Use for Billing is checked, navigate to the Billing Info group box. Fill in the appropriate information such as Contact Information, Billing Address Type, Group Information, and Comments.
If Use for Procurement is checked, navigate to the Procurement Info group box. Fill in the appropriate information such as Contact Information, Customer Ref Number, Customer Account, and Procurement Address Type.
The Procurement Information dialog box will be displayed.
If Use for Payments is checked, navigate to the Payment Info group box.
In the Payment Information group box, enter or search for a Default Payment Type.
NOTE: Default payment type must agree with the selected Vnd Cat - Vendor Category code.
Select the Payment Types button.
Select Add and search for a payment type
Select the appropriate type of payment and select Select.
Select the Group Payment check box if applicable. This allows multiple payments being made to a vendor on the same day to be grouped into one payment.
In the Bank Information group box, enter the Code and other necessary banking information.
Select the Addresses tab and the Addresses page appears. Select the Add button.
Select the address type from the Address Type drop-down list.
Select the Address Format. The default is US.
Complete any additional information for this address of the vendor.
The Physical, Mailing and Remittance address types are requires for each address line.
Select the Verify button.
Any errors will be displayed. Correct the errors and select the Verify button again.
Select the Submit button to process the form and add the vendor to the Vendor Maintenance table.
NOTE: The Save button only saves the changes that have been made to this vendor and will not close the form.
[bookmark: _TOC_250208][bookmark: _Toc513722120]How Do I Add New Address Lines To An Existing Vendor Form?
The following steps describe how to add a new line to an existing Vendor form. If an address line needs to be changed, forward a request to Finance to make the changes.
1. Select Transactions - Reference Data -Vendor - Correct.
The Correct page will be displayed.
Enter VENC - Vendor Contracting Officer (if you are a Contracting Officer) or VENF - Vendor Finance (if you are a Finance Center employee) in the Document Type field.
NOTE: Please refer to Purchasing User Guide 5 of 5, Section 16 detailed information on the Document Types and how to select them.
Enter the vendor’s TIN (Taxpayer Identification Number) in the Vendor Code field.
NOTE: The Taxpayer Identification Number must be entered without spaces or dashes between the numbers, e.g. 123456789.
Select the document and select Correct.
The Header page of the Vendor Form will be displayed.
NOTE: Do not change the information displayed on the Header page.
Select the Addresses Lines tab.
Select Add and the Address Lines page will be displayed.
Enter a unique address code for this address record in the Code field.
Address codes start at “00001” and increase incrementally by one for each subsequent address entered.
Follow Steps 17 - 35 in Section 10.2.1.
Select the Verify button.
Any error will be displayed. Correct the errors and select the Verify button again.
Select the Submit button to process the form and update the vendor record on the Vendor Maintenance table.
NOTE: The Save button only saves the changes that have been made to this vendor and will not close the form.
[bookmark: _TOC_250207][bookmark: _Toc513722121]How Can I Perform A Vendor Activity Query?
Pegasys includes a feature called the Vendor Activity Query that enables users to search for vendors. It also allows users to view contracts, spending, and various documents associated with a specified vendor. There are many fields to use when searching for a vendor including Agency Location Code, CCR Enabled, Address Active Status, Prevent New Spending, and Currency Code. Additionally, a user can select the More button to view vendor record details at a glance without opening the vendor record. In the search results section of the query, users can drag and drop columns to a desired location and expand and contract column widths.
[bookmark: _TOC_250206][bookmark: _Toc513722122]How Do I Perform A Vendor Activity Query?
The following steps describe how to locate and view a particular vendor using the Vendor Activity Query.
1. Select Queries - Vendor - Vendor Activity Query from the Pegasys main menu to access the Selection dialog box.
The Query page will be displayed.
[bookmark: _Ref505598191][bookmark: _Toc513722213]Figure 1: Vendor Activity Query Page
[image: ]
Enter the vendor’s name (or the first several letters) into the name field.
NOTE: The Search button becomes enabled when an entry is made in either the Code field or the Vendor Name field. Select the Search button.
Select the desired line by selecting it.
Select the More button to view vendor details without opening the record.
[bookmark: _Toc513722214]Figure 2: Vendor Activity Query Detail Section
[image: ]
To open the vendor record, select the Details button.
The Main page of the Vendor Activity Query window will be displayed containing information about the selected vendor.
[bookmark: _Ref505598230][bookmark: _Toc513722215]Figure 3: Vendor Activity Query Main page
[image: ]
[bookmark: _TOC_250205][bookmark: _Toc513722123]What Information Does The Vendor Activity Query Window Display?
The Vendor Activity Query window is used to present detailed information pertaining to a specific vendor as well as contracts, spending, and documents associated with that vendor that are recorded in Pegasys. The Vendor Activity Query window is similar in appearance to Vendor forms.
[bookmark: 10.3.2.1_What_Information_Is_On_The_Vend][bookmark: _TOC_250204][bookmark: _Toc513722124]What Information Is On The Vendor Activity Query Window Main Page?
The first page of the Vendor Activity Query window is the Main page. The Main page contains details about the vendor such as its identification code and approval status. Figure 3 displays the Main page of the Vendor Activity Query window.
Please refer to Purchasing User Guide 4 of 5, Section 13.6.13, for detailed definitions of the fields of the Vendor Activity Query Window General Information page.
[bookmark: _TOC_250203][bookmark: _Toc513722125]What Information Is On The Vendor Activity Query Window Account Summary Page?
[bookmark: _bookmark86]The Account Summary page of the Vendor Activity Query window presents accounting information such as accounts payable and accounts receivable totals recorded against this vendor in Pegasys. Figure 4 displays the Account Summary page of the Vendor Activity Query window.
[bookmark: _Ref505597775][bookmark: _Toc513722216]Figure 4: Vendor Activity Query Account Summary Page
[image: ]
[bookmark: _TOC_250202][bookmark: _Toc513722126]What Information Is On The Vendor Activity Query Window Blanket Agreements Page?
[bookmark: _bookmark87]The Blanket Agreements page of the Vendor Activity Query window enables users to view blanket agreements (such as RWAs) that are recorded in Pegasys and associated with the vendor. Error! Reference source not found. displays the Blank Agreements page of the Vendor Activity Query window.
[bookmark: _Ref505597752][bookmark: _Toc513722217]Figure 5: Vendor Activity Query Blanket Agreements Page
[image: ]
[bookmark: _TOC_250201][bookmark: _Toc513722127]What Information Is On The Vendor Activity Query Window Contracts Page?
[bookmark: _bookmark88]The Contracts page of the Vendor Activity Query window enables users to view any contracts that have been recorded in Pegasys and are associated with the selected vendor. Figure 6 displays the Contracts page of the Vendor Activity Query window.
[bookmark: _Ref505597849][bookmark: _Toc513722218]Figure 6: Vendor Activity Query Contracts Page
[image: ]
[bookmark: _TOC_250200][bookmark: _Toc513722128]What Information Is On The Vendor Activity Query Window Invoices Page?
[bookmark: _bookmark89]The Invoices page of the Vendor Activity Query window is used to display vendor invoices associated with the selected vendor that have been recorded in Pegasys. Figure 7 displays the Invoices page of the Vendor Activity Query window.
[bookmark: _Ref505597877][bookmark: _Toc513722219]Figure 7: Vendor Activity Query Invoices Page
[image: ]
[bookmark: _Toc513722129]What Information is on the Vendor Activity Query Window Documents Page?
The Documents button on the Main page of the Vendor Activity Query window is used to display documents recorded in Pegasys associated with the selected vendor. The Query button is used to select the document category to be searched. Also, the View Document button can be used to display selected documents in a read-only format. Figure 8 displays the Documents page of the Vendor Activity Query window.
[bookmark: _bookmark90][bookmark: _Ref502228414][bookmark: _Toc513722220]Figure 8: Vendor Activity Query Window Documents Page
[image: ]
[bookmark: _Toc513722130]Vendor Name Discrepancy Report
GSA can identify transactions that may have out-of-date vendor information by using the Vendor Name Discrepancy Report in Figure 9. The Vendor Name Discrepancy report displays obligations and both itemized and training order documents that have a vendor name which does not match the vendor name currently in the vendor tables.
[bookmark: _bookmark92][bookmark: _Ref502228489][bookmark: _Toc513722221]Figure 9: Vendor Name Discrepancy Report
[image: ] 
[bookmark: _TOC_250199][bookmark: _Toc513722131]Standard Purchasing Reports
Pegasys Standard Report functionality provides the user with the capability to print procurement forms or to generate online Reports. Pegasys Standard Purchasing Reports are designed to be viewed online or routed to a printer. Standard GSA procurement forms, such as the GSA 49 and the GSA 300 can be printed via the Print button found on the Pegasys transaction or via the Pegasys Reports menu. The forms will contain information that has been entered online in Pegasys. This section provides a list that describes Pegasys generated Printed Forms and Reports. The section also provides step-by step instructions on how to generate online Pegasys Purchasing Reports.
[bookmark: 11.1_What_Are_The_GSA_Forms?][bookmark: _TOC_250198][bookmark: _Toc513722132]What Are The GSA Forms?
[bookmark: 11.1.1_How_Do_I_Print_The_GSA_Form_49?][bookmark: _TOC_250197][bookmark: _Toc513722133]How Do I Print The GSA Form 49?
GSA Form 49 for purchase request documents that are generated and processed in Pegasys can be previewed online or printed. Pegasys also allows a user to generate a report for multiple requisitions by selecting specific data criteria to “Run” the report.
Please refer to Section 11.3.
[bookmark: 11.1.2_How_Do_I_Print_The_GSA_Form_3076?][bookmark: _TOC_250196][bookmark: _Toc513722134]How Do I Print The GSA Form 3076?
GSA Form 3076 for training request and training order documents that are generated and processed in Pegasys can be previewed online or printed. Reports for multiple training requests or training orders can also be generated by selecting specific data element from the report parameter window to “Run” the report.
Please refer to Section 11.3.
[bookmark: 11.1.3_How_Do_I_Print_The_GSA_Form_2957?][bookmark: _TOC_250195][bookmark: _Toc513722135]How Do I Print The GSA Form 2957?
A user can generate a GSA Form 2957 for Reimbursable Work Authorization (RWA) order forms (i.e., RWA orders that are not yet processed) or reimbursable work authorization requests and orders documents processed in Pegasys. The GSA Form 2957 can be previewed online or printed. A user can generate a report for multiple reimbursable work authorization requests and orders through the selection criteria.
Please refer to Section 11.3.
[bookmark: 11.1.4_How_Do_I_Print_The_GSA_Form_3669?][bookmark: _TOC_250194][bookmark: _Toc513722136]How Do I Print The GSA Form 3669?
A user can generate a GSA Form 3669 for interagency request and order documents processed in Pegasys. The GSA Form 3669 can be previewed online or printed. A user can generate a report for multiple training requests or training orders through the selection criteria. Please refer to Section 11.3.
[bookmark: _TOC_250193][bookmark: _Toc513722137]How Do I Print the Standard Form 30?
A user can generate a Standard Form 30 for amendments of purchase order forms (i.e., orders that are not yet processed) or purchase order documents processed in Pegasys. The Standard Form 30 can be previewed online or printed. A user can generate a report for multiple training requests or training orders through the selection criteria. 
Please refer to Section 11.3.
[bookmark: 11.2_How_Do_I_Generate_GSA_Forms_From_th][bookmark: _Toc513722138]How Do I Generate GSA Forms From the Online Pegasys Form or Document?
Once a form or document is entered in Pegasys, a printed form can be generated from the screen in which the form was completed. The GSA Form that prints from the information entered in Pegasys is based on the Document type that is selected. After the information is entered into Pegasys, simply select on the Print button on the Pegasys screen to generate a form. For example, if a FP (Purchase Order) Document Type was selected to create the form, then a GSA Form 300 will print when the Print button is selected.
NOTE: If printing a Pegasys form (i.e., the form has not been processed yet), the printed form will indicate that is it a Draft. Table 1 identifies which GSA Form will print for the document type selected.
[bookmark: _Ref502230638][bookmark: _Toc513722268]Table 1: Document Type/GSA Form That Prints From the Print Button
	Document Type
	GSA Form that Prints (from Print Button)

	FP - FSS Purchase Order
	GSA Form 300

	GP - GM&A Purchase Order
	GSA Form 300

	OP - Other Purchase Order
	GSA Form 300

	TP - FTS Purchase Order
	GSA Form 300

	XP - Client Purchase Order
	GSA Form 300

	FW - FSS Training Order
	GSA Form 3076

	GW - GM&A Training Order
	GSA Form 3076

	OW - Other Training Order
	GSA Form 3076

	PW - PBS Training Order
	GSA Form 3076

	TW - FTS Training Order
	GSA Form 3076

	FY - FSS Prepaid Training Order
	GSA Form 3076

	GY - GM&A Prepaid Training Order
	GSA Form 3076

	OY - Other Prepaid Training Order
	GSA Form 3076

	TY - FTS Prepaid Training Order
	GSA Form 3076

	XY - Client Prepaid Training Order
	GSA Form 3076


[bookmark: _TOC_250192][bookmark: _Toc513722139]How Do I Generate GSA Forms From the Reports Menu?
The Reports Menu is structured in a tree format, similar to a directory tree. Reports are listed by category. When the list for each report category is expanded, you will see a list of the available report types within that category. This format allows you to view the entire menu of report options at a glance, while providing an additional level of detail for each menu option that you can view with a single select of the mouse. When a form is displayed in Pegasys, and the Print button is enabled, a user can print the form by selecting the Print button. A user can also generate and print a form from the Pegasys Report Menu. The following steps demonstrate how to generate and print forms from the Pegasys Report Menu.
1. Select Utilities - Reports - View Reports from the menu bar on the desktop.
[bookmark: _Toc513722222]Figure 10: View Reports Menu
[image: ]
Select the Purchasing folder. Select the Printed Forms folder.
Select the form to be viewed or printed and select the Select Report button.
The Report page will display.
Select a Document Type from the Range Request field. Enter a document number or range of document numbers.
To print a single document, enter the same document number in both document number fields.
Select the desired output from the Saved Output Format field. The user can select one of the following: HTML or PDF.
PDF Output is recommended for optimal formatting.
In the Saved Output Access drop down, select Private or Shared. If Shared is selected, the report can be viewed by users who have access to the selected security organization selected.
Select Run to run the report. Pegasys will pull up your default web browser.
Select File - Print to print the report.
NOTE: Do not use the Print button located on the web browser toolbar to print the Report.
Select the “X” in the upper right-hand corner of the screen to close the web browser. This action will return the system to the Pegasys document window.
[bookmark: _TOC_250191][bookmark: _Toc513722140]How Do I View Shared Reports?
If a user selects the shared option when generating a report, the user can select a security organization by which users belonging to that security organization can view the report.
1. Select Utilities - Reports - View Reports from the menu bar on the desktop.
[bookmark: _Toc513722223]Figure 11: Reports Status table
[image: ]
Enter a report name in the Reports Status Maintenance page. Search for a Report Number by selecting on the Report Definition link.
Select a report and select the Details button. 
The Report Executions page report will be displayed.
Select the report execution and select the Output button. 
The report will be displayed.
[bookmark: _TOC_250190][bookmark: _Toc513722141]What Is the Status Review Option Under the Reports Menu Item Used For?
Selecting “Report Status” allows the user to check the status, view report output, view report errors, view report parameters, delete, or route previously executed reports. All reports previously executed by the user are presented on the Report Status Maintenance table. The Report Status Maintenance table also displays reports executed by other users within the Same Security Organization, as well as, reports that were executed granting Shared Report Output View Access to that Security Organization. Entries displayed on the Report Status Maintenance table are filtered to only include reports matching the criteria described above.
[bookmark: _TOC_250189][bookmark: _Toc513722142]What Are the Standard Purchasing Reports?
The following list displays and describes the most current Standard Purchasing Reports that are available in Pegasys.
[bookmark: 11.6.1_What_Does_the_Completed_Match_Sum][bookmark: _TOC_250186][bookmark: _Toc513722143]What Does the Transaction Detail Report Display?
The Transaction Detail Report provides a listing of transactions and the corresponding General Ledger postings. Input parameters are not required for this report; however, parameters can be entered to limit the search criteria. The following input parameters options are available: System Date From, To Date, Document Type, BFYs /Fund, Fund, Division Code, Program Code, Project Code, Activity Code, Budget Object Code, Fiscal Month/Fiscal Year. Figure 12 displays the parameter window for generating the Transaction Detail Report. Please refer to Section 11.7 for procedural steps on how to generate Purchasing reports.
[bookmark: _Ref502236030][bookmark: _Toc513722224]Figure 12: Transaction Detail Report Parameter Window
[image: ]
[bookmark: _TOC_250185][bookmark: _Toc513722144]What Does the Transaction Listing Report Display?
The Transaction Listing Report provides a listing of accounting transactions. Input parameters are not required for this report; however, parameters can be entered to limit the search criteria. The following input parameters options are available: Fiscal Year, Fund, Region, Organization Code, Budget Activity, RWA, Building Number, Transaction Type, Reporting Month / Book Month. Figure 13 displays the parameters available for the Transaction Listing Report. Please refer to Section 11.7 for procedural steps on how to generate Purchasing reports.
[bookmark: _bookmark94][bookmark: _Ref502236111][bookmark: _Toc513722225]Figure 13: Transaction Listing Report Parameter Window
[image: ]
[bookmark: _TOC_250184][bookmark: _Toc513722145]What Does the Transaction Summary Report Display?
The Transaction Summary Report displays document level detail of all transactions associated with each Fund. This report displays detail down to the document and dimension level. The following input options are available: Fiscal Year, Fiscal Month, Fund Code, Program, Organization Code, OMB Object Class, BLI, GSA Object Class, Sub Object Class, Activity, and BBFY. Figure 14 displays the parameters available for the Transaction Summary Report. Please refer to Section 11.7 for procedural steps on how to generate Purchasing reports.
[bookmark: _bookmark95][bookmark: _Ref502236175][bookmark: _Toc513722226]Figure 14: Transaction Summary Parameter Window
[image: ]
[bookmark: _Ref505683655][bookmark: _Ref505683707][bookmark: _Ref505683723][bookmark: _Ref505683746][bookmark: _Ref505683782][bookmark: _Toc513722146]How Do I Generate Purchasing Reports From the Reports Menu?
The following steps describe how to run the Purchasing Reports from the Reports menu.
1. Select Utilities - Reports - View Reports from the menu bar on the desktop.
[bookmark: _Toc513722227]Figure 15: Purchasing Reports folder
[image: ]
Select the Purchasing folder.
Select the Reports folder.
Select the report to be viewed or printed. Select the Select Report button.
The report’s page will display.
Fill in the Parameter Entry window fields. The parameter window will vary based on the selected reports.
To print a single document, enter the same document number in both document number fields.
Select the desired output from the Saved Output Format field. The user can select one of the following: PDF or HTML
PDF Output is recommended for optimal formatting.
In the Saved Output Access select the Private or Shared option. If Shared is selected, the report can be viewed by users who have access to the selected security organization selected.
Select Run to run the report
Select File - Print to print the report.
NOTE: Do not use the Print button located on the web browser toolbar to print the Report.
[bookmark: _TOC_250182][bookmark: _Toc513722147]Blanket Purchase Agreements
A Blanket Purchase Agreement (BPA) is a pre-negotiated agreement between GSA and a vendor. There are two types of BPA:
BPA with Limitations (BL) commits funds and reduces the budgets available amount.
BPA without Limitations (BP) commits funds but does not reduce the available budget amount.
Blanket agreements track and control purchasing activity according to the terms and conditions established on the Blanket Agreement Maintenance table. Before BPA’s can be entered into Pegasys, the BPA number must be established on the Blanket Agreement Maintenance table. Once the BPA has been entered, spending activity can be tracked by accessing summary financial information about the purchases made against a particular blanket purchase agreement using the Vendor Activity query or the Blanket Agreement query. Blanket Purchase Agreement Numbers are obtained from your procurement office. Generally, Requisitioners, Direct Payers, and Contracting Officers have the authority to update the Blanket Agreement Maintenance table.
[bookmark: _TOC_250181][bookmark: _Toc513722148]How Do I Establish Blanket Purchase Agreements In the Blanket Agreement Maintenance Table?
1. Select Reference - Purchasing - Blanket Agreement - Blanket Agreements from the Pegasys menu bar.
The Search - Blanket Agreement page will be displayed.
[bookmark: _Toc513722228]Figure 16: Search - Blanket Agreement page
[image: ]
Select the New button.
The Blanket Agreement page displays.
Enter the unique (alphanumeric) BPA number in the Number field.
Contact your procurement office, if necessary, to obtain the BPA number.
Enter the Buyer who is responsible for the BPA.
Select the Accounting Type of BPA.
The agreement can be used for the purchase of itemized commodities, non-itemized commodities, or both.
Enter the appropriate Security Org.
The recommended Security Org is ‘GSA.’
Select the Control Level of the Agreement.
The control level can be set to overridable, reject, warning, or none. Only when the control level is set to ‘Reject’ will Pegasys prevent all spending over the limitation.
Enter the maximum dollar amount that can be spent against the BPA in the Authorized Limit Amount field.
Enter the Start Date and End Date for the BPA.
Enter the Vendor Code and Address Code for whom GSA is establishing the BPA.
NOTE: If you do not know the vendor, please contact your contracting officer or if you need to create a new vendor in Pegasys, please refer to Section 10.2.1.
NOTE: GSA will use the Control Commodities feature.
If BPA will be used to track itemized purchases, select the Commodities tab.
The Commodities page will be displayed.
[bookmark: _Toc513722229]Figure 17: Blanket Agreement Commodities page
[image: ]
Select the Add button.
The Commodity page will display.
a. NOTE:Enter a Commodity Code. If the code is not known, select the Commodity Code link to Search for a code. Select Tab to populate the Name field.
b. Enter the Total Amount Limit, Quantity Limit, and/or Unit Price Limit, by which to limit the itemized purchases when applicable.
c. Limit by Total Amount, limit by Quantity, or limit by Unit Price multiple limits can be established.
To return to the Blanket Agreement page select on the Blank Agreement link.
On the Blanket Agreement page, enter additional information in the Description field.
If a BPA line will be used, select on the Line Items tab.
To add a line item, select the Add button.
The Line Items page will be displayed.
[bookmark: _Toc513722230]Figure 18: Blanket Agreement Line Items page
[image: ]
NOTE:
Enter a line number in CLIN field for the line. Enter the Amount
Enter the Start Date, End Date
Limit by Total Amount, Limit by Quantity, limit by Unit Price, or; multiple limits can be established.
Enter additional information in the Type of Contract Id field if applicable.
Select the Save button to add Blanket Agreement data to the Blanket Agreement Maintenance table.
[bookmark: _TOC_250180][bookmark: _Toc513722149]How Can I Create A Blanket Purchase Agreement With Limitations?
A Blanket Purchase Agreement with Limitations is created in Pegasys, by completing a Purchase Request. The PR commits the funds and reduces your budget’s available balance (for obligation and used funds). When creating or modifying a BPA, information such as vendor, which is normally not required on a PR will be required.
The following steps outline how to create a BPA with limitations.
1. Select Transactions - Purchasing - New - Request from the Pegasys menu bar.
The New Request page will be displayed.
[bookmark: _Ref504972023][bookmark: _Toc513722231]Figure 19: New Purchase Request Page
[image: ]
Enter the document type BL (BPA with Limitations).
A unique document number will be generated in the Document Number field when you select on the Generate button.
Select the appropriate Security Org from the drop-down list.
The recommended Security Org to use when creating a BPA is ‘GSA’.
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 BPA (purchase request) form will be displayed.
[bookmark: _Ref505343675][bookmark: _Toc513722232]Figure 20: Purchase Request Header page
[image: ]
In the General group box, complete the Authorized By field.
Request Date, Accounting Period, and Reporting Accounting Period fields will default to the current date, when the form is verified or processed.
In the Vendor Information group box, enter the Vendor Code and Address Code.
Vendor Code and Address Code are required on the request when referencing a BPA in the Request Contract Information dialog box.
NOTE: The Vendor Code entered on the BPA must correspond to the Vendor Code listed on the agreement in the Blanket Agreement Maintenance table.
In the Contracts group box enter the appropriate contract information.
Enter the Blanket Agreement Number in the Blanket Agreement Number field.
NOTE: If more than one blanket agreement number will need to be entered on this BPA, do not enter the blanket agreement number here. Enter them under the Contract Line section on each accounting line, refer to step 21.
The number must be valid on the Blanket Agreement Maintenance table.
GSA will not be using the Update Blanket Agreement feature at this time; therefore do not check this option.
In the Description field enter descriptive information about the requested purchase. The Extended Description field can be used if more than 255 characters are needed up to 60,000 characters.
NOTE: Pending on the room left on the form, the extended description field may not print in its entirety.
Select the Suggested Vendors tab to enter the vendor code and address code in the first suggested vendor field.
The Suggested Vendors page will be displayed.
Select the Add button to add new suggested vendors.
The Suggested Vendor page will be displayed. Add the appropriate information.
Select the Header Accounting Lines tab.
The Header Accounting Lines page will be displayed.
[bookmark: _Ref504972044][bookmark: _Toc513722233]Figure 21: Purchase Request Header Accounting Lines page
[image: ]
Select the Add button to add a new header accounting line.
The Line Number and Transaction Type will default when the form is verified or processed.
In the Line Amounts group box, enter the dollar amount of the BPA in the Awarded field.
In the Accounting Dimensions group box, enter an accounting template in the Template field for the accounting line.
Complete any other required accounting elements that were not populated by the accounting template.
In the Agreement field enter a referenced RWA or IBAA number (PBS only), if applicable.
In the Contracts Line Info group box provide the appropriate information if a blanket agreement number needs to be entered.
Enter the BPA number in Blanket Agreement Number field.
In the Description field enter descriptive information about the BPA.
The information entered in this field will print on the GSA Form 300, which replaces GSA Form 3521.
Additional accounting lines may be added by repeating Steps 15-22.
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. User will receive an error message indicating that form must be approved.
BPAs require the following approvals: 
Account Classification
Funds Authorization
Manager
Go to the Approval Routing tab and add the appropriate approvers or routing list.
Select Submit.
[bookmark: _TOC_250179][bookmark: _Toc513722150]How Can I Create A Blanket Purchase Agreement Without Limitations?
Pegasys enables you to create a Blanket Purchase Agreement without Limitations by completing a PR to establish the BPA. The PR will not reduce the budget’s available balance. This PR will print to a GSA Form 300 (GSA Form 3521) with no dollar amount. If a dollar amount is desired on the GSA Form 300 (GSA Form 3521), two options are available. Dollar Amounts can be manually entered on the printed form or placed in the Description field on the Accounting Lines page.
The following steps outline how to create a BPA without limitations.
1. Select Transactions - Purchasing - New - Request from the Pegasys menu bar.
The New Request page will be displayed (Figure 19).
Enter the document type BP (BPA without Limitations).
A unique document number will be automatically generated in the Document Number field when you select the Generate button.
Select the appropriate Security Org from the drop-down list.
The recommended Security Org to use when creating a BPA is ‘GSA’.
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 BPA (purchase request) form will be displayed.
In the General group box, complete the Authorized By field.
Request Date, Accounting Period, and Reporting Accounting Period fields will default to the current date, when the form is verified or processed.
In the Vendor Information group box, enter the Vendor Code and Address Code.
Vendor Code and Address Code are required on the request when referencing a BPA in the Request Contract Information dialog box.
The Vendor Code entered on the BPA must correspond to the Vendor Code listed on the agreement in the Blanket Agreement Maintenance table.
Enter the appropriate contract information in the Contracts group box.
Enter the Blanket Agreement Number in the Blanket Agreement Number field.
NOTE: The number must be valid on the Blanket Agreement Maintenance table.
If the number or associated vendor code is unknown, right- select Search for the BPA number and associated vendor code.
GSA will not be using the Update Blanket Agreement feature at this time; therefore do not check this option.
In the Description field enter descriptive information about the requested purchase. The Extended Description field can be used if more than 255 characters are needed up to 60,000 characters.
NOTE: Pending on the room left on the form, the extended description field may not print in its entirety.
Select the Suggested Vendors tab to enter the vendor code and address code in the first suggested vendor field.
The Suggested Vendors page will be displayed.
Select the Add button to add new suggested vendors.
The Suggested Vendor page will be displayed. Add the appropriate information.
Select the Header Accounting Lines tab.
The Header Accounting Lines page will be displayed (Figure 21).
Select the Add button to add a new Header Accounting line.
The Line Number and Transaction Type fields will default when the form is verified or processed.
In the Line Amounts group box, leave the dollar amount in the Requested field as $0.00.
The dollar amount of the BP will not print on the GSA Form 300 (GSA Form 3521).
In the Accounting Dimensions group box, enter an accounting template in the Template field for the accounting line.
Complete any other required accounting elements that were not populated by the accounting template.
Enter ZZZ in the Cost Element (C/E) field.
The accounting strip information of the BP will not print on the GSA Form 300 (GSA Form 3521).
In the Agreement group box enter a referenced RWA or IBAA number, if applicable.
In the Description field to enter descriptive information or dollar amount.
NOTE: The information entered in this field will print on the GSA Form 300 (GSA Form 3521).
Enter the dollar amount of the BPA in the Description field if you want the dollar amount to print on the GSA Form 300 (GSA Form 3521).
Additional accounting lines may be added by repeating Steps 13-21.
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.
Select the Verify button.
Any errors will be displayed. Review the error message and correct the form.
BPAs without limitations do not require approvals.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.)
[bookmark: _Toc513722151]How Can I Process Purchase Orders Against Blanket Purchase Agreements?
The following steps outline how to process a purchase order against a BPA.
1. Select Transactions - Purchasing - New - Order from the Pegasys menu bar.
The New Order page will be displayed.
[bookmark: _Ref504972321][bookmark: _Toc513722234]Figure 22: New Purchase 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, and OP.
Please refer to Purchasing User Guide 1 of 5, Section 3.1, 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 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.
Enter the Document Type BL or BP as appropriate.
In the Document Number field, type the BL or BP 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.
[bookmark: _Ref504972388][bookmark: _Toc513722235]Figure 23: Purchase Order Header page
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Because the purchase order was copied forward from the BPA, information such as the Vendor will already exist on the Header page.
In the General group box, enter appropriate information in the Ordered By field.
The name of the requester will copy forward to populate this field (change name appropriately).
The Order Date, Accounting Period, and Reporting Accounting Period fields will default to the current date when the form is verified or processed.
If the Vendor information has not been copied forward from the BPA, enter the Vendor Code and Vendor Address Code in the Vendor Information group box. The vendor name will be inferred from the vendor code.
The Vendor Code must correspond to the Vendor listed on the referenced agreement on the Blanket Agreement Maintenance table.
Enter a customer account number, if one exists with the vendor, in the Customer Account field, when applicable.
Enter the appropriate vendor address code in the Remit To Address field.
The Remit To Address is required to ensure vendor payment.
Please refer to the printed GSA Form 300 (GSA Form 3521) or the Description field on the accounting line of the BPA for the Remit to Address information.
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.
Enter the appropriate contract information in the Contracts group box fields.
If the Blanket Agreement number was not copied forward, enter the Blanket Agreement number in the Blanket Agreement # field. The number must be valid on the Blanket Agreement Maintenance table.
If the number or associated vendor code is unknown, right- select Search for the BPA number and associated vendor code.
In the Discount Terms group box fields, enter payment and inspection terms about the order, if appropriate.
Select the Office Addresses tab. Select the appropriate Office Type and select the Office Address link to enter the Administered By, Mail Invoice To, Delivery and Ordering address information. Enter the COTR and Issuing office (procurement office), addresses if they have not been copied forward from the BPA if appropriate.
a. Select the Get Address button to populate the address fields.
NOTE: Required Addresses are: Delivery, Invoice, and Order.
Select the Header Accounting Lines tab. The Header Accounting Lines page will be displayed.
Select the appropriate line and select the Header Accounting Line link.
The Header Accounting Line page will display.
[bookmark: _Ref504972456][bookmark: _Toc513722236]Figure 24: Purchase Order Header Accounting Lines page
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NOTE: The Accounting Lines page information will be copied forward from the BPA.
The Line Amounts copied forward will be the total line amount of the BPA. It is extremely important to only reference the portion of the BPA’s total dollar amount applicable to this order when creating multiple orders. Otherwise, referencing the total line amount here will fully liquidate (close) the BPA.
In the Document Reference group box, only check the Final check box if it is the last order to be processed against the BPA. Checking the Final check box will fully liquidate (close) the referenced BPA.
References to BP documents (BPA without Limitations) must be removed.
If the information did not copy forward from the BPA, enter a referenced RWA or IBAA number, if applicable in the Agreement group box.
If the Contract information and/or Blanket Agreement number was not copied forward from the BPA, use the Contracts Line group box to enter Contract Line information or Blanket Agreement information, if applicable.
Specify the contract line item number or sub-contract line item number applicable to the request.
Use the Description field to enter descriptive information about this line, if necessary.
Information entered here will print on the GSA Form 300 (GSA Form 3521).
Use the Description field to enter descriptive information about this line, if necessary. Information entered here will print on the GSA Form 300 (GSA Form 3521).
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.).
Go to the Approval Routing tab and add the appropriate approvers or routing list.
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 Submit.
[bookmark: _Toc513722152]How Can I Process Itemized Orders Against Blanket Purchase Agreements?
1. Select Transactions - Purchasing - New - Order from the Pegasys menu bar.
The New Order page will be displayed (Figure 22).
Enter the appropriate Itemized Order in the Document Type box. The following are the available itemized order document types: FO, TO, GO, PP, XO, or OO.
Please refer to Purchasing User Guide 1 of 5, Section 3.1, that outlines which document types are to be used by which service within GSA, or Purchasing User Guide 5 of 5, Section 15 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 Copy Forward radio button.
Select the Next button.
The Copy Forward page will display.
In the Document Type field enter BL or BP as appropriate.
In the Document Number field, type the BL or BP 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 itemized order form will be displayed (Figure 23).
Because the itemized order information was copied forward from a BPA, information such as the Vendor will 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 (change name appropriately).
The Order Date, Accounting Period, and Reporting Accounting Period fields will default to the current date when the form is verified or processed.
If the Vendor information has not been copied forward from the BPA, enter the Vendor Code, and Address Code in the Vendor Information group box. The vendor name will be inferred from the vendor code entered.
NOTE: The Vendor Code must correspond to the Vendor listed on the referenced agreement on the Blanket Agreement Maintenance table.
Enter the appropriate Remit To Address.
The Remit To Address is required to ensure vendor payment.
Please refer to the printed GSA Form 300 (GSA Form 3521) or the Description field on the accounting line of the BPA for the Remit to Address information.
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.
Enter the appropriate contract information in the Contract Information group box fields.
If the Blanket Agreement number was not copied forward, enter the Blanket Agreement number in the Blanket Agreement # field. The number must be valid on the Blanket Agreement Maintenance table.
If the number or associated vendor code is unknown, right-select Search for the BPA number and associated vendor code.
In the Discount Terms group box, 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.
Select the Office Addresses tab. Select the appropriate Office Type and select the Office Address link to enter the Administered By, Mail Invoice To, Delivery and Ordering address information. Enter the COTR and Issuing office (procurement office), addresses if they have not been copied forward from the BPA.
Select the Get Address button to populate the address fields. Select the Clear Address button to clear the address information.
Required Addresses are: Delivery, Invoice, and Order.
[bookmark: _Ref504973681][bookmark: _Toc513722237]Figure 25: Purchase Order Office Addresses page
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Select the Header Accounting Lines tab. Itemized forms will accept funds at the document level, or the itemized line level, or both.
The Header Accounting Lines page will be displayed (Figure 24).
NOTE: Only need to enter information in the Accounting lines page if applicable.
Select the appropriate line and select on the Header Accounting Line link. To add a new line, select the Add button. A blank Header Accounting Line page will display.
The Header Accounting Line will be displayed.
In the Period of Performance group box, enter the Start Date and End Date (if applicable).
In the Line Amounts group box enter the dollar amount for the accounting line in the Ordered field.
The Line Amount copied forward will be the total line amount of the BPA. It is extremely important to only reference the portion of the BPA’s total dollar amount applicable to this order when creating multiple orders. Otherwise, referencing the total line amount here will fully liquidate (close) the BPA.
The line amount is the total dollar amount that will be charged to this accounting strip. For each itemized line, the sum of the line amounts on the associated accounting lines must equal the itemized line amount.
In the Accounting Dimensions group box, enter a Template for the accounting line if it was not copied forward from BPA or a new accounting template is needed.
Complete any other required accounting elements that were not populated by the accounting template.
If the Contract information and/or Blanket Agreement number was not copied forward from the BPA, use the Contract Line group box to enter Contract Line information or Blanket Agreement information, if applicable.
Specify the contract line item number or sub-contract line item number applicable to the request.
Use the Description field to enter descriptive information specific to this accounting line. If the description is more than 255 characters, the extended description field can be used.
Additional accounting lines may be added by repeating Steps 23-31.
To delete an existing line, select the line and select the Remove button.
To change a line’s information, select the line, 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 change the necessary information.
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 the document, and select the Finish button.
Select the Itemized Lines tab.
The Itemized Lines page will be displayed.
[bookmark: _Ref504977803][bookmark: _Toc513722238]Figure 26: Purchase Order Itemized Lines page
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NOTE: Specific line information will be displayed.
When copying forward from a BPA, the reference to the BP (BPA without Limitations) must be deleted.
Select the appropriate line and select the Itemized Line link.
a. To add a new line select the Add button and a new blank Itemized Line page will display.
In the General group box, enter the commodity Code and Name.
In the Line Amounts group box, enter the Quantity and Unit Price.
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.
b. If the total amount of the order is different from the BPA, distribute (prorate) the monies according to the BPA.
In the Discount/Credits group box, choose None, Per Unit, or Total for the Type of Credit.
The total line item amount is calculated automatically by Pegasys.
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 the GSA Form 300 (GSA Form 3521). If this information is needed on a printed form, enter information in the Description field on the Itemized Lines page.
Use the Agreement field to enter RWA or IBAA Agreement information, if necessary.
Use the Description field to enter a detailed line item description. The Extended Description field can be used if more than 255 characters are needed up to 60,000 characters.
Information entered here will print on GSA Form 300 (GSA Form 3521).
Select the Delivery Instances tab to enter shipping information on a line-by-line basis.
The Delivery Instances page will be displayed.
To add a new instance, select the Add button.
Enter the Carrier through which the ordered goods or services will be shipped to your agency, the Freight on Board destination, and the Delivery Date.
Shipping information can be added for the entire purchase order on the Header page.
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.
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.
Go to the Approval Routing tab and add the appropriate approvers or routing list.
Select Submit.
[bookmark: _TOC_250178][bookmark: _Toc513722153]How Can I Process Direct Pays Against Blanket Purchase Agreements?
The following steps outline how to process a Direct Pay (D6, D7, DC, or DF) against a BPA.
1. Select Transactions - Purchasing - New - Match Invoice from the Pegasys menu bar.
The New Match Invoice page will be displayed.
[bookmark: _Toc513722239]Figure 27: New Match Invoice page
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Enter one of the following Direct Pay 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 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.
The Copy Forward page will display.
Enter in the Document Type field BL or BP as appropriate.
In the Document Number field, type the BL or BP number to copy forward.
Select the Search button.
Select the appropriate document.
Select the Finish button.
The Header page of the Direct Pay (Match Invoice) form will be displayed.
[bookmark: _Toc513722240]Figure 28: Match Invoice Header page
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Because the direct pay was copied forward from the BPA, information such as the Vendor will already exist on the Header page.
In the General group box, enter the receiver’s name in the Invoiced By field.
The name of the requester will copy forward to populate this field (change name appropriately).
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 pay.
If the vendor’s invoice does not have an invoice number, users must enter the vendor’s telephone number, the last digit of the fiscal year and the first letter of the invoice’s month in the Invoice field. For example, 20255512120F.
In the Vendor Information group box, enter the Vendor Code and Vendor Address Code. The vendor name will be inferred from the vendor code.
The Vendor Code must correspond to the Vendor listed on the referenced agreement on the Blanket Agreement Maintenance table.
Enter the appropriate Remit To Address.
The Remit To Address is required to ensure vendor payment.
Please refer to the printed GSA Form 300 (GSA Form 3521) or the Description field on the accounting line of the BPA for the Remit to Address information.
Enter the appropriate contract information in the Contracts group box fields.
Enter the Blanket Agreement number in the Blanket Agreement # field. The number must be valid on the Blanket Agreement Maintenance table.
If the number or associated vendor code is unknown, right-select Search for the BPA number and associated vendor code.
Select the Header Accounting Lines tab.
The Header Accounting Lines page will be displayed.
[bookmark: _Toc513722241]Figure 29: Match Invoice Header Accounting Lines page
[image: ]
Select the appropriate line and select the Header Accounting Line link.
To add a new line select, the Add button. A blank Header Accounting Line page will display.
The Header Accounting Line page will be displayed.
NOTE:
The Line Number and Transaction Type will default when the form is verified or processed.
The Accounting Lines page information will be copied forward from the BPA. Specific line information will be displayed under the numbered minor tabs along the side of the Accounting Lines page.
The Line Amount copied forward will be the total line amount of the BPA. It is extremely important to only reference the portion of the BPA’s total dollar amount applicable to this order when creating multiple direct pays. Otherwise, referencing the total line amount here will fully liquidate (close) the BPA.
Change the current amount in the Line Amount group box to the amount of this direct pay.
In the Document Reference group box, only check the Final check box if it is the last direct pay to be processed against the BPA. Checking the Final check box will fully liquidate (close) the referenced BPA.
References to BP documents (BPA without Limitations) must be removed.
In the Agreement group box to enter a referenced RWA or IBAA Agreement number, if applicable. (PBS only)
In the Contract Line group box enter additional contract information or blanket agreement information, if applicable.
In the Payments group box enter the following:
FST in the Prompt Pay Type field. This will allow the Vendor to be paid as soon as possible and will not be subject to prompt pay.
The latter of the accepted or delivery date in the Accept or Delivery Date field.
In the Description field enter any required descriptive information about this line. If the description is more than 255 characters, the extended description field can be used.
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.).
Go to the Approval Routing tab and add the appropriate approvers or routing list.
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 Submit.
[bookmark: _TOC_250177][bookmark: _Toc513722154]Appendix A: Field Descriptions
[bookmark: _TOC_250176][bookmark: _Toc513722155]Precommitment (Reservation)
[bookmark: 13.1.1_Precommitment_(Reservation)_Heade][bookmark: _TOC_250175][bookmark: _Toc513722156]Precommitment (Reservation) Header Page
[bookmark: _bookmark97]Figure 30 displays the Header page of the Reservation form.
[bookmark: _Ref504972757][bookmark: _Toc513722242]Figure 30: Reservation Header page
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Table 2 provide additional information about Reservation Header page fields.
[bookmark: _bookmark98][bookmark: _Ref502652394][bookmark: _Toc513722269]Table 2: Precommitment (Reservation) Header Page Field Descriptions
	Field Name
	Description
	Features

	Title
	Displays the title information.
	Blank.

	Reserved By
	The name of the person entering the reservation.
	Optional.

	Reservation Date
	The date the reservation is created. Enter the value in one of the following formats:
MM/DD/YY MM/DD/YYYY
	Optional.
If blank, defaults to the current date.

	Accounting Period
	The accounting period in which this transaction is to be recorded. Enter the value in one of the following formats in which MM refers to the fiscal month and YY refers to the fiscal year:
MM/YY MM/YYYY
	Optional.
If blank, defaults to the current accounting period.

	Reporting Accounting Period
	The accounting period in which this transaction should be reported, based on when the transaction is entered. Enter the value in one of the following formats in which MM refers to the fiscal month and YY refers to the fiscal year:
MM/YY MM/YYYY
	Optional.
If blank, defaults to the current accounting period.

	Batch Number
	Identifies the batch number associated with this transaction. This number is used when conducting offline batch processing.
	Currently not in use.

	Document Classification
	The predefined group (defined on the Document Classification Maintenance table) to which this transaction belongs.
	Optional.

	Security Org
	The security organization established when the form was created. Only users in the specified security organization of the reservation will have access to this form.
NOTE: If sending to other services for approval, users must select “GSA” as the security organization.
	System-maintained.
Defaults to user’s security organization.

	Suppress Printing (check box)
	Indicates that this form should not be printed from Pegasys.
	Currently not in use.


[bookmark: _Ref505606817][bookmark: _TOC_250174][bookmark: _Toc513722270]Table 3: Precommitment (Reservation) Header Page Field Descriptions - Vendor
	Field Name
	Description
	Features

	Code
	Displayed in two fields:
Field 1: Vendor Code - The code specifically assigned to a particular vendor listed on the Vendor Maintenance table. The code is the TIN (Taxpayer Identification Number), except for foreign vendors and employees.
Field 2: Address Code - The address code linked to the vendor code listed in Field 1.
	Optional.
The combination of vendor code and vendor address code must be valid on the Vendor Maintenance table.

	Name
	The name of the vendor specified in the Code fields.
	System-maintained.

	More (button)
	Displays the Vendor Information page that identifies address information about the vendor.
	Becomes enabled when vendor criteria are entered in the Code fields.

	Customer Account
	The customer account number assigned to the agency by the vendor. Place the ALC (Agency Location Code) here, if appropriate.
	Optional.


[bookmark: _Ref505606824][bookmark: _Toc513722271]Table 4: Precommitment (Reservation) Header Page Field Descriptions - Amounts
	Field Name
	Description
	Features

	Net Amount
	The sum of all line amounts.
	System-generated.

	Prorate Amount
	Used to change the total amount of the entire reservation and distribute it across all accounting lines in such a manner that each line will still represent the same percentage of the total as it before the reservation was prorated. The amount specified in this field is not prorated until the Prorate button is selected.
	Optional.
This field is protected until accounting lines are entered.

	Prorate (button)
	Distributes the sum specified in the Prorate Amount field across all accounting lines while maintaining the same percentage amounts for each accounting line.
	Optional.
Becomes enabled when an entry is made in the Prorate Amount field.

	Credit Card Info (group box)
	Contains number, alias, name, authorization code, and date of charge information
	Optional.


[bookmark: _Ref505606828][bookmark: _Toc513722272]Table 5: Precommitment (Reservation) Header Page Field Descriptions - External Systems Identifier
	Field Name
	Description
	Features

	Description
	A text field 255 characters long used to enter additional information about the reservation. The Extended Description field can be used if more than 255 characters are needed up to 60,000 characters.
	Optional.

	Extended Description
	Used if more than 255 characters are needed up to 60,000 characters.
	Optional.


[bookmark: _Toc513722157]More Button (Vendor Info Section)
[bookmark: _bookmark99]The More button displays the Vendor Details page that contains additional address information about the selected vendor Figure 31 displays the Vendor Details page.
[bookmark: _Ref504973290][bookmark: _Toc513722243]Figure 31: Vendor Details page
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Table 6 provides additional information about the Vendor Information page fields.
[bookmark: _bookmark100][bookmark: _Ref502652755][bookmark: _Toc513722273]Table 6: Vendor Details Page Field Descriptions - Vendor Details
	Field Name
	Description
	Features

	Code
	Displayed in two fields:
Field 1: Vendor Code - The code specifically assigned to a particular vendor listed on the Vendor Maintenance table. The code is the TIN (Taxpayer Identification Number), except for foreign vendors and employees.
Field 2: Address Code - The address code linked to the vendor code listed in Field 1.
	System-maintained.
The combination of vendor code and vendor address code must be valid on the Vendor Maintenance table.

	Standardized Format
	U.S/ Non U.S Address Indicator
	System-maintained.

	Name
	The name of the vendor.
	System-maintained.

	Address
	The vendor’s street address.
	System-maintained.

	City
	The city in which the vendor is located.
	System-maintained.

	State
	The state in which the vendor is located.
	System-maintained.

	Zip Code
	The postal zip code for the vendor.
	System-maintained.

	County
	The county in which the vendor is located.
	System-maintained.

	Country
	The country of the vendor. Valid values are listed in the Countries Maintenance table.
	System-maintained.

	Phone
	The phone number of the vendor.
	System-maintained.

	Fax
	The fax number of the vendor.
	System-maintained.

	Email
	The Internet e-mail address of the vendor.
	System-maintained.

	Contact
	The contact person at the vendor organization.
	System-maintained.

	Title
	The title of the contact person at the vendor organization.
	System-maintained.

	DUNS
	The DUNS of the organization
	System-maintained.

	DUNS+4
	The DUNS+4 of the organization
	System-maintained.

	CCRC Enabled
	Enabled for CCRC
	System-maintained.

	VCSS Enabled
	Enabled for VCSS
	System-maintained.


[bookmark: _TOC_250173][bookmark: _Toc513722158]Credit Card Information Section
The Credit Card Information section is used to record and display information pertaining to a credit card used for the transaction(s). Figure 32 displays the Credit Card Information section.
[bookmark: _Ref504973310][bookmark: _Toc513722244]Figure 32: Credit Card Information section
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Table 7 provides additional information about the Credit Card Information section fields.
[bookmark: _bookmark102][bookmark: _Ref505670948][bookmark: _Toc513722274]Table 7: Credit Card Information Section Field Descriptions
	Field Name
	Description
	Features

	Credit Card
	The number of the Credit Card used. Valid values are listed on the Credit Card Maintenance table.
	Optional.
If the alias is used to reference the credit card, the number will not display.

	Alias
	The alias is an identification code for a Credit Card that can be entered in lieu of the actual Credit Card number when recording Credit Card transactions in Pegasys.
The alias is comprised of the first 12 characters of the cardholder’s name in this format: Last Name + First Name + Middle Initial and the last 4-digits of the actual credit card number.
	Required (For credit card transactions).
System-maintained (if a valid entry is made in the Credit Card field).

	Name
	Displays the name of the Credit Card’s authorized user as recorded on the Credit Card Maintenance table.
	System-maintained.

	Authorization Code
	The authorization or approval code given by the vendor for the credit card purchase.
	Optional.

	Date of Charge
	The date of actual purchase.
	Optional.


[bookmark: _TOC_250172][bookmark: _Toc513722159]External System Information
The External System Information section is used to record and display information pertaining to external systems used for the transaction(s). Figure 33 displays the External System Information.
[bookmark: _bookmark103][bookmark: _Ref504973336][bookmark: _Toc513722245]Figure 33: External System Information section
[image: ]
Table 8 provides additional information about the External System Information section fields.
[bookmark: _bookmark104][bookmark: _Ref505670967][bookmark: _Toc513722275]Table 8: External System Information Section Field Descriptions
	Field Name
	Description
	Features

	System ID
	The identification number of the document as it resides in the interfacing system from which it originated.
	Optional.

	External System Document Number
	The external system identifier.
	Optional.


[bookmark: _TOC_250171][bookmark: _Toc513722160]Precommitment (Reservation) Header Accounting Lines Page
[bookmark: _bookmark105]Figure 34 is accessible by selecting the Header Accounting Lines tab. This page displays the Accounting Lines page of the Reservation form.
[bookmark: _Ref504973110][bookmark: _Toc513722246]Figure 34: Reservation Header Accounting Lines page
[image: ]
Table 9 provides additional information about Reservation Accounting Line page fields.
[bookmark: _bookmark106][bookmark: _Ref505670987][bookmark: _Toc513722276]Table 9: Precommitment (Reservation) Header Accounting Lines Page Field Descriptions
	Field Name
	Description
	Features

	Line Number
	A number that uniquely identifies this line.
	Required.
If blank, Pegasys defaults the next sequential number from the highest line number associated with the form.

	Transaction Type
	An alphanumeric code used in combination with the transaction’s document type, that determines the general ledger postings and budgetary impact. Valid values are listed in the Transaction Definition Maintenance table.
	System-maintained.

	Related Cost Type
	Used to designate funding allocated for Related Costs that is above the actual cost.
	Optional.
Drop-down list provides list of valid values.

	Source Number
	The specific source of the financial transaction activity.
	Optional.


[bookmark: _TOC_250170][bookmark: _Toc513722277]Table 10: Precommitment (Reservation) Header Accounting Lines Page Field Descriptions - Additional Attributes
	Field Name
	Description
	Features

	Transfer Treasury Symbol
	Used to specify the Treasury Symbol of the organization with which the agency is conducting the transaction.
	Currently not in use.

	To/From
	Used to indicate whether the payment is made to or from the specified Treasury Symbol.
	Currently not in use.

	Description (section)
	Contains the Description and Extended Description fields to enter additional information about the reservation.
	Optional.


[bookmark: _Toc513722278]Table 11: Precommitment (Reservation) Header Accounting Lines Page Field Descriptions - Line Amounts
	Field Name
	Description
	Features

	Line Amount
	The total dollar amount being reserved by this accounting strip.
	Optional.


[bookmark: _Toc513722279]Table 12: Precommitment (Reservation) Header Accounting Lines Page Field Descriptions - Accounting Dimensions
	Field Name
	Description
	Features

	Template
	The accounting template used to obtain the accounting strip. Valid values are listed in the Accounting Template Maintenance table.
	Optional.

	BFYs
	Budget Fiscal Year(s) of the accounting strip displayed in two fields:
Field 1: Beginning Budget Fiscal Year (BBFY). 
Field 2: Ending Budget Fiscal Year, if applicable (EBFY).
	Required.
Will default if a valid entry is made in the Template field.

	Fund
	The fund code. Must be entered in conjunction with a valid BBFY code; combination must be valid on the Fund Maintenance table.
	Required.
Will default if a valid entry is made in the Template field.

	Region
	The region code of the accounting strip. Valid values are listed in the Region Maintenance table.
	Will default if a valid entry is made in the Template field.

	Program
	The program of the accounting strip. Valid values are listed in the Program Maintenance table.
	Will default if a valid entry is made in the Template field.

	Org Code
	The organization code of the accounting strip. Valid values are listed in the Organization Maintenance table.
	Will default if a valid entry is made in the Template field.

	Sub Object Class
	The sub object class of the accounting strip. Valid values are listed in the Sub Object Class Maintenance table.
	May default and/or become required, based on the accounting template selection.

	Activity
	The activity code of the accounting strip. Valid values are listed in the Activity Maintenance table.
	May default and/or become required, based on the accounting template selection.

	Project Code
	The project/grant/case number/audit number code/profit center of the accounting strip. Valid values are listed in the Project Maintenance table.
	May default and/or become required, based on the accounting template selection

	Bldg #
	The building number of the accounting strip. Valid values are listed in the Building Number Maintenance table.
	May default and/or become required, based on the accounting template selection.

	Work Item
	The work item/work category code of the accounting strip. Valid values are listed in the Sub Project Maintenance table.
	May default and/or become required, based on the accounting template selection.

	System
	The system code of the accounting strip. Valid values are listed in the System Maintenance table.
	May default and/or become required, based on the accounting template selection.

	Vehicle Tag #
	The vehicle tag of the accounting strip. Valid values are listed in the Vehicle Tag Maintenance table.
	May default and/or become required, based on the accounting template selection. .

	Cost Organization
	Currently not in use.
	N/A

	CBFYs
	Canceled Budget Fiscal Year(s) that the form is being processed against.
	Optional.

	Canceled Fund
	The canceled fund code that the form is being processed against.
	Optional.

	YBA
	The year of budget authority
	Optional.

	Agreement (group box)
	Used to specify an agreement (e.g., RWA, IBAA) to be associated with the reservation. Displayed in two fields:
Field 1: Agreement Number. 
Field 2: Line number
	Optional.


[bookmark: _Toc513722161]Purchase Request
[bookmark: 13.2.1_Purchase_Request_Header_Page][bookmark: _TOC_250169][bookmark: _Toc513722162]Purchase Request Header Page
[bookmark: _bookmark107]The first page of the Purchase Request form is the Header page. The Header page contains general information about the request such as the date of the request and the requester’s name. Figure 20 displays the Header page of the Purchase Request form.
Table 13 provides additional information about Purchase Request Header page fields.
[bookmark: _Ref505671106][bookmark: _Toc513722280]Table 13: Purchase Request Header Page Field Descriptions
	Field Name
	Description
	Features

	Title
	Displays the ACT number.
	System-generated.

	Authorized by
	The individual requesting the goods or services.
	Required.

	Request Date
	The date the request is created. Enter the value in one of the following formats: MM/DD/YY MM/DD/YYYY
	Optional.
If blank, defaults to the current date.

	Acctg Period
	The accounting period in which this transaction is to be recorded. Enter the value in one of the following formats in which MM refers to the fiscal month and YY refers to the fiscal year: 
MM/YY MM/YYYY
	Optional.
If blank, defaults to the current accounting period.

	Reporting Acctg Period
	The accounting period in which this transaction should be reported, based on when the transaction is entered. Enter the value in one of the following formats in which MM refers to the fiscal month and YY refers to the fiscal year: MM/YY MM/YYYY
	Optional.
If blank, defaults to the current accounting period.

	Batch Number
	Identifies the batch number associated with this transaction. This number is used when conducting offline batch processing.
	Currently not in use.

	Document Classification
	The predefined group (defined on the Document Classification Maintenance table) to which this transaction belongs.
	Optional.

	Security Org
	The security organization established when the form was created. Only users specified in the security organization of the request will have access to this form.
NOTE: If sending to other services for approval, user must select “GSA” as the security organization.
	System-maintained.
Defaults to user’s security organization.

	Suppress Printing (check box)
	Indicates that this form should not be printed from Pegasys.
	Currently not in use.


[bookmark: _TOC_250168][bookmark: _Toc513722281]Table 14: Purchase Request Header Page Field Descriptions - Vendor
	Field Name
	Description
	Features

	Code
	Displayed in two fields:
Field 1: Vendor Code - The code specifically assigned to a particular vendor listed on the Vendor Maintenance table. The code is the TIN (Taxpayer Identification Number), except for foreign vendors and employees.
Field 2: Address Code - The address code linked to the vendor code listed in Field 1.
	Optional.
The combination of vendor code and vendor address code must be valid on the Vendor Maintenance table.

	Name
	The name of the vendor specified in the Code fields.
	System-maintained.

	More (button)
	Displays the Vendor Information page that identifies address information about the vendor.
	Becomes enabled when vendor criteria are entered in the Code
fields.

	Customer Account
	The customer account number assigned to the agency by the vendor. Place the ALC (Agency Location Code) here for interagency orders.
	Optional.


[bookmark: _Toc513722282]Table 15: Purchase Request Header Page Field Descriptions - Amounts
	Field Name
	Description
	Features

	Net Amount
	The total transaction amount.
	System-maintained.

	Cost Amount
	The Cost amount of the transaction.
	Currently not in use.

	Prorate Amount
	Used to change the total amount of the request and distribute it across all accounting lines in such a manner that each line will still represent the same percentage of the total as it before the request was prorated. The amount specified in this field is not prorated until the Prorate button is selected.
	Optional.
This field is protected until accounting lines are entered.

	Prorate (button)
	Distributes the sum specified in the Prorate Amount field across all accounting lines while maintaining the same percentage amounts for each accounting line.
	Optional.
Becomes enabled when an entry is made in the Prorate Amount field.

	Description (button)
	Displays the Description section that contains two text fields to enter additional information about the reservation.
	Optional.

	Contracts (group box)
	Displays the Request Contract Information section that contains contract, delivery order, and information
	Optional.

	Credit Card Information(section)
	Displays the Credit Card Information section that contains number, alias, name, authorization code, and date of charge information.
	Optional

	Shipping Information
(group box)
	Displays shipping information about the transaction
	Optional

	Header
	General information about the itemized lines.
	Optional

	Footer
	General information about the itemized lines.
	Optional

	External System Information(group box)
	Displays the System ID, and External System Identifier.
	Optional

	Description
	A text field 255 characters long used to enter additional information about the reservation. The Extended Description field can be used if more than 255 characters are needed up to 60,000 characters.
	Optional.

	Extended Description
	Used if more than 255 characters are needed up to 60,000 characters.
	Optional.


[bookmark: _Toc513722163]More Button (Vendor Info Section)
The More button displays the Vendor Details page that contains additional address information about the selected vendor. Figure 31 displays the Vendor Details page.
Table 16 provides additional information about Vendor Information page fields.
[bookmark: _bookmark110][bookmark: _Ref502658304][bookmark: _Toc513722283]Table 16: Vendor Details Page Field Descriptions - Vendor Details
	Field Name
	Description
	Features

	Code
	Displayed in two fields:
Field 1: Vendor Code - The code specifically assigned to a particular vendor listed on the Vendor Maintenance table. The code is the TIN (Taxpayer Identification Number), except for foreign vendors and employees.
Field 2: Address Code - The address code linked to the vendor code listed in Field 1.
	System-maintained.
The combination of vendor code and vendor address code must be valid on the Vendor Maintenance table.

	Address Format
	U.S/ Non U.S Address Indicator
	System-maintained.

	Name
	The name of the vendor.
	System-maintained.

	Address
	The vendor’s street address.
	System-maintained.

	City
	The city in which the vendor is located.
	System-maintained.

	State
	The state in which the vendor is located.
	System-maintained.

	Zip Code
	The postal zip code for the vendor.
	System-maintained.

	County
	The county in which the vendor is located.
	System-maintained.

	Country
	The country of the vendor. Valid values are listed in the Countries Maintenance table.
	System-maintained.

	Phone
	The phone number of the vendor.
	System-maintained.

	Fax
	The fax number of the vendor.
	System-maintained.

	Email
	The Internet e-mail address of the vendor.
	System-maintained.

	Contact
	The contact person at the vendor organization.
	System-maintained.

	Title
	The title of the contact person at the vendor organization.
	System-maintained.

	DUNS
	The DUNS of the organization
	System-maintained.

	DUNS+4
	The DUNS+4 of the organization
	System-maintained.

	CCRC Enabled
	Indicates if the vendor is CCRC Enabled
	System-maintained.

	VCSS Enabled
	Indicates of the vendor is VCSS Enabled.
	System-maintained.


[bookmark: _TOC_250167][bookmark: _Toc513722164]Credit Card Information Section
The Credit Card Information section is used to record and display information pertaining to a credit card used for the transaction(s). Figure 32 displays the Credit Card Information section.
Table 17 provides additional information about the Credit Card Information section fields.
[bookmark: _bookmark112][bookmark: _Ref502659416][bookmark: _Toc513722284]Table 17: Credit Card Information Section Field Descriptions
	Field Name
	Description
	Features

	Credit Card
	The number of the Credit Card used. Valid values are listed on the Credit Card Maintenance table.
	Optional.
If the alias is used to reference the credit card, the number will not display.

	Alias
	The alias is an identification code for a Credit Card that can be entered in lieu of the actual Credit Card number when recording Credit Card transactions in Pegasys.
The alias is comprised of the first 12 characters of the cardholder’s name in this format: Last Name + First Name + Middle Initial and the last 4-digits of the actual credit card number.
	Required (For credit card transactions).
System-maintained (if a valid entry is made in the Credit Card field).

	Name
	Displays the name of the Credit Card’s authorized user as recorded on the Credit
Card Maintenance table.
	System-maintained.

	Authorization Code
	The authorization or approval code given by the vendor for the credit card purchase.
	Optional.

	Date of Charge
	The date of actual purchase.
	Optional.


[bookmark: _TOC_250166][bookmark: _Toc513722165]Contracts Information Section
[bookmark: _bookmark113]The Contract section displays contract, delivery order, and blanket purchase agreement information associated with the request. Figure 35 displays the Contracts Information section.
[bookmark: _Ref504973494][bookmark: _Toc513722247]Figure 35: Contracts Information section
[image: ]
Table 18 provides additional information about Request Contract Information fields.
[bookmark: _bookmark114][bookmark: _Ref502659596][bookmark: _Toc513722285]Table 18: Contracts Information Section Field Descriptions
	Field Name
	Description
	Features

	Contract Number
	The contract number that applies to this document’s purchase.
	Optional.

	Delivery Order Number
	The delivery order number associated with the request.
	Optional.
Becomes enabled when an entry is made in the Contract Number field.

	Blanket Agreement #
	The blanket agreement number that applies to this purchase.
	Optional.

	Update Blanket Agreement (check box)
	Used to update blanket agreement information by enabling the Start Date and End Date fields.
	Optional.
Defaults to unchecked.

	Start Date
	The start date of the Contract or Blanket Purchasing Agreements.
	Optional.
Becomes enabled when Update Blank Agreement check box is checked.

	End Date
	The end date of the Contract or Blanket Purchasing Agreements.
	Optional.
Becomes enabled when Update Blank Agreement check box is checked.

	Priority
	The priority level associated with the request.
	Optional.
Drop-down list.

	Priority Rating
	The priority rating of this request.
	Optional.
Drop-down list.

	Procurement Plan #
	The number by which this request is identified in the organization’s most recent procurement plan.
	Currently not in use.

	Type of Action
	The type of purchasing action ordered (for example, competitive contract, task order, simplified purchase).
	Optional.
Drop-down list.

	Priority
	The priority level associated with this item.
	Optional.
Drop-down list.

	Priority Rating
	The priority rating associated with this document (1-10).
	Optional.
Drop-down list.

	Update Blanket Agreement
	A check box that, when checked, updates/creates the entered Blanket Agreement in the Blanket Agreement maintenance Table with the entered request information (for example, vendor and dollar amount).
	Optional.

	Primary NAICS
	A unique code that identifies the given item (North American Industrial Classification System).
	Optional.

	Estimated Contract Value Amount
	The estimated maximum value of the subsequent contract with all options exercised.
	Optional.

	Suggested Preference Program
	The suggested preference program.
	Optional.

	Suggested Type of Contract
	The suggested type of contract, such as fixed price or cost plus fixed fee.
	Optional.


[bookmark: _TOC_250165][bookmark: _Toc513722166]Shipping Information Section
[bookmark: _bookmark115]The Shipping Information section displays shipping information for the request. Figure 36 displays the Shipping Information section.
[bookmark: _Ref504973553][bookmark: _Toc513722248]Figure 36: Shipping Information section
[image: ]
Table 19 provides additional information about Shipping Information fields.
[bookmark: _bookmark116][bookmark: _Ref502659839][bookmark: _Toc513722286]Table 19: Shipping Information Section Field Descriptions
	Field Name
	Description
	Features

	Additional Markings
	Additional information that will be used to further identify the shipping location or delivery method.
	Optional

	Carrier
	The type of carrier used to deliver the goods. The value must be valid in the Carrier maintenance table.
	Optional

	Delivery Date
	The date the purchased goods or services were delivered. Valid format: MM/DD/YY or MM/DD/YYYY.
	Optional

	Delivery Info
	General delivery information.
	Optional

	Freight On Board
	The freight on board location determining who pays the shipping charges.
	Optional


[bookmark: _TOC_250164][bookmark: _Toc513722167]Suggested Vendor Page
The Suggested Vendor page is accessible by selecting the Suggested Vendors tab. It contains fields to enter possible vendors for the requested purchase. Figure 37 displays the Suggested Vendors page of the Purchase Request form. Entering information on this page is optional.
[bookmark: _Ref504973615][bookmark: _Toc513722249]Figure 37: Suggested Vendors page
[image: ]
Table 20 provides additional information about the fields of the Suggested Vendor page.
[bookmark: _bookmark118][bookmark: _Ref502660006][bookmark: _Toc513722287]Table 20: Suggested Vendor Page Field Descriptions
	Field Name
	Description
	Features

	Code
	Displayed in two fields:
Field 1: Vendor Code - The code specifically assigned to a particular vendor listed on the Vendor Maintenance table. The code is the TIN (Taxpayer Identification Number), except for foreign vendors and employees.
Field 2: Address Code - The address code linked to the vendor code listed in Field 1.
	Optional.
The combination of vendor code and vendor address code must be valid on the Vendor Maintenance table.

	Name
	The name of the vendor specified in the Code fields.
	System-maintained.

	More (button)
	Displays the Vendor Information page that identifies address information about the vendor.
	Becomes enabled when vendor criteria are entered in the Code fields.


[bookmark: _TOC_250163][bookmark: _Toc513722168]Purchase Request Office Address Page
The Office Address page is accessible by selecting the Office Addresses tab. The Office Addresses summary page displays the address types that may be entered on the Purchase Request. The Office Address page contains the address information. Figure 25 displays the Office Address page of the Purchase Request form. Office Address Usability have additional options for searching, selecting, and updating addresses entered on the Office maintenance table. The system will automatically default the corresponding information from the maintenance table when the user enters the address on transactions using the Office Code and Address Code fields. This default will replace the need for the user to manually select the Get Address button following entry of the code fields. Automatic address refreshing when the user processes, corrects, or amends a transaction will be added for even greater convenience.
Table 21 provides additional information about the Purchase Request Office Address fields.
[bookmark: _bookmark120][bookmark: _Ref502660185][bookmark: _Toc513722288]Table 21: Purchase Request Office Address Page Field Descriptions
	Field Name
	Description
	Features

	Office Type
	Identifies the address currently displayed. Options are COTR, Dlvry, Issue, and Request.
	System-maintained.

	Code
	The code is displayed in two fields:
Address code - The address code of the office associated with the request. Valid values are listed on the Office Maintenance table.
	Optional.
Address code is system-maintained when Office code is selected.

	Get Address (button)
	Defaults address information associated with the Office Address Code.
	N/A

	Clear Address
(button)
	Clears the address information
	N/A


[bookmark: _TOC_250162][bookmark: _Toc513722289]Table 22: Purchase Request Office Address Page Field Descriptions - Address Information
	Field Name
	Description
	Features

	Standardized Format
	U.S/ Non U.S Address Indicator
	Optional
System-maintained if the code option is used.

	Name
	The name of the individual associated with the address.
	Optional.
System-maintained if the code option is used.

	Address
	The street address for the office.
	Optional.
System-maintained if the code option is used.

	City
	The city where the office is located.
	Optional.
System-maintained if the code option is used.

	State
	The state where the office is located. Valid values are listed in the State Maintenance table.
	Optional.
System-maintained if the code option is used.

	Zip Code
	The postal zip code of the address.
	Optional.
System-maintained if the code option is used.

	County
	The county where the office is located.
	Optional.
System-maintained if the code option is used.

	Country
	The country where the office is located. Valid values are listed in the Countries Maintenance table.
	Optional.
System-maintained if the code option is used.

	Contact
	The primary point of contact at the address office. Prints on the purchase order.
	Optional.
System-maintained if the code option is used.

	Phone
	The phone number of the address. Enter the value in the following format:
(###) ### - ####
	Optional.
System-maintained if the code option is used.

	Email
	The Internet e-mail address of the office/contact person.
	Optional.
System-maintained if the code option is used.

	Fax
	The fax number of the address. Enter the value in the following format:
(###) ### - ####
	Optional.
System-maintained if the code option is used.

	Title
	The title of this address.
	Optional.
System-maintained if the code option is used.


[bookmark: _Toc513722169]Purchase Request Header Accounting Lines Page
[bookmark: _bookmark121]The Purchase Request Header Accounting Lines page is accessible by selecting the Header Accounting Lines tab. This page contains the accounting information that is used to fund the request. When completing the Purchase Request Header Accounting Lines page, an existing reservation, or a reservation’s accounting line, can be referenced. When referencing a reservation, the accounting information and the line amount(s) from the reservation appear on the Purchase Request form. The referenced reservation is liquidated once the request is processed.  Figure 38 displays the Header Accounting Lines page of the Purchase Request form.
[bookmark: _Ref505347522][bookmark: _Toc513722250]Figure 38: Purchase Request Header Accounting Line page
[image: ]
Table 23 provides additional information about Purchase Request Accounting Lines page fields.
[bookmark: _bookmark122][bookmark: _Ref502660427][bookmark: _Toc513722290]Table 23: Request Header Accounting Lines Page Field Descriptions
	Field Name
	Description
	Features

	Line Number
	A number that uniquely identifies the line.
	If blank, Pegasys will default the value of the next sequential number from the highest line number already entered.

	Transaction Type
	An alphanumeric code used in combination with the transaction’s document type, that determines the general ledger postings and budgetary impact. Valid values are listed in the Transaction Definition Maintenance table.
	System-maintained.


[bookmark: _TOC_250161][bookmark: _Toc513722291]Table 24: Request Header Accounting Lines Page Field Descriptions - Period of Performance
	Field Name
	Description
	Features

	Start Date
	The date requested services begin.
	Optional.

	End Date
	The date requested services cease.
	Optional.

	Related Cost Type
	Used to designate funding allocated for Related Costs that is above the actual cost.
	Optional.
Drop-down list provides list of valid values.

	Source Number
	The specific source of the financial transaction activity.
	Optional


[bookmark: _Toc513722292]Table 25: Request Header Accounting Lines Page Field Descriptions - Line Amounts
	Field Name
	Description
	Features

	Requested
	The original dollar amount of the accounting line.
	Optional.

	Applied Credit
	The credit amount applied to the accounting line.
	Currently not in use.

	Net
	The difference between the original line amount and the applied credit.
	Optional.
System-maintained.


[bookmark: _Toc513722293]Table 26: Request Header Accounting Lines Page Field Descriptions - Reference
	Field Name
	Description
	Features

	Type
	The document type of the referenced document.
	Optional.
Drop-down list.

	Document
	Consists of two fields:
Field 1: The document number of the referenced document. 
Field 2: The line number of the referenced accounting line.
	Optional. .

	Final (check box)
	If checked, liquidates the referenced document and returns unused money to budget.
	Optional.
Defaults to checked when the request is processed and the line amount equals the referenced line amount.

	Misc. (check box)
	If checked, the accounting line will update the referenced document’s miscellaneous amount and does not liquidate a specific accounting line.
	Optional.
Defaults to unchecked.

	Default (button)
	Brings over accounting data from a reservation (if the Copy Forward feature was not used). However, will not bring forward the ACT Number.
	Optional.


[bookmark: _Toc513722294]Table 27: Request Header Accounting Lines Page Field Descriptions - Accounting
	Field Name
	Description
	Features

	Template
	The accounting template used to obtain the accounting strip. Valid values are listed in the Accounting Template Maintenance table.
	Required.

	BFYs
	Budget Fiscal Year(s) of the accounting strip for which the form is being processed. Displayed in two fields:
Field 1: Beginning Budget Fiscal Year (BBFY).
Field 2: Ending Budget Fiscal Year, if applicable (EBFY).
	Required.
Will default based on the accounting template selected.

	Fund
	The fund code of the accounting strip. Valid values are listed in the Fund Maintenance table.
	Required.
Will default based on the accounting template selected.

	Region
	The region code of the accounting strip. Valid values are listed in the Region Maintenance table.
	Will default based on the accounting template selected.

	Program
	The program code of the accounting strip. Valid values are listed in the Program Maintenance table.
	Will default based on the accounting template selected.

	Org Code
	The organization code of the accounting strip. Valid values are listed in the Organization Maintenance table.
	Will default based on the accounting template selected.

	Sub Object Class
	The sub object class of the accounting strip. Valid values are listed in the Sub Object Class Maintenance table.
	Required.

	Activity
	The activity code of the accounting strip. Valid values are listed in the Activity Code Maintenance table.
	May default and/or may become required, based on the accounting template selected.

	Project Code
	The project/grant/case number/audit number code/profit center of the accounting strip. Valid values are listed in the Project Maintenance table.
	May default and/or may become required, based on the accounting template selected.

	Building #
	The building number of the accounting strip. Valid values are listed in the Building Number Maintenance table.
	Optional.

	Work Item
	The work item/work category code of the accounting strip. Valid values are listed in the Sub Project Maintenance table.
	Optional.

	System
	The system code of the accounting strip. Valid values are listed in the System Maintenance table.
	Optional.

	Vehicle Tag #
	The vehicle tag of the accounting strip. Valid values are listed in the Vehicle Tag Maintenance table.
	Optional.

	Cost Organization
	Currently not in use.
	N/A

	CBFYs
	Canceled Budget Fiscal Year(s) that the form is being processed against.
	Optional.

	Canceled Fund
	The canceled fund code that the form is being processed against.
	Optional.

	YBA
	The year of budget authority
	Optional.

	Agreement (group box)
	Used to specify an agreement (e.g., RWA, IBAA) to be associated with the request. Displayed in two fields: 
Field 1: Agreement number. 
Field 2: Line number
	Optional.

	Contract Line Info (group box)
	Used to specify a Contract number and/or its contract line item number (CLIN) or sub-contract line item number, or Blanket Agreement number, or Delivery Order number for this accounting line that is referenced by the request.
	Optional.

	Description (group box)
	Displays the Description and Extended Description fields to enter additional information about the reservation.
	Optional.


[bookmark: _Toc513722170]Contract Line Info
The Shipping Information section displays shipping information for the request. Figure 39 displays the Contract Line Information section.
[bookmark: _Ref504976410][bookmark: _Toc513722251]Figure 39: Contract Line Information Section
[image: ]
Table 28 provides additional information about Contract Line section fields.
[bookmark: _bookmark124][bookmark: _Ref505672092][bookmark: _Toc513722295]Table 28: Contract Line Section Descriptions
	Field Name
	Description
	Features

	Blanket Agreement Line Item Number
	The line item number of the blanket purchase agreement associated with this form.
	Optional

	Blanket Agreement Number
	The number of the blanket purchase agreement. The value must be valid in the Blanket Agreement maintenance table.
	Optional

	Contract Number
	The contract number that applies to this item. The value must be valid in the Contract maintenance table.
	Optional

	Contract Line Item Number
	The number of the contract line to which this form applies.
	Optional

	Delivery Order Number
	The number of the delivery order to which this form applies.
	Optional

	Sub-Blanket Agreement Line Item Number
	The line item number of the sub blanket purchase agreement associated with this form.
	Optional

	Sub-Contract Line Item Number
	The number of the sub-contract line to which this form applies.
	Optional


[bookmark: _TOC_250160][bookmark: _Toc513722171]Purchase Request Itemized Line Page
The Itemized Line page of a Purchase Request form is accessible by selecting the Itemized Lines tab. This page contains commodity line item information. Line items, and their associated unit price, quantity, and funding information are entered on the Itemized Line page. When completing a purchase request with itemized lines, an existing reservation, or a reservation’s accounting line, can be referenced. When referencing a reservation, the accounting information and line amount(s) from the reservation appear on the request, and the reservation is liquidated once the request is processed. Figure 40 displays the Itemized Line page of the Purchase Request form.
[bookmark: _Ref504973954][bookmark: _Toc513722252]Figure 40: Purchase Request Itemized Lines page
[image: ]
Table 29 provides additional information about Purchase Request Itemized Line page fields.
[bookmark: _bookmark126][bookmark: _Ref502660924][bookmark: _Toc513722296]Table 29: Purchase Request Itemized Line Page Field Descriptions
	Field Name
	Description
	Features

	Line Number
	A number that uniquely identifies the line.
	If blank, Pegasys will default the value of the next sequential number from the highest line number already entered.

	Commodity Code
	The commodity code of the requested commodity line item.
	Required.

	Commodity Name
	The name of the requested commodity item.
	Required.

	Unit
	The unit of measure in which the commodity item is sold (e.g., case, dozen, each). Valid values are listed in the Units Maintenance table.
	Required.

	Item #
	The item number of the requested commodity (i.e., vendor’s catalog number).
	Optional.

	Qty Price Breaks (button)
	Displays Quantity Price page to create a QPB structure based on increasing quantities on purchasing itemized lines.
	Optional

	Use QPB (button)
	If selected, the system will automatically populate the Unit Price when the entered quantity matches the defined quantity.
	Optional


[bookmark: _TOC_250159][bookmark: _Toc513722297]Table 30: Purchase Request Itemized Line Page Field Descriptions - Period of Performance
	Field Name
	Description
	Features

	Start Date
	The date requested services begin.
	Optional

	End Date
	The date requested services cease.
	Optional

	Source Number
	The specific source of the financial transaction activity.
	Optional


[bookmark: _Toc513722298]Table 31: Purchase Request Itemized Line Page Field Descriptions - Line Amounts
	Field Name
	Description
	Features

	Original Quantity
	The number of units requested.
	Required.

	Original Unit Price
	The price per unit of the commodity.
	Required.

	Amount
	The total dollar amount of this accounting line. If a Pricing Unit and Number of Units are entered, this field is calculated as the Unit Price multiplied by the Number of Units and is system-maintained.
	System-maintained.

	Subtotal
	The dollar amount of the itemized line including applied discounts or credits.
	System-maintained.

	Taxes
	Total amount of taxes charged.
	System-maintained.

	Net Total
	The total transaction amount.
	System-maintained.

	Prorate (button)
	Recalculates the document totals across all accounting lines while maintaining the same percentage amounts for each accounting line.
	Optional.


[bookmark: _Toc513722299]Table 32: Purchase Request Itemized Line Page Field Descriptions - Discounts/Credits
	Field Name
	Description
	Features

	Type of Credit
	The type of credit or discount offered by the vendor.
	Drop-down list.

	Per Unit
	The amount of the discount/credit per unit offered by the vendor. When the Discount Type is “Per Unit”, this amount is subtracted from the original unit price to determine the discounted unit price.
	Available when Type of Credit is set to Per Unit.

	Total
	The total amount of the discount/credit offered by the vendor. When the Discount Type is “Total”, this amount is subtracted from the original total amount to determine the discounted total.
	Available when Type of Credit is set to Total.


[bookmark: _Toc513722300]Table 33: Purchase Request Itemized Line Page Field Descriptions - Reference
	Field Name
	Description
	Features

	Type
	The document type of the referenced document.
	Optional.
Drop-down list.

	Document
	Consists of two fields:
Field 1: The document number of the referenced document. 
Field 2: The line number of the referenced accounting line.
	Optional.

	Final (check box)
	If checked, liquidates the referenced document and returns unused money to budget.
	Optional.
Defaults to checked when the request is processed and the line amount equals the referenced line amount.

	Misc. (check box)
	If checked, the accounting line will update the referenced document’s miscellaneous amount and does not liquidate a specific accounting line.
	Optional.
Defaults to unchecked.

	Default (button)
	Brings over accounting data from a reservation (if the Copy Forward feature was not used). However, will not bring forward the ACT Number.
	Optional.


[bookmark: _Toc513722301]Table 34: Purchase Request Itemized Line Page Field Descriptions - Taxed
	Field Name
	Description
	Features

	%
	The percentage of the tax
	Optional

	Amount
	The amount of the tax
	System-maintained.


[bookmark: _Toc513722302]Table 35: Purchase Request Itemized Line Page Field Descriptions - Pricing Options
	Field Name
	Description
	Features

	Contracts Line (section)
	Used to specify a Contract number and/or its contract line item number (CLIN) or sub-contract line item number, or Blanket Agreement number, or Delivery Order number for this itemized line that is referenced by the request.
	Optional.

	Description (section)
	Displays the Description and Extended Description fields to enter additional information about the itemized line.
	Optional.


[bookmark: _Toc513722172]Supplemental Info Section
[bookmark: _bookmark127]The Itemized Line Supplemental Information section contains additional descriptive information about the commodity line. Figure 41 displays the Itemized Line Supplemental Information section.
[bookmark: _Ref504974046][bookmark: _Toc513722253]Figure 41: Supplemental Information section 
[image: ]
Table 36 provides additional information about the Itemized Line Supplemental Information section fields. 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 Header page.
[bookmark: _bookmark128][bookmark: _Ref505672588][bookmark: _Toc513722303]Table 36: Itemized Line Supplemental Information Section Field Descriptions
	Field Name
	Description
	Features

	Product/Service Codes
	The Product/Service code that identifies the line item. Valid values are listed in the Product Service Codes table.
	Optional.

	NAIC Code
	The North American Industrial Classification code of the line item. Valid values are listed in the North American Industrial Classifications table.
	Optional.

	SIC Code
	The Standard Industrial Classification code of the line item. Valid values are listed in the Standard Industrial Classifications table.
	Optional.

	Company
	The company that provides the line item.
	Optional.

	Drawing Number
	The drawing number of the line item.
	Optional.

	Specification Number
	The specification number of the line item.
	Optional.

	Serial Number
	The serial number of the line item.
	Optional.

	Piece Number
	The piece number of the line item.
	Optional.

	Model Number
	The manufacturer’s code which identifies the model of the line item.
	Optional.

	National Stock Number
	The national stock number that identifies the line item.
	Optional.

	Recycled Product
	A status indicating whether or not the line item is a recycled product.
	Optional.

	Color
	The color of the line item.
	Optional.

	Size
	The size of the line item.
	Optional.

	Duration
	The length that the requested services are expected to last.
	Optional.

	Manufacturer
	The manufacturer of the line item.
	Optional.

	Year of Manufacture
	The year in which the line item was manufactured.
	Optional.

	MILSTRIP
	MIL Strip
	Optional.


[bookmark: _TOC_250158][bookmark: _Toc513722173]Pricing Options Section
The Itemized Line Pricing Options section contains additional descriptive information about the commodity line. Figure 42 displays the Itemized Line Pricing Options section.
[bookmark: _bookmark129][bookmark: _Ref504974142][bookmark: _Toc513722254]Figure 42: Pricing Options section
[image: ]
Table 37 provides additional information about the Itemized Line Pricing Options section fields.
[bookmark: _bookmark130][bookmark: _Ref502661453][bookmark: _Toc513722304]Table 37: Itemized Line Pricing Options Section Field Descriptions
	Field Name
	Description
	Features

	Type of Contracts
	The original Award Fee amount of the payment accounting line, before deducting applied credits.
	Optional

	IDC Type
	Drop-down list of Definite Quantity, Indefinite Quantity, and Requirements.
	Optional

	Variation Quantity
	Anticipated or allowed variable quantity of itemized line.
	Optional


[bookmark: _TOC_250157][bookmark: _Toc513722174] Contract Line Information
[bookmark: _bookmark131]Figure 36 displays Shipping Information for the request.
Table 38 provides additional information about Contract Line section fields.
[bookmark: _bookmark132][bookmark: _Ref502661601][bookmark: _Toc513722305]Table 38: Contract Line Section Descriptions
	Field Name
	Description
	Features

	Blanket Agreement Line Item Number
	The line item number of the blanket purchase agreement associated with this form.
	Optional

	Blanket Agreement Number
	The number of the blanket purchase agreement. The value must be valid in the Blanket Agreement maintenance table.
	Optional

	Contract Number
	The contract number that applies to this item. The value must be valid in the Contract maintenance table.
	Optional

	Contract Line Item Number
	The number of the contract line to which this form applies.
	Optional

	Delivery Order Number
	The number of the delivery order to which this form applies.
	Optional

	Sub-Blanket Agreement Line Item Number
	The line item number of the sub blanket purchase agreement associated with this form.
	Optional

	Sub-Contract Line Item Number
	The number of the sub-contract line to which this form applies.
	Optional


[bookmark: _TOC_250156][bookmark: _Toc513722175]Accounting Line
The Accounting Line page is accessible by selecting the Accounting Line tab from the Itemized Line page. This page contains the funding and accounting information of the commodity line. Figure 43 displays the Accounting Line page.
[bookmark: _Ref504976454][bookmark: _Toc513722255]Figure 43: Purchase Request Accounting Line page
[image: ]
Table 39 provides additional information about the Accounting Line Information page fields.
[bookmark: _bookmark133][bookmark: _Ref502661750][bookmark: _Toc513722306]Table 39: Accounting Line Information Page Field Descriptions
	Field Name
	Description
	Features

	Line Number
	A number that uniquely identifies this funding line.
	If no value is entered, Pegasys defaults to the next sequential number from the highest line number already entered.

	Transaction Type
	An alphanumeric code used in combination with the transaction’s document type, that determines the general ledger postings and budgetary impact. Valid values are listed in the Transaction Definition Maintenance table.
	System-maintained.

	Line Amount
	The original dollar amount of the accounting line.
	Required.

	Related Costs
	Used to designate funding allocated for Related Costs that is above the actual cost of goods specified on the Itemized Line.
	Optional.
Drop-down list provides list of valid values.


[bookmark: _TOC_250155][bookmark: _Toc513722307]Table 40: Accounting Line Information Page Field Descriptions - Reference
	Field Name
	Description
	Features

	Type
	The document type of the referenced document.
	Optional.
Drop-down list.

	Document
	Consists of two fields:
Field 1: The document number of the referenced document.
Field 2: The line number of the referenced accounting line.
	Optional.

	Final (check box)
	If checked, liquidates the referenced document and returns unused money to budget.
	Optional.
Defaults to checked when the request is processed and the line amount equals the referenced line amount.

	Misc. (check box)
	If checked, the accounting line will update the referenced document’s miscellaneous amount and does not liquidate a specific accounting line.
	Optional.
Defaults to unchecked.

	Default (button)
	Brings over accounting data from a reservation (if the Copy Forward feature was not used). However, will not bring forward the ACT Number.
	Optional.


[bookmark: _Toc513722308]Table 41: Accounting Line Information Page Field Descriptions - Accounting Dimensions
	Field Name
	Description
	Features

	Template
	The accounting template used to obtain the accounting strip. Valid values are listed in the Accounting Template Maintenance table.
	Required.

	BFYs
	Budget Fiscal Year(s) of the accounting strip for which the form is being processed. Displayed in two fields:
Field 1: Beginning Budget Fiscal Year (BBFY). 
Field 2: Ending Budget Fiscal Year, if applicable (EBFY).
	Required.
Will default based on accounting template selected.

	Fund
	The fund code of the accounting strip. Valid values are listed in the Fund Maintenance table.
	Required.
Will default based on accounting template selected.

	Region
	The region code of the accounting strip. Valid values are listed in the Region Maintenance table.
	Will default based on accounting template selected.

	Program
	The program code of the accounting strip. Valid values are listed in the Program Maintenance table.
	Will default based on accounting template selected.

	Org Code
	The organization code of the accounting strip. Valid values are listed in the Organization Maintenance table.
	Will default based on accounting template selected.

	Sub Object Class
	The sub object class code of the accounting strip. Valid values are listed in the Sub Object Class Maintenance table.
	Required.

	Activity
	The activity code of the accounting strip. Valid values are listed in the Activity Code Maintenance table.
	May default and/or may become required, based on the accounting template selected.

	Project Code
	The project/grant/case number/audit number code/profit center of the accounting strip. Valid values are listed in the Project Maintenance table.
	May default and/or may become required, based on the accounting template selected.

	Building #
	The building number of the accounting strip. Valid values are listed in the Building Number Maintenance
table.
	Optional.

	Work Item
	The work item/work category code of the accounting strip. Valid values are listed in the Sub Project Maintenance table.
	Optional.

	System
	The system code of the accounting strip. Valid values are listed in the System Maintenance table.
	Optional.

	Vehicle Tag #
	The vehicle tag of the accounting strip. Valid values are listed in the Vehicle Tag Maintenance table.
	Optional.

	Cost Organization
	Currently not in use.
	

	CBFYs
	Canceled Budget Fiscal Year(s) that the form is being processed against.
	Optional.

	YBA
	The year of budget authority
	Optional.

	Agreement
	Used to specify an agreement (e.g., RWA, IBAA) to be associated with the request. Displayed in two fields:
Field 1: Agreement number. 
Field 2: Line number.
	Optional.

	Description (section)
	Displays the Description and Extended Description fields to enter additional information about the reservation.
	Optional.


[bookmark: _Toc513722176]Training Request
[bookmark: 13.3.1_Training_Request_Header_Page][bookmark: _TOC_250154][bookmark: _Toc513722177]Training Request Header Page
[bookmark: _bookmark134]The first page of the Training Request form is the Header page. The Header page contains general information about the request such as the date of the request and the requester’s name. Figure 44 displays the Header page of the Training Request form.
[bookmark: _Ref504976518][bookmark: _Toc513722256]Figure 44: Training Request Header page 
[image: ]
Table 42 provides additional information about Training Request Header page fields.
[bookmark: _Ref502662058][bookmark: _Toc513722309]Table 42: Training Request Header Page Field Descriptions
	Field Name
	Description
	Features

	Title
	Displays the title of this training request.
	Optional.

	Authorized by
	The individual requesting the goods or services.
	Required.

	Request Date
	The date the request is created. Enter the value in the following format: MM/DD/YY MM/DD/YYYY
	Optional.
If blank, defaults to the current date.

	Acctg Period
	The accounting period in which this transaction is to be recorded. Enter the value in one of the following formats in which MM refers to the fiscal month and YY refers to the fiscal year: MM/YY MM/YYYY
	

	Reporting Acctg Period
	The accounting period in which this transaction should be reported, based on when the transaction is entered. Enter the value in one of the following formats in which MM refers to the fiscal month and YY refers to the fiscal year: MM/YY MM/YYYY
	Optional.
If blank, defaults to the current accounting period.

	Batch Number
	Identifies the batch number associated with this transaction. This number is used when conducting offline batch processing.
	Currently not in use.

	Document Classification
	The predefined group (defined on the Document Classification Maintenance table) to which this transaction belongs.
	Optional.

	Security Org
	The security organization established when the form was created. Only users specified in the security organization of the request will have access to this form.
NOTE: If sending to other services for approval, user must select “GSA” as the security organization.
	System-maintained.
Defaults to user’s security organization.

	Suppress Printing (check box)
	Indicates that this form should not be printed from Pegasys.
	Currently not in use.


[bookmark: _TOC_250153][bookmark: _Toc513722310]Table 43: Training Request Header Page Field Descriptions - Line Amounts
	Field Name
	Description
	Features

	Requested
	The total dollar amount of the purchase request’s accounting lines.
	System-maintained.

	Applied Credit
	The total credits applied to the purchase request’s accounting lines.
	Currently not in use.

	Net Amount
	The sum of the requested funding amount less the applied credit amount.
	System-maintained.

	Prorate Amount
	Used to change the total amount of the entire request and distribute it across all accounting lines in such a manner that each line will still represent the same percentage of the total as it before the request was prorated. The amount specified in this field is not prorated until the Prorate button is selected.
	Optional.
This field is protected until accounting lines are entered.

	Prorate (button)
	Distributes the sum specified in the Prorate Amount field across all accounting lines while maintaining the same percentage amounts for each accounting line.
	Optional.
Becomes enabled when an entry is made in the Prorate Amount field.


[bookmark: _Toc513722311]Table 44: Training Request Header Page Field Descriptions - Vendors
	Field Name
	Description
	Features

	Code
	Displayed in two fields:
Address Code - The address code linked to the vendor code listed in Field 1.
	Optional.
The combination of vendor code and vendor address code must be valid on the Vendor Maintenance table.

	Name
	The name of the vendor specified in the Code fields.
	System-maintained.

	More (button)
	Displays the Vendor Information page that identifies address information about the vendor.
	Becomes enabled when vendor criteria are entered in the Code fields.

	Customer Account
	The customer account number assigned to the agency by the vendor. Place the ALC (Agency Location Code) here for interagency orders.
	

	Contracts(section)
	Displays the Request Contract Information section that contains contract, delivery order, and information.
	Optional.

	Credit Card Information(section)
	Displays the Credit Card Information section that contains number, alias, name, authorization code, and date of charge information
	Optional

	External System Information (group box)
	Displays the external system information for the document
	Optional

	Description (button)
	Displays the Description and Extended Description fields to enter additional information about the request.
	Optional.


[bookmark: _Toc513722178]Contracts Information
The Contract section displays contract, delivery order, and blanket purchase agreement information associated with the request. Figure 35 displays the Contracts Information section.
Table 45 provides additional information about Request Contract Information fields.
[bookmark: _bookmark136][bookmark: _Ref502662368][bookmark: _Toc513722312]Table 45: Contracts Section Field Descriptions
	Field Name
	Description
	Features

	Contract Number
	The contract number that applies to this document’s purchase.
	Optional.

	Delivery Order Number
	The delivery order number associated with the request.
	Optional.
Becomes enabled when an entry is made in the Contract Number field.

	Blanket Agreement #
	The blanket agreement number that applies to this purchase.
	Optional.

	Update Blanket Agreement (check box)
	Used to update blanket agreement information by enabling the Start Date and End Date fields.
	Optional.
Defaults to unchecked.

	Start Date
	The start date of the Contract or Blanket Purchasing Agreements.
	Optional.
Becomes enabled when Update Blank Agreement check box is checked.

	End Date
	The end date of the Contract or Blanket Purchasing Agreements.
	Optional.
Becomes enabled when Update Blank Agreement check box is checked.

	Priority
	The priority level associated with the request.
	Optional.
Drop-down list.

	Priority Rating
	The priority rating of this request.
	Optional.
Drop-down list.

	Procurement Plan #
	The number by which this request is identified in the organization’s most recent procurement plan.
	Currently not in use.

	Type of Action
	The type of purchasing action ordered (for example, competitive contract, task order, simplified purchase).
	Optional.
Drop-down list.


[bookmark: _TOC_250152][bookmark: _Toc513722179]Credit Card Information Section
The Credit Card Information section is used to record and display information pertaining to a credit card used for the transaction(s). Figure 32 displays the Credit Card Information section.
Table 46 provides additional information about the Credit Card Information section fields.
[bookmark: _bookmark138][bookmark: _Ref502662583][bookmark: _Toc513722313]Table 46: Credit Card Information Section Field Descriptions
	Field Name
	Description
	Features

	Credit Card
	The number of the Credit Card used. Valid values are listed on the Credit Card Maintenance table.
	Optional.
If the alias is used to reference the credit card, the number will not display.

	Alias
	The alias is an identification code for a Credit Card that can be entered in lieu of the actual Credit Card number when recording Credit Card transactions in Pegasys.
The alias is comprised of the first 12 characters of the cardholder’s name in this format: Last Name + First Name + Middle Initial and the last 4-digits of the actual credit card number.
	Required (For credit card transactions).
System-maintained (if a valid entry is made in the Credit Card field).

	Name
	Displays the name of the Credit Card’s authorized user as recorded on the Credit Card Maintenance table.
	System-maintained.

	Authorization Code
	The authorization or approval code given by the vendor for the credit card purchase.
	Optional.

	Date of Charge
	The date of actual purchase.
	Optional.


[bookmark: _TOC_250151][bookmark: _Toc513722180]External System Information Section
[bookmark: _bookmark139]The External System Information section is used to record and display information pertaining to external systems used for the transaction(s). Figure 33 displays the External System Information.
Table 47 provides additional information about the External System Information section fields.
[bookmark: _bookmark140][bookmark: _Ref502662740][bookmark: _Toc513722314]Table 47: External System Information Section Field Descriptions
	Field Name
	Description
	Features

	System ID
	The identification number of the document as it resides in the interfacing system from which it originated.
	Optional.

	External System Document Number
	The external system identifier.
	Optional.


[bookmark: _TOC_250150][bookmark: _Toc513722181]Suggested Vendor Page
[bookmark: _bookmark141]The Suggested Vendor page is accessible by selecting the Suggested Vendors tab. It contains fields to enter possible vendors for the training request. Figure 37 displays the Suggested Vendors page of the Purchase Request form. Entering information on this page is optional.
Table 48 provides additional information about the fields of the Suggested Vendor page.
[bookmark: _bookmark142][bookmark: _Ref502662904][bookmark: _Toc513722315]Table 48: Suggested Vendor Page Field Descriptions
	Field Name
	Description
	Features

	Code
	Displayed in two fields:
Field 1: Vendor Code - The code specifically assigned to a particular vendor listed on the Vendor Maintenance table. The code is the TIN (Taxpayer Identification Number), except for foreign vendors and employees.
Field 2: Address Code - The address code linked to the vendor code listed in Field 1.
	Optional.
The combination of vendor code and vendor address code must be valid on the Vendor Maintenance table.

	Name
	The name of the vendor specified in the Code fields.
	System-maintained.

	More (button)
	Displays the Vendor Information page that identifies address information about the vendor.
	Becomes enabled when vendor criteria are entered in the Code fields.


[bookmark: _TOC_250149][bookmark: _Toc513722182]Training Request Office Address Page
[bookmark: _bookmark143]The Office Address page is accessible by selecting the Office Addresses tab. The Office Addresses summary page displays the address types that may be entered on the Training Request. The Office Address page contains the address information. Figure 45 displays the Office Address page of the Training Request form.
[bookmark: _Ref504976864][bookmark: _Toc513722257]Figure 45: Training Request Office Addresses page
[image: ]
Table 49 provides additional information about the Training Request Office Address page fields.
[bookmark: _bookmark144][bookmark: _Ref502663125][bookmark: _Toc513722316]Table 49: Training Request Office Address Page Field Descriptions
	Field Name
	Description
	Features

	Office Type
	Identifies the address currently displayed. Options are COTR, Dlvry, Issue, and Request.
	System-maintained.

	Code
	The code is displayed in two fields:
Address code - The address code of the office associated with the request. Valid values are listed on the Office Maintenance table.
	Optional.
Address code is system-maintained when Office code is selected.

	Get Address (button)
	Defaults address information associated with the Office Address Code.
	N/A

	Clear Address (button)
	Clears the address information
	N/A


[bookmark: _TOC_250148][bookmark: _Toc513722317]Table 50: Training Request Office Address Page Field Descriptions - Address Information
	Field Name
	Description
	Features

	Standardized Format
	U.S/Non U.S Address Indicator
	Optional
System-maintained if the code option is used.

	Name
	The name of the individual associated with the address.
	Optional.
System-maintained if the code option is used.

	Address
	The street address for the office.
	Optional.
System-maintained if the code option is used.

	City
	The city where the office is located.
	Optional.
System-maintained if the code option is used.

	State
	The state where the office is located. Valid values are listed in the State Maintenance table.
	Optional.
System-maintained if the code option is used.

	Zip Code
	The postal zip code of the address.
	Optional.
System-maintained if the code option is used.

	County
	The county where the office is located
	Optional.
System-maintained if the code option is used.

	Country
	The country where the office is located. Valid values are listed in the Countries Maintenance table.
	Optional.
System-maintained if the code option is used.

	Contact
	The primary point of contact at the address office. Prints on the purchase order.
	Optional.
System-maintained if the code option is used.

	Phone
	The phone number of the address. Enter the value in the following format:
(###) ### - ####
	Optional.
System-maintained if the code option is used.

	Email
	The Internet e-mail address of the office/contact person.
	Optional.
System-maintained if the code option is used.

	Fax
	The fax number of the address. Enter the value in the following format:
(###) ### - ####
	Optional.
System-maintained if the code option is used.

	Title
	The title of this address.
	Optional.
System-maintained if the code option is used.


[bookmark: _Toc513722183]Training Request Course Info Page
The Course Information page is accessible by selecting the Course Information tab. This page contains detailed information about the requested training including the course name, date, and hours. Figure 46 displays the Course Information page of the training request form.
[bookmark: _Ref504976915][bookmark: _Toc513722258]Figure 46: Training Request Course Information Page
[image: ]
Table 51 provides additional information about Training Request Course Information page fields.
[bookmark: _bookmark146][bookmark: _Ref502663321][bookmark: _Toc513722318]Table 51: Training Request Course Information Page Field Descriptions 
	Field Name
	Description
	Features

	The number of the training course.
	Required.
Select the hyperlink to search for values.
	N/A

	The title of the training course.
	Required.
	N/A

	The program office where the training course is given.
	Optional.
	N/A

	The class sequence of the training course.
	Optional.
	N/A

	The date the training class begins.
	Optional.
	N/A

	The date the training class ends.
	Optional.
	N/A

	The date by which the class must be dropped to avoid any penalty charges.
	Optional.
	N/A


[bookmark: _TOC_250147][bookmark: _Toc513722319]Table 52: Training Request Course Information Page Field Descriptions - Course Hours
	Field Name
	Description
	Features

	The training hours that occur during required duty hours.
	Optional.
	N/A

	The training hours that occur during non-duty hours.
	Optional.
	N/A

	The sum of the During Duty and Non-Duty hours.
	System-maintained.
	N/A

	Displays the Course Address page that allows you to enter the address of the training class.
	Optional.
	N/A

	Address Same As Vendor (check box)
	If the location of the training is the same as the location of the vendor, the Address Same As Vendor check box should be checked.
	Optional.
Defaults to unchecked.

	Objectives and Benefits
	Detail the objectives and benefits of the training course entered on the form.
	Optional.


[bookmark: _Toc513722184]Training Address section
[bookmark: _bookmark147]Figure 47 shows the section an address can be recorded for the training request.
[bookmark: _Ref504976979][bookmark: _Toc513722259]Figure 47: Training Address section
[image: ]
Table 53 provides additional information about Training Address fields.
[bookmark: _bookmark148][bookmark: _Ref502663554][bookmark: _Toc513722320]Table 53: Training Address Field Descriptions
	Field Name
	Description
	Features

	Standardized Format
	U.S/ Non U.S Address Indicator
	Optional.

	Name
	The name of the vendor.
	Optional.

	Address
	The vendor’s street address.
	Optional.

	City
	The city in which the vendor is located.
	Optional.

	State
	The state in which the vendor is located.
	Optional.

	Zip Code
	The postal zip code for the vendor.
	Optional.

	County
	The county in which the vendor is located.
	Optional.

	Country
	The country of the vendor. Valid values are listed in the Countries Maintenance table.
	Optional.

	Phone
	The phone number of the vendor.
	Optional.

	Fax
	The fax number of the vendor.
	Optional.

	Email
	The Internet e-mail address of the vendor.
	Optional.

	Contact
	The contact person at the vendor organization.
	Optional.

	Title
	The title of the contact person at the vendor organization.
	Optional.


[bookmark: _TOC_250146][bookmark: _Toc513722185]Employees Page
[bookmark: _bookmark149]The Employee Selection page is displayed by selecting the Employees tab and selecting the Add button. This page contains allows users to search for employees the specified training class. Figure 48 displays the Employee Search page.
[bookmark: _Ref504977078][bookmark: _Toc513722260]Figure 48: Employee Search page
[image: ]
Table 54 provides additional information about the fields of the Employee Search page.
[bookmark: _bookmark150][bookmark: _Ref502663823][bookmark: _Toc513722321]Table 54: Employee Search Page Field Descriptions
	Field Name
	Description
	Features

	Employee
	Allows users to search by the employee code number.
	Optional.

	First Name
	Allows users to search by the employee’s first name.
	Optional.

	Middle Name
	Allows users to search by the employee’s middle name.
	Optional.

	Last Name
	Allows users to search by the employee’s last name.
	Optional.

	Search (button)
	Initiates search for employees that match user-specified search criteria.
	Users should enter appropriate search criteria before selecting the Search button.

	Cancel (button)
	Returns users to the Employees page of the Training Request form.
	Will return users back to the Employee tab

	Select (button)
	Adds highlighted employees to the Employees page of the Training Request form.
	Users must select employees before selecting Select to add to the Employees page of the Training Request form.

	View as CSV (button)
	Allows an export to Excel
	N/A

	Sort
(button)
	Enables users to sort on results
	N/A


[bookmark: _TOC_250145][bookmark: _Toc513722186]Training Request Accounting Line Page
[bookmark: _bookmark151]The Training Request Accounting Line page is accessible by selecting the Accounting Lines tab. This page contains the accounting information that is used to fund the training request. When completing the Accounting Line page, an existing reservation, or a reservation’s accounting line, can be referenced. When referencing a reservation, the accounting information and the line amount(s) from the reservation appear on the request. The referenced reservation is liquidated once the training request is processed. Figure 49 displays the Accounting Line page of the Training Request form.
[bookmark: _Ref504977138][bookmark: _Toc513722261]Figure 49: Training Request Accounting Lines page
[image: ]
Table 55 provides additional information about Training Request Accounting Lines page fields.
[bookmark: _bookmark152][bookmark: _Ref502663900][bookmark: _Toc513722322]Table 55: Training Request Accounting Line Page Field Descriptions
	Field Name
	Description
	Features

	Line Number
	A number that uniquely identifies the line.
	If blank, Pegasys will default the value of the next sequential number from the highest line number already entered.

	Transaction Type
	An alphanumeric code used in combination with the transaction’s document type, that determines the general ledger postings and budgetary impact. Valid values are listed in the Transaction Definition Maintenance table.
	System-maintained.


[bookmark: _TOC_250144][bookmark: _Toc513722323]Table 56: Training Request Accounting Line Page Field Descriptions - Period of Performance
	Field Name
	Description
	Features

	Start Date
	The date ordered services begin.
	Optional.

	End Date
	The date ordered services cease.
	Optional.

	Source Number
	The specific source of the financial transaction activity.
	Optional

	Related Cost Type
	The category to which the accounting line relates to.
	Drop-down box


[bookmark: _Toc513722324]Table 57: Training Request Accounting Line Page Field Descriptions - Line Amounts
	Field Name
	Description
	Features

	Requested
	The original dollar amount of the accounting line.
	Optional.

	Applied Credit
	The credit amount applied to the accounting line.
	Currently not in use.

	Net
	The difference between the original line amount and the applied credit.
	Optional.
System-maintained.

	Type
	The document type of the referenced document.
	N/A

	Document
	Consists of two fields:
Field 1: The document number of the referenced document.
Field 2: The line number of the referenced accounting line.
	N/A

	Final (check box)
	If checked, liquidates the referenced document and returns unused money to budget.
	Optional.
Defaults to checked when the request is processed and the line amount equals the referenced line amount.

	Misc. (check box)
	If checked, the accounting line will update the referenced document’s miscellaneous amount and does not liquidate a specific accounting line.
	Optional.
Defaults to unchecked.

	Default (button)
	Brings over accounting data from a reservation (if the Copy Forward feature was not used).
	Optional.

	View (button)
	Opens the referenced document
	Optional


[bookmark: _Toc513722325]Table 58: Training Request Accounting Line Page Field Descriptions - Accounting
	Field Name
	Description
	Features

	Template
	The accounting template used to obtain the accounting strip. Valid values are listed in the Accounting Template Maintenance table.
	Required.

	BFYs
	Budget Fiscal Year(s) of the accounting strip for which the form is being processed. Displayed in two fields:
Field 1: Beginning Budget Fiscal Year (BBFY). 
Field 2: Ending Budget Fiscal Year, if applicable (EBFY).
	Required.
Will default based on the accounting template selected.

	Fund
	The fund code of the accounting strip. Valid values are listed in the Fund Maintenance table.
	Required.
Will default based on the accounting template selected.

	Region
	The region code of the accounting strip. Valid values are listed in the Region Maintenance table.
	Will default based on the accounting template selected.

	Program
	The program code of the accounting strip. Valid values are listed in the Program Maintenance table.
	Will default based on the accounting template selected.

	Org Code
	The organization code of the accounting strip. Valid values are listed in the Organization Maintenance table.
	Will default based on the accounting template selected.

	Sub Object Class
	The sub object class of the accounting strip. Valid values are listed in the Sub Object Class Maintenance table.
	Required.

	Activity
	The activity code of the accounting strip. Valid values are listed in the Activity Code Maintenance table.
	May default and/or may become required, based on the accounting template selected.

	Project Code
	The project/grant/case number/audit number code/profit center of the accounting strip. Valid values are listed in the Project Maintenance table.
	May default and/or may become required, based on the accounting template selected.

	Building #
	The building number of the accounting strip. Valid values are listed in the Building Number Maintenance table.
	Optional.

	Work Item
	The work item/work category code of the accounting strip. Valid values are listed in the Sub Project Maintenance table.
	Optional.

	System
	The system code of the accounting strip. Valid values are listed in the System Maintenance table.
	Optional.

	Vehicle Tag #
	The vehicle tag of the accounting strip. Valid values are listed in the Vehicle Tag Maintenance table.
	Optional.

	Cost Organization
	Currently not in use.
	N/A

	YBA
	The year of budget authority
	Optional.

	Agreement (section)
	Used to specify an agreement (e.g., RWA, IBAA) to be associated with the request. Displayed in two fields:
Field 1: Agreement number. 
Field 2: Line number
	Optional.

	Contract Line Info (section)
	Used to specify a Contract number and/or its contract line item number (CLIN) or sub-contract line item number, or Blanket Agreement number, or Delivery Order number for this accounting line that is referenced by the request.
	Optional.

	Description (section)
	Displays the Description and Extended Description fields to enter additional information about this accounting line.
	Optional.


[bookmark: _Toc513722187]Contract Line Info Section
[bookmark: _bookmark153]The Contract Line Information section displays contract information for the order. Figure 39 displays the Contract Line Info section.
Table 59 provides additional information about Contract Line section fields.
[bookmark: _Ref502664194][bookmark: _Toc513722326]Table 59: Contract Line Section Descriptions
	Field Name
	Description
	Features

	Blanket Agreement Line Item Number
	The line item number of the blanket purchase agreement associated with this form.
	Optional

	Blanket Agreement Number
	The number of the blanket purchase agreement. The value must be valid in the Blanket Agreement maintenance table.
	Optional

	Contract Number
	The contract number that applies to this item. The value must be valid in the Contract maintenance table.
	Optional

	Contract Line Item Number
	The number of the contract line to which this form applies.
	Optional

	Delivery Order Number
	The number of the delivery order to which this form applies.
	Optional

	Sub-Blanket Agreement Line Item Number
	The line item number of the sub blanket purchase agreement associated with this form.
	Optional

	Sub-Contract Line Item Number
	The number of the sub-contract line to which this form applies.
	Optional


[bookmark: _TOC_250143][bookmark: _Toc513722188]Purchase Order
[bookmark: 13.4.1_Purchase_Order_Header_Page][bookmark: _TOC_250142][bookmark: _Toc513722189]Purchase Order Header Page
[bookmark: _bookmark155]The first page of the purchase order is the Header page. The Header page contains general information about the order, such as the date of the order and the vendor. Figure 23 displays the Header page of the Purchase Order form.
Table 60 provides additional information about the Purchase Order Header page fields.
[bookmark: _bookmark156][bookmark: _Ref502664395][bookmark: _Toc513722327]Table 60: Purchase Order Header Page Field Descriptions
	Field Name
	Description
	Features

	Title
	Displays the title of the purchase order.
	Optional.

	Ordered By
	The name of the person who creates the purchase order form.
	Required.

	Order Date
	The date the purchase order was made. Enter the value in one of the following formats:
MM/DD/YY MM/DD/YYYY
	Required.
If blank, defaults to the current date.

	Acctg Period
	The accounting period in which this transaction is to be recorded. Enter the value in one of the following formats in which MM refers to the fiscal month and YY refers to the fiscal year:
MM/YY MM/YYYY
	Required.
If blank, defaults to the current Accounting Period.

	Reporting Acctg Period
	The accounting period in which this transaction should be reported, based on when the transaction is entered. Enter the value in one of the following formats in which MM refers to the fiscal month and YY refers to the fiscal year:
MM/YY MM/YYYY
	Required.
If blank, defaults to the current Accounting Period.

	Batch Number
	Identifies the batch number associated with this transaction. This number is used when conducting offline batch processing.
	Currently not in use.

	Agency DUNS Number
	The DUNS number of the agency using the system. This number is mapped to the IPAC Outbound file in the Sender DUNS field.
	Currently not in use.

	Agency DUNS+4
	The DUNS+4 number of the agency using the system. This number is mapped to the IPAC Outbound file in the Sender DUNS+4 field.
	Currently not in use.

	Document Classification
	The predefined group (defined on the Document Classification Maintenance table) to which this transaction belongs.
	Optional.

	Security Org
	The security organization established when the form was created. Only users specified in the security organization of the request will have access to this form.
NOTE: If sending to other services for approval, user must select “GSA” as the security organization.
	System-maintained.
Defaults to user’s security organization.

	Suppress Printing (check box)
	Indicates that this form should not be printed from Pegasys.
	Currently not in use.

	Fast Pay (check box)
	Currently not in use.
	GSA not using.

	Receipt Required (check box)
	If checked, a Receiver form must be entered before the vendor can be paid.
	Currently not in use.

	Invoice Required (check box)
	If checked, a Vendor Invoice must be entered before the vendor can be paid.
	Currently not in use.


[bookmark: _TOC_250141][bookmark: _Toc513722328]Table 61: Purchase Order Header Page Field Descriptions - Vendor
	Field Name
	Description
	Features

	Code
	Displayed in two fields:
Field 1: Vendor Code - The code specifically assigned to a particular vendor listed on the Vendor Maintenance table. The code is the TIN (Taxpayer Identification Number), except for foreign vendors and employees.
Field 2: Address Code - The address code linked to the vendor code listed in Field 1.
	Required.
The combination of vendor code and vendor address code must be valid on the Vendor Maintenance table.

	Name
	The name of the vendor providing the goods or services.
	System-maintained.

	More (button)
	Displays the Vendor Information page that identifies address information about the vendor.
	Becomes enabled when vendor criteria are entered in the Code fields.

	Remit To Address
	Address code associated with the vendor’s payment address.
	Required.
The code must be valid for the specified vendor on the Vendor Maintenance table.

	More (button)
	Displays information about the vendor’s payment address.
	Becomes enabled when a valid address code is entered in the Remit To Address field.


[bookmark: _Toc513722329]Table 62: Purchase Order Header Page Field Descriptions - Alternate Payee
	Field Name
	Description
	Features

	Code
	Displayed in two fields:
Field 1: Alternate Payee Code - The code that specifically identifies the vendor to be used as an alternate payee.
Field 2: Address Code - The address code linked to the Alternate Payee Code listed in Field 1.
	Currently not in use.

	Name
	The name of an alternate payee vendor.
	Currently not in use.

	More (button)
	Displays the Alternate Payee Information containing additional information about the alternate payee.
	Currently not in use.


[bookmark: _Toc513722330]Table 63: Purchase Order Header Page Field Descriptions - Designated Agent
	Field Name
	Description
	Features

	Code
	Displayed in two fields:
Field 1: Designated Agent Code - The code that specifically identifies the vendor to be used as an designated agent.
Field 2: Address Code - The address code linked to the Designated Agent Code listed in Field 1.
	Optional.

	Name
	The name of the designated agent.
	System-maintained.

	More (button)
	Displays the Designated Agent Information page that identifies additional information about the designated agent.
	Becomes enabled when designated agent criteria are entered in the Code fields.

	Default (button)
	Select to default data fields or accounting lines based on the referenced document. The default button is present in many areas of the system and when selected, will populate fields with default data when proper validation data has been entered.
	Optional.

	Customer Account
	The customer account number assigned to the agency by the vendor. Place the ALC (Agency Location Code) here, if needed.
	Optional.


[bookmark: _Toc513722331]Table 64: Purchase Order Header Page Field Descriptions - Line Amounts
	Field Name
	Description
	Features

	Net Amount
	The total net amount of the purchase order’s accounting lines. The value equals the difference between the Original Order total and the Applied Credits total.
	System-maintained.

	Cost+Fee Amount
	The Cost amount of the transaction.
	Optional.

	Prorate Amount
	Used to change the total amount of the entire order and distribute it across all accounting lines in such a manner that each accounting line will still represent the same percentage of the total as it before the order was prorated.
	Optional.

	Prorate (button)
	Distributes the sum specified in the Prorate Amount field across all accounting lines while maintaining the same percentage amounts for each accounting line.
	Optional.

	Contracts (section)
	Displays the Order Contract Information section that provides details on the contract with which the purchase order is associated.
	Optional.

	Discount Terms (section)
	Displays the Terms section that describes specifics of the order such as, the order’s tender type, information regarding place of inspection, and the estimated holdback percentage.
	Optional.

	Credit Card Info (section)
	Displays the Credit Card Information section that contains number, alias, name, authorization code, and date of charge information.
	Optional.

	Shipping Information (group box)
	Displays the shipping information.
	Optional.

	Header/Footer
	General information about the itemized lines.
	Optional.

	External System Information (group box)
	External system identifier information.
	Optional.

	Description (section)
	Displays the Description and Extended Description fields to enter additional information about the purchase order.
	Optional.


[bookmark: _Toc513722190]Contracts Section
[bookmark: _bookmark157]The Contracts Section displays additional information about the order. Figure 35 displays the Contracts Information section.
Table 65 provides additional information about the fields in the Contract section.
[bookmark: _bookmark158][bookmark: _Ref502664691][bookmark: _Toc513722332]Table 65: Contracts Section Field Descriptions
	Field Name
	Description
	Features

	Blanket Agreement Number
	The number of the blanket purchase agreement. The value must be valid in the Blanket Agreement maintenance table.
	Optional.

	Contract Number
	The contract number that applies to this item. The value must be valid in the Contract maintenance table.
	Optional.

	Contract Specialist
	The name of the contract specialist.
	Optional.

	Delivery Information
	General delivery information.
	Optional.

	Delivery Order Number
	The number of the delivery order to which this form applies.
	Optional.

	Expiration Date
	The expiration date for the agreement.
	Optional.

	Order Type
	The type of order associated with the payment, either Delivery or Purchase.
	Optional.

	Primary NAICS
	A unique code that identifies the given item (North American Industrial Classification System).
	Optional.

	Priority
	The priority level associated with this item.
	Optional.

	Priority Rating
	The priority rating associated with this document (1-10).
	Optional.

	Type of Action
	The type of purchasing action ordered (for example, competitive contract, task order, simplified purchase).
	Optional.


[bookmark: _TOC_250140][bookmark: _Toc513722191]Credit Card Information Section
The Credit Card Information section is used to record and display information pertaining to a credit card used for the transaction(s). Figure 32 displays the Credit Card Information section.
Table 66 provides additional information about the Credit Card Information section fields.
[bookmark: _bookmark160][bookmark: _Ref502665043][bookmark: _Toc513722333]Table 66: Credit Card Information Section Field Descriptions
	Field Name
	Description
	Features

	Credit Card
	The number of the Credit Card used. Valid values are listed on the Credit Card Maintenance table.
	Optional.
If the alias is used to reference the credit card, the number will not display.

	Alias
	The alias is an identification code for a Credit Card that can be entered in lieu of the actual Credit Card number when recording Credit Card transactions in Pegasys.
The alias is comprised of the first 12 characters of the cardholder’s name in this format: Last Name + First Name + Middle Initial and the last 4-digits of the actual credit card number.
	Required (For credit card transactions).
System-maintained (if a valid entry is made in the Credit Card field).

	Name
	Displays the name of the Credit Card’s authorized user as recorded on the Credit Card Maintenance table.
	System-maintained.

	Authorization Code
	The authorization or approval code given by the vendor for the credit card purchase.
	Optional.

	Date of Charge
	The date of actual purchase.
	Optional.


[bookmark: _TOC_250139][bookmark: _Toc513722192]Discount Terms Section
[bookmark: _bookmark161]The Discount Terms section displays additional information about the order. Figure 50 displays the Discount Terms section.
[bookmark: _Ref504977453][bookmark: _Toc513722262]Figure 50: Discount Terms section
[image: ]
Table 67 provides additional information about the fields in the Discount Terms section.
[bookmark: _Ref502665278][bookmark: _Toc513722334]Table 67: Discount Terms Section Field Descriptions
	Field Name
	Description
	Features

	Tender Type
	An alphanumeric code that identifies the type of purchase method. The value must be valid in the Tender Type Maintenance table.
	Optional.

	Estimated Holdback Percent
	The percentage of the order total that is being held back from payment.
	Currently not in use.

	Estimated Holdback Amount
	The amount of the order total that is being held back from payment.
	Currently not in use.

	Place of Inspection
	The location designated for the inspection of the ordered items.
	Optional.

	Inspection Days
	Determines the number of days within which any goods received against the order must be marked as inspected.
	Optional.
Defaults to zero.

	Place of Acceptance
	The location designated for the acceptance of the ordered items.
	Optional.

	Acceptance Days
	Determines the number of days within which any goods received against the order must be marked as accepted.
	Optional.
Defaults to zero.

	Negotiated Payment Days
	The number of days after an invoice is received within which payment must be made to avoid interest charges.
	Optional.
Defaults to zero.


[bookmark: _TOC_250138][bookmark: _Toc513722335]Table 68: Discount Terms Section Field Descriptions - Discounts
	Field Name
	Description
	Features

	Days
	The number of days when you receive the invoice that the associated discount is applicable. Three fields are available to enter discounts over different day ranges.
	Optional.
Defaults to zero.

	Percentage
	The discount percentage you receive on an order if paid within the corresponding discount days.
	Optional.
Becomes enabled when an entry is made in corresponding Days field.

	Amount
	The discount amount you receive on an order if paid within the corresponding discount days.
	Optional.
Defaults to zero.


[bookmark: _Toc513722193]Purchase Order Office Address Page
[bookmark: _bookmark163]The Office Address page is accessible by selecting the Office Addresses tab. The Office Addresses summary page displays the address types that may be entered on the Purchase Order. The Office Address page contains the address information. Figure 25 displays the Office Address page of the purchase order form.
Table 69 provides additional information about Office Address fields for the Purchase Order form.
[bookmark: _bookmark164][bookmark: _Ref502665483][bookmark: _Toc513722336]Table 69: Purchase Order Office Address Field Descriptions
	Field Name
	Description
	Features

	Office Type
	Identifies the address currently displayed. Options are COTR, Delivery, Issue, and Order.
	System-maintained.

	Code
	The code is displayed in two fields:
Address code - The address code of the office associated with the request. Valid values are listed on the Office Maintenance table.
	Optional.
Address code is system-maintained when Office code is selected.

	Get Address (button)
	Defaults address information associated with the Office Address Code.
	N/A

	Clear Address
(button)
	Clears Address
	N/A


[bookmark: _TOC_250137][bookmark: _Toc513722337]Table 70: Purchase Order Office Address Field Descriptions - Address Information
	Field Name
	Description
	Features

	Standardized Format
	U.S/ Non U.S Address Indicator
	Optional
System-maintained if the code option is used.

	Name
	The name of the individual associated with the address.
	Optional.
System-maintained if the code option is used.

	Address
	The street address for the office.
	Optional.
System-maintained if the code option is used.

	City
	The city where the office is located.
	Optional.
System-maintained if the code option is used.

	State
	The state where the office is located. Valid values are listed in the State Maintenance table.
	Optional.
System-maintained if the code option is used.

	Zip Code
	The postal zip code of the address.
	N/A

	County
	The county where the office is located
	Optional.
System-maintained if the code option is used.

	Country
	The country where the office is located. Valid values are listed in the Countries Maintenance table.
	Optional.
System-maintained if the code option is used.

	Contact
	The primary point of contact at the address office. Prints on the purchase order.
	Optional.
System-maintained if the code option is used.

	Phone
	The phone number of the address. Enter the value in the following format: 
(###) ### - ####
	Optional.
System-maintained if the code option is used.

	Email
	The Internet e-mail address of the office/contact person.
	Optional.
System-maintained if the code option is used.

	Fax
	The fax number of the address. Enter the value in the following format:
(###) ### - ####
	Optional.
System-maintained if the code option is used.

	Title
	The title of this address.
	Optional.
System-maintained if the code option is used.


[bookmark: _Toc513722194]Purchase Order Header Accounting Line Page
[bookmark: _bookmark165]The purchase order Header Accounting Line page is accessible by selecting the Header Accounting Lines tab. This page contains the accounting information that is used to fund the order. Figure 24 displays the Accounting Line page of the Purchase Order form.
Table 71 provides additional information about Purchase Order Accounting Lines page fields.
[bookmark: _Ref502665727][bookmark: _Toc513722338]Table 71: Purchase Order Header Accounting Lines Page Field Descriptions
	Field Name
	Description
	Features

	Line Number
	A number that uniquely identifies the line.
	If blank, Pegasys will default the value of the next sequential number from the highest line number already entered.

	Transaction Type
	An alphanumeric code used in combination with the transaction’s document type, that determines the general ledger postings and budgetary impact. Valid values are listed in the Transaction Definition Maintenance table.
	System-maintained.


[bookmark: _TOC_250136][bookmark: _Toc513722339]Table 72: Purchase Order Header Accounting Lines Page Field Descriptions - Period of Performance
	Field Name
	Description
	Features

	Start Date
	The date ordered services begin.
	Optional.

	End Date
	The date ordered services cease.
	Optional.

	Prompt Pay Type
	The prompt payment type associated with the order.
	Optional.

	Related Cost Type
	Used to designate funding allocated for Related Costs that is above the actual cost.
	Optional.
Drop-down list provides list of valid values.

	Source Number
	The specific source of the financial transaction activity.
	Optional


[bookmark: _Toc513722340]Table 73: Purchase Order Header Accounting Lines Page Field Descriptions - Line Amounts
	Field Name
	Description
	Features

	Ordered
	The dollar amount of the accounting line.
	Required.

	Applied Credit
	The credit amount applied to the accounting line.
	Currently not in use.

	Taxes
	Total amount of taxes charged.
	System-maintained.

	Net Total
	The total tranaction amount.
	System-maintained.


[bookmark: _Toc513722341]Table 74: Purchase Order Header Accounting Lines Page Field Descriptions - Reference
	Field Name
	Description
	Features

	Type
	The document type of the referenced document.
	Optional.

	Document
	Consists of two fields:
Field 1: The document number of the referenced document.
Field 2: The line number of the referenced accounting line.
	Optional.

	Final (check box)
	If checked, liquidates the referenced document and returns unused money to budget.
	Optional.

	Misc. (check box)
	If checked, the accounting line will update the referenced document’s miscellaneous amount and does not liquidate a specific accounting line.
	Optional.

	Default (button)
	Brings over accounting data from a request (if the Copy Forward feature was not used).
	Optional.


[bookmark: _Toc513722342]Table 75: Purchase Order Header Accounting Lines Page Field Descriptions - Accounting
	Field Name
	Description
	Features

	Template
	The accounting template used to obtain the accounting strip. Valid values are listed in the Accounting Template Maintenance table.
	Required.

	BFYs
	Budget Fiscal Year(s) of the accounting strip for which the form is being processed. Displayed in two fields:
Field 1: Beginning Budget Fiscal Year (BBFY). 
Field 2: Ending Budget Fiscal Year (EBFY), if applicable.
	Required.
Will default based on the accounting template selected.

	Fund
	The fund code of the accounting strip. Valid values are listed in the Fund Maintenance table.
	Required.
Will default based on the accounting template selected.

	Region
	The region code of the accounting strip. Valid values are listed in the Region Maintenance table.
	Will default based on the accounting template selected.

	Program
	The program code of the accounting strip. Valid values are listed in the Program Maintenance table.
	Will default based on the accounting template selected.

	Org Code
	The organization code of the accounting strip. Valid values are listed in the Organization Maintenance table.
	Will default based on the accounting template selected.

	Sub Object Class
	The cost element code of the accounting strip. Valid values are listed in the Sub Object Class Maintenance table.
	Required.

	Activity
	The activity code of the accounting strip. Valid values are listed in the Activity Code Maintenance table.
	May default and/or may become required based on the accounting template selected.
Select the hyperlink to search for values.

	Project Code
	The project/grant/case number/audit number code/profit center of the accounting strip. Valid values are listed in the Project Maintenance table.
	May default and/or may become required based on the accounting template selected.
Select the hyperlink to search for values.

	Bldg #
	The building number of the accounting strip. Valid values are listed in the Building Number Maintenance table.
	Optional.

	Work Item
	The work item/work category code of the accounting strip. Valid values are listed in the Sub Project Maintenance table.
	Optional.

	System
	The system code of the accounting strip. Valid values are listed in the System Maintenance table.
	Optional.

	Vehicle Tag #
	The vehicle tag of the accounting strip. Valid values are listed in the Vehicle Tag Maintenance table.
	Optional.

	CBFYs
	Canceled Budget Fiscal Year(s) that the form is being processed against.
	Optional.

	YBA
	The year of budget authority
	Optional.

	Agreement (section)
	Used to specify an agreement (e.g., RWA, IBAA) to be associated with the order. Displayed in two fields:
Field 1: Agreement number. 
Field 2: Line number.
	Optional.

	Contract Line (section)
	Used to specify a Contract number and/or its contract line item number (CLIN) or sub-contract line item number, or Blanket Agreement number, or Delivery Order number for this accounting line that is referenced by the order.
	Optional.

	Description (section)
	Displays the Description and Extended Description fields to enter additional information about the accounting line.
	Optional.


[bookmark: _Toc513722343]Table 76: Purchase Order Header Accounting Lines Page Field Descriptions - Tax Lines
	Field Name
	Description
	Features

	Line Type
	The line type of the tax line. Valid values include Withholding and Withholding Allowance.
	Required drop down box

	Line Number
	The numeric value of the line for ordering the lines. On forms, if no value is entered, the system defaults this value to the next sequential number from the highest line number already entered.
	System - Maintained

	Transaction Type
	An alphanumeric code for the transaction type used with Withholding Tax Amounts to infer general ledger postings. Must be valid in the Transaction Definition maintenance table.
	System - Maintained

	Related Cost Type
	The category to which the accounting line relates to.
	Optional drop down box

	Withholding Type
	The code used to identify the withholding type data record.
	Required drop down box

	Tax Authority (Group box)
	Tax Authority Code and Tax Authority Vendor Name.
	System - Maintained

	Tax Reporting Category
	The type of tax associated with each withholding type. Valid values include Federal, State, Local, Social Security, and Medicare.
	System - Maintained

	Amount
	The total tax amount for the tax line.
	Required

	Withholding Tax Percentage
	Indicates the percentage of tax that should be withheld for the given withholding type.
	System - Maintained

	Calculate (button)
	Select to calculate the Tax Line Amount. If tax line equals Withholding line Type, then the system multiplies the header accounting line amount by the tax percent to arrive at the withholding tax amount. The withholding tax amount is then subtracted from the header accounting line amount to recalculate the line amount. The recalculated amount will be stored as the Line After Withholding Amount. The header accounting line's total amount is the sum of the line amount plus the withholding tax amount. If tax line equals Withholding Allowance line Type, then the system multiplies the header accounting line amount by the tax percent to arrive at the withholding tax allowance amount. The header accounting line's total amount is the sum of the line amount plus the withholding tax allowance amount. The net total amount on the tax line will be the Line After Withholding Amount plus the withholding amount + the withholding allowance amount.
	Button

	Additional Attributes (group box)
	Prior Year Adjustment, To/From, and Transfer Treasury Symbol
	Optional

	Accounting Dimensions (group box)
	Accounting Dimensions
	Required

	Description
	Description of the tax line
	Optional


[bookmark: _Toc513722195]Contracts Line Section
[bookmark: _bookmark167]The Contract Line Information section displays contract information for the request. Figure 39 displays the Contract Line Information section.
Table 77 provides additional information about Contract Line section fields.
[bookmark: _bookmark168][bookmark: _Ref502666076][bookmark: _Toc513722344]Table 77: Contract Line Section Descriptions
	Field Name
	Description
	Features

	Blanket Agreement Line Item Number
	The line item number of the blanket purchase agreement associated with this form.
	Optional

	Blanket Agreement Number
	The number of the blanket purchase agreement. The value must be valid in the Blanket Agreement maintenance table.
	Optional

	Contract Number
	The contract number that applies to this item. The value must be valid in the Contract maintenance table.
	Optional

	Contract Line Item Number
	The number of the contract line to which this form applies.
	Optional

	Delivery Order Number
	The number of the delivery order to which this form applies.
	Optional

	Sub-Blanket Agreement Line Item Number
	The line item number of the sub blanket purchase agreement associated with this form.
	Optional

	Sub-Contract Line Item Number
	The number of the sub-contract line to which this form applies.
	Optional


[bookmark: _TOC_250135][bookmark: _Toc513722196]Purchase Order Itemized Line Page
The Itemized Line page of an Itemized Purchase Order form is accessible by selecting the Itemized Lines tab. This page contains the commodity line item information found on the order. Line items, their associated unit price, quantity, and funding information are entered on the Itemized Line page. Figure 26 displays the Itemized Line page of the itemized purchase order form.
Table 78 provides additional information about Purchase Order Itemized Lines page fields.
[bookmark: _bookmark170][bookmark: _Ref502666254][bookmark: _Toc513722345]Table 78: Purchase Order Itemized Line Page Field Descriptions
	Field Name
	Description
	Features

	Line Number
	A number that uniquely identifies the line.
	If no value is entered, Pegasys defaults to the next sequential number from the highest line number already entered.

	Commodity Code
	The commodity code of the commodity line item being entered. Valid values are listed in the Commodity Maintenance table.
	Required.

	Commodity Name
	The name of the commodity item being ordered.
	Required.

	Unit
	The unit of measure in which the commodity item is sold (e.g., case, dozen, each). This value must be valid in the Units Maintenance table.
	Required.

	Item #
	The item number of the commodity being ordered (i.e., vendor’s catalog number).
	Optional

	Prompt Pay Type
	An alphanumeric code that identifies the prompt pay type.
	


[bookmark: _TOC_250134][bookmark: _Toc513722346]Table 79: Purchase Order Itemized Line Page Field Descriptions - Period of Performance
	Field Name
	Description
	Features

	Start Date
	The date on which the ordered services began.
	Optional

	End Date
	The date on which the ordered services end.
	Optional


[bookmark: _Toc513722347]Table 80: Purchase Order Itemized Line Page Field Descriptions - Line Amounts
	Field Name
	Description
	Features

	Original Quantity
	The number of units ordered.
	Required.

	Original Unit Price
	The price for each unit of the commodity.
	Required.

	Amount
	The total dollar amount of this accounting line. If a Pricing Unit and Number of Units are entered, this field is calculated as the Unit Price multiplied by the Number of Units and is system-maintained.
	System-maintained.

	Subtotal
	The dollar amount of the itemized line including applied discounts or credits.
	System-maintained.

	Taxes
	Total amount of taxes charged.
	System-maintained.

	Fees
	The total fees.
	System-maintained.

	Net Total
	The total transaction amount.
	System-maintained.

	Prorate (button)
	Recalculates the document totals across all accounting lines while maintaining the same percentage amounts for each accounting line.
	N/A

	Inventory Information (group box)
	Inventory information for the document.
	Optional


[bookmark: _Toc513722348]Table 81: Purchase Order Itemized Line Page Field Descriptions - Discount/Credit
	Field Name
	Description
	Features

	Type of Credit
	The type of credit or discount offered by the vendor.
	Optional.
Drop-down list.

	Per Unit
	The amount of the per unit discount/credit offered by the vendor. When the Discount Type is “Per Unit”, this amount will be subtracted from the original unit price to determine the discounted unit price.
	Optional.

	Total
	The total amount of the discount/credit offered by the vendor. When the Discount Type is “Total”, this amount will be subtracted from the original total amount (i.e., quantity x unit price) to determine the discounted total.
	Optional.


[bookmark: _Toc513722349]Table 82: Purchase Order Itemized Line Page Field Descriptions - Reference
	Field Name
	Description
	Features

	Type
	The document type of the referenced document.
	Optional.
Drop-down list provides list of valid values.

	Document
	Consists of two fields:
Field 1: The document number of the referenced document.
Field 2: The line number of the referenced accounting line.
	Optional.

	Final (check box)
	If checked, liquidates the referenced document and returns unused money to budget.
	Optional.
Defaults to checked when the line amount equals the referenced line amount.

	Misc. (check box)
	If checked, the accounting line will update the referenced document’s miscellaneous amount and does not liquidate a specific accounting line.
	Optional.
Defaults to unchecked.

	Default (button)
	Brings over accounting data from a request (if the Copy Forward feature was not used).
	Optional.


[bookmark: _Toc513722350]Table 83: Purchase Order Itemized Line Page Field Descriptions - Taxes
	Field Name
	Description
	Features

	% (Percent Sign)
	The percentage of the tax
	Optional

	Amount
	The amount of the tax
	System-maintained.

	Supplemental Info (section)
	Displays the Itemized Line Supplemental Information section that identifies additional descriptive information about the line item.
	Optional.

	Pricing Options (section)
	Displays the Itemized Line Pricing Options Information section that contains contract related line options and additional profit/fee, cost, and quantity information.
	Optional.

	Contract Line (section)
	Used to specify a Contract number and/or its contract line item number (CLIN) or sub-contract line item number, or Blanket Agreement number, or Delivery Order number for this accounting line that is referenced by the order.
	Optional.

	Description (section)
	Displays the Description and Extended Description fields to enter additional information about this itemized line.
	Optional.


[bookmark: _Toc513722197]Supplemental Information Section
[bookmark: _bookmark171]The Itemized Line Supplemental Information section contains additional descriptive information about the commodity line. Figure 51 displays the Itemized Line Supplemental Information section.
[bookmark: _Ref504978031][bookmark: _Toc513722263]Figure 51: Itemized Line Supplemental Information Section
[image: ]
Table 84 provides additional information about the Itemized Line Supplemental Information section fields. 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 Header page.
[bookmark: _bookmark172][bookmark: _Ref502667436][bookmark: _Toc513722351]Table 84: Itemized Line Supplemental Information Section Field Descriptions
	Field Name
	Description
	Features

	Company
	The company that provides the line item.
	Optional.

	Serial Number
	The serial number of the line item.
	Optional.

	Color
	The color of the line item.
	Optional.


[bookmark: _TOC_250133][bookmark: _Toc513722198]Pricing Options Section
[bookmark: _bookmark173]The Itemized Line Pricing Options section contains additional descriptive information about the commodity line. Figure 52 displays the Itemized Line Pricing Options section.
[bookmark: _Ref504978148][bookmark: _Toc513722264]Figure 52: Itemized Line Pricing Options
[image: Machine generated alternative text:
— Pricing Options
IDC Type]
Table 85 provides additional information about the Itemized Line Pricing Options section fields.
[bookmark: _bookmark174][bookmark: _Ref502667666][bookmark: _Toc513722352]Table 85: Itemized Line Pricing Options Section Field Descriptions
	Field Name
	Description
	Features

	IDC Type
	Drop-down list of Definite Quantity, Indefinite Quantity, and Requirements.
	Optional


[bookmark: _TOC_250132][bookmark: _Toc513722199]Contracts Line
[bookmark: _bookmark175]The Contract Line Information section displays contract information for the request. Figure 39 displays the Contract Line Information section.
Table 86 provides additional information about Contract Line section fields.
[bookmark: _Ref502667830][bookmark: _Toc513722353]Table 86: Contracts Line Section Descriptions
	Field Name
	Description
	Features

	Blanket Agreement Line Item Number
	The line item number of the blanket purchase agreement associated with this form.
	Optional

	Blanket Agreement Number
	The number of the blanket purchase agreement. The value must be valid in the Blanket Agreement maintenance table.
	Optional

	Contract Number
	The contract number that applies to this item. The value must be valid in the Contract maintenance table.
	Optional

	Contract Line Item Number
	The number of the contract line to which this form applies.
	Optional

	Delivery Order Number
	The number of the delivery order to which this form applies.
	Optional

	Sub-Blanket Agreement Line Item Number
	The line item number of the sub blanket purchase agreement associated with this form.
	Optional

	Sub-Contract Line Item Number
	The number of the sub-contract line to which this form applies.
	Optional


[bookmark: _TOC_250131][bookmark: _Toc513722200]Accounting Line
[bookmark: _bookmark177]The Accounting Line Information page is accessible by selecting the Accounting Lines tab from the Itemized Line page. This page contains the funding and accounting information of the commodity line. Figure 43 displays the Accounting Line Information page.
Table 87 provides additional information about the Accounting Line Information page fields.
[bookmark: _bookmark178][bookmark: _Ref502667986][bookmark: _Toc513722354]Table 87: Accounting Line Information Page Field Descriptions
	Field Name
	Description
	Features

	Line Number
	A number that uniquely identifies this funding line.
	If no value is entered, Pegasys defaults to the next sequential number from the highest line number already entered.

	Transaction Type
	An alphanumeric code used in combination with the transaction’s document type, that determines the general ledger postings and budgetary impact. Valid values are listed in the Transaction Definition Maintenance table.
	System-maintained.

	Prompt Pay Type
	The prompt payment type associated with the order.
	Optional.

	Related Cost Type
	Used to designate funding allocated for Related Costs that is above the actual cost.
	Optional.
Drop-down list provides list of valid values.


[bookmark: _TOC_250130][bookmark: _Toc513722355]Table 88: Accounting Line Information Page Field Descriptions - Line Amounts
	Field Name
	Description
	Features

	Line Amount
	The original dollar amount of the accounting line.
	Required.

	Reference (group box)
	N/A
	N/A

	Line Number
	The line number of the referenced accounting line.
	Optional.

	Final (check box)
	If checked, liquidates the referenced accounting line.
	Optional.
Defaults to checked when the request is processed and the line amount equals the referenced line amount.


[bookmark: _Toc513722356]Table 89: Accounting Line Information Page Field Descriptions - Accounting Dimensions
	Field Name
	Description
	Features

	Template
	The accounting template used to obtain the accounting strip. Valid values are listed in the Accounting Template Maintenance table.
	Required.

	BFYs
	Budget Fiscal Year(s) of the accounting strip for which the form is being processed. Displayed in two fields:
Field 1: Beginning Budget Fiscal Year (BBFY) 
Field 2: Ending Budget Fiscal Year, if applicable. (EBFY)
	Required.
Will default based on the accounting template selected.

	Fund
	The fund code of the accounting strip. Valid values are listed in the Fund Maintenance table.
	Required.
Will default based on the accounting template selected

	Region
	The region code of the accounting strip. Valid values are listed in the Region Maintenance table.
	Will default based on the accounting template selected.

	Program
	The program code of the accounting strip. Valid values are listed in the Program Maintenance table.
	Will default based on the accounting template selected.

	Org Code
	The organization code of the accounting strip. Valid values are listed in the Organization Maintenance table.
	Will default based on the accounting template selected.

	Sub Object Class
	The sub object class code of the accounting strip. Valid values are listed in the Sub Object Class Maintenance table.
	Required.

	Activity
	The activity code of the accounting strip. Valid values are listed in the Activity Code Maintenance table.
	May default and/or may become required based on the accounting template selected.

	Project Code
	The project/grant/case number/audit number code/profit center of the accounting strip. Valid values are listed in the Project Maintenance table.
	N/A

	Building #
	The building number of the accounting strip. Valid values are listed in the Building Number Maintenance table.
	Optional.

	Work Item
	The work item/work category code of the accounting strip. Valid values are listed in the Sub Project Maintenance table.
	Optional.

	Syst
	The system code of the accounting strip. Valid values are listed in the System Maintenance table.
	Optional.

	Vehicle Tag #
	The vehicle tag of the accounting strip. Valid values are listed in the Vehicle Tag Maintenance table.
	Optional.

	Cost Organization
	Currently not in use.
	N/A

	YBA
	The year of budget authority
	Optional.

	Agreement (group box)
	Used to specify an agreement (e.g., RWA, IBAA) to be associated with the order. Displayed in two fields:
Field 1: Agreement number. 
Field 2: Line number.
	Optional.

	Description
	Displays the Description and Extended Description fields to enter additional information about this accounting strip.
	Optional


[bookmark: _Toc513722201]Training Order
[bookmark: 13.5.1_Training_Order_Header_Page][bookmark: _TOC_250129][bookmark: _Toc513722202]Training Order Header Page
[bookmark: _bookmark179]The first page of the Training Order form is the Header page. The Header page contains general information about the order such as the date of the order and the vendor. Figure 53 displays the Header page of the training order form.
[bookmark: _Ref504978430][bookmark: _Toc513722265]Figure 53: Training Order Header page
[image: ]
Table 90 provides additional information about Training Order Header page 
[bookmark: _Ref502668932][bookmark: _Toc513722357]Table 90: Training Order Header Page Field Descriptions
	Field Name
	Description
	Features

	Title
	Displays the title of the training order.
	System-generated.

	Ordered By
	The name of the person who creates the purchase order form.
	Required.

	Order Date
	The date the purchase order was made. Enter the value in one of the following formats:
MM/DD/YY MM/DD/YYYY
	Required.
If blank, defaults to the current date.

	Acctg Period
	The accounting period in which this transaction is to be recorded. Enter the value in one of the following formats in which MM refers to the fiscal month and YY refers to the fiscal year: MM/YY MM/YYYY
	Required.
If blank, defaults to the current Accounting Period.

	Reporting Acctg Period
	The accounting period in which this transaction should be reported, based on when the transaction is entered. Enter the value in one of the following formats in which MM refers to the fiscal month and YY refers to the fiscal year: MM/YY MM/YYYY
	Required.
If blank, defaults to the current Accounting Period.

	Batch Number
	Identifies the batch number associated with this transaction. This number is used when conducting offline batch processing.
	Currently not in use.

	Document Classification
	The predefined group (defined on the Document Classification Maintenance table) to which this transaction belongs.
	Optional.

	Security Org
	The security organization established when the form was created. Only users specified in the security organization of the request will have access to this form.
NOTE: If sending to other services for approval, user must select “GSA” as the security organization.
	System-maintained.
Defaults to user’s security organization.

	Suppress Printing (check box)
	Indicates that this form should not be printed from Pegasys.
	Currently not in use.

	Fast Pay (check box)
	Currently not in use.
	GSA not using.

	Receipt Required (check box)
	If checked, a Receiver form must be entered before the vendor can be paid.
	Currently not in use.

	Invoice Required (check box)
	If checked, a Vendor Invoice must be entered before the vendor can be paid.
	Currently not in use.


[bookmark: _TOC_250128][bookmark: _Toc513722358]Table 91: Training Order Header Page Field Descriptions - Vendor
	Field Name
	Description
	Features

	Code
	Address Code - The address code linked to the vendor code listed in Field 1.
	Required.
The combination of vendor code and vendor address code must be valid on the Vendor Maintenance table.

	Name
	The name of the vendor providing the goods or services.
	System-maintained.

	More (button)
	Displays the Vendor Information page that identifies address information about the vendor.
	Becomes enabled when vendor criteria are entered in the Code
fields.

	Remit To Address
	Address code associated with the vendor‘s payment address.
	

	More (button)
	Displays information about the vendor’s payment address.
	Becomes enabled when a valid address code is entered in the Remit To Address field.


[bookmark: _Toc513722359]Table 92: Training Order Header Page Field Descriptions - Alternate Payee
	Field Name
	Description
	Features

	Code
	Displayed in two fields:
Field 1: Alternate Payee Code - The code that specifically identifies the vendor to be used as an alternate payee.
Field 2: Address Code - The address code linked to the Alternate Payee Code listed in Field 1.
	Currently not in use.

	Name
	The name of an alternate payee vendor.
	Currently not in use.

	More (button) information
	Displays the Alternate Payee Information containing additional information about the alternate payee.
	Currently not in use.


[bookmark: _Toc513722360]Table 93: Training Order Header Page Field Descriptions - Amounts
	Field Name
	Description
	Features

	Net Amount
	The total transaction amount.
	System-maintained.

	Cost Amount
	The Cost amount of the transaction.
	Currently not in use.

	Prorate Amount
	Used to change the total amount of the entire order and distribute it across all accounting lines in such a manner that each accounting line will still represent the same percentage of the total as it before the order was prorated.
	Optional.

	Prorate (button)
	Distributes the sum specified in the Prorate Amount field across all accounting lines while maintaining the same percentage amounts for each accounting line.
	Optional.

	Contracts(section)
	Displays the Order Contract Information section that provides details on the contract with which the purchase order is associated.
	Optional.

	Discount Terms (section)
	Displays the Terms section that describes specifics of the order such as, the order’s tender type, information regarding place of inspection, and the estimated holdback percentage.
	Optional.

	Credit Card Info (section)
	Displays the Credit Card Information section that contains number, alias, name, authorization code, and date of charge information.
	Optional.

	Shipping Information (group box)
	Shipping information for the document.
	Optional.

	External System Information (group box)
	External System information for the document.
	Optional.

	Description (group box)
	Displays the Description and Extended Description fields to enter additional information about the purchase order.
	Optional.


[bookmark: _Toc513722203]Contract Information Section
[bookmark: _bookmark181]The Contracts section displays contract, delivery order, and blanket purchase agreement information associated with the request. Figure 35 displays the Contracts Information section.
Table 94 provides additional information about the Contract Information fields.
[bookmark: _bookmark182][bookmark: _Ref502669217][bookmark: _Toc513722361]Table 94: Contracts Information Section Field Descriptions
	Field Name
	Description
	Features

	Contract Number
	The contract number that applies to this document’s purchase.
	Optional.

	Delivery Order Number
	The delivery order number associated with the request.
	Optional.
Becomes enabled when an entry is made in the Contract Number field.

	Blanket Agreement #
	The blanket agreement number that applies to this purchase.
	Optional.

	Contract Specialist
	The name of the contract specialist.
	Optional.

	Expiration Date
	The expiration date for the agreement.
	Optional.

	Type of Action
	The type of purchasing action ordered (for example, competitive contract, task order, simplified purchase).
	Optional.

	Order Type
	The type of order associated with the payment, either Delivery or Purchase.
	Optional.


[bookmark: _TOC_250127][bookmark: _Toc513722204]Discount Terms
[bookmark: _bookmark183]The Discount Terms section displays additional information about the order. Figure 50 displays the Discount Terms section.
Table 95 provides additional information about the fields in the Discount Terms section.
[bookmark: _bookmark184][bookmark: _Ref502669445][bookmark: _Toc513722362]Table 95: Discount Terms Section Field Descriptions
	Field Name
	Description
	Features

	Tender Type
	An alphanumeric code that identifies the type of purchase method. The value must be valid in the Tender Type Maintenance table.
	Optional.

	Inspection Days
	Determines the number of days within which any goods received against the order must be marked as inspected.
	Optional.
Defaults to zero.

	Acceptance Days
	Determines the number of days within which any goods received against the order must be marked as accepted.
	Optional.
Defaults to zero.

	Negotiated Payment Days
	The number of days after an invoice is received within which payment must be made to avoid interest charges.
	Optional.
Defaults to zero.

	Discounts (group box)
	N/A
	N/A

	Percentage
	The discount percentage you receive on an order if paid within the corresponding discount days.
	Optional.
Becomes enabled when an entry is made in corresponding Days field.


[bookmark: _TOC_250126][bookmark: _Toc513722363]Table 96: Discount Terms Section Field Descriptions - Discounts
	Field Name
	Description
	Features

	Percentage
	The discount percentage you receive on an order if paid within the corresponding discount days.
	Optional.
Becomes enabled when an entry is made in corresponding Days field.


[bookmark: _Toc513722205]Credit Card Information
[bookmark: _bookmark185]The Credit Card Information section is used to record and display information pertaining to a credit card used for the transaction(s). Figure 32 displays the Credit Card Information section.
Table 97 provides additional information about the Credit Card Information section fields.
[bookmark: _bookmark186][bookmark: _Ref502669656][bookmark: _Toc513722364]Table 97: Credit Card Information Section Field Descriptions
	Field Name
	Description
	Features

	Credit Card
	The number of the Credit Card used. Valid values are listed on the Credit Card Maintenance table.
	Optional.
If the alias is used to reference the credit card, the number will not display.

	Alias
	The alias is an identification code for a Credit Card that can be entered in lieu of the actual Credit Card number when recording Credit Card transactions in Pegasys.
The alias is comprised of the first 12 characters of the cardholder’s name in this format: Last Name + First Name + Middle Initial and the last 4-digits of the actual credit card number.
	Required (For credit card transactions).
System-maintained (if a valid entry is made in the Credit Card field).

	Name
	Displays the name of the Credit Card’s authorized user as recorded on the Credit Card Maintenance table.
	System-maintained.

	Authorization Code
	The authorization or approval code given by the vendor for the credit card purchase.
	Optional.

	Date of Charge
	The date of actual purchase.
	Optional.


[bookmark: _TOC_250125][bookmark: _Toc513722206]Shipping Information
[bookmark: _bookmark187]The Shipping Information section displays shipping information for the request. Figure 36 displays the Shipping Information section.
Table 98 provides additional information about Shipping Information fields.
[bookmark: _bookmark188][bookmark: _Ref502669823][bookmark: _Toc513722365]Table 98: Shipping Information Section Field Descriptions
	Field Name
	Description
	Features

	Additional Markings
	Additional information that will be used to further identify the shipping location or delivery method.
	Optional.

	Delivery Date
	The date the purchased goods or services were delivered. Valid format: MM/DD/YY or MM/DD/YYYY.
	Optional.


[bookmark: _TOC_250124][bookmark: _Toc513722207]External System Information Section
[bookmark: _bookmark189]The External System Information section is used to record and display information pertaining to external systems used for the transaction(s). Figure 33 displays the External System Information.
Table 99 provides additional information about the External System Information section fields.
[bookmark: _bookmark190][bookmark: _Ref502672051][bookmark: _Toc513722366]Table 99: External System Information Section Field Descriptions
	Field Name
	Description
	Features

	System ID
	The identification number of the document as it resides in the interfacing system from which it originated.
	Optional.

	External System Document Number
	The external system identifier.
	Optional.


[bookmark: _TOC_250123][bookmark: _Toc513722208]Training Order Course Information Page
[bookmark: _bookmark191]The Course Information page is accessible by selecting the Course Information tab. This page contains detailed information about the ordered training including the course name, dates, and hours. Figure 54 displays the Course Information page of the training order form.
[bookmark: _Ref505350320][bookmark: _Toc513722266]Figure 54: Training Order Course Information section
[image: ]
Table 100 provides additional information about Training Order Course Information page fields.
[bookmark: _bookmark192][bookmark: _Ref502672179][bookmark: _Toc513722367]Table 100: Training Order Course Information Page Field Descriptions
	Field Name
	Description
	Features

	Course
	The number of the training course.
	Required.

	Title
	The title of the training course.
	Required.

	Program Office
	The program office where the training course is given.
	Optional.

	Class Sequence
	The class sequence of the training course.
	Optional.


[bookmark: _TOC_250122][bookmark: _Toc513722368]Table 101: Training Order Course Information Page Field Descriptions - Course Dates
	Field Name
	Description
	Features

	Start Date
	The date the training class begins.
	Optional.

	End Date
	The date the training class ends.
	Optional.

	Drop Date
	The date by which the class must be dropped to avoid any penalty charges.
	Optional.


[bookmark: _Toc513722369]Table 102: Training Order Course Information Page Field Descriptions - Course Hours
	Field Name
	Description
	Features

	During Duty
	The training hours that occur during required duty hours.
	Optional.

	Non-duty
	The training hours which occur during non-duty hours.
	Optional.

	Total
	The sum of the During Duty and Non-Duty hours.
	System-maintained.

	Training Address (group box)
	Displays the Course Address page that allows you to enter the address of the training class.
	Optional.

	Address Same As Vendor (check box)
	If the location of the training is the same as the location of the vendor, the Address Same As Vendor check box should be checked.
	Optional.
Defaults to unchecked.

	Objectives and Benefits
	Detail the objectives and benefits of the training course entered on the form.
	Optional.


[bookmark: _Toc513722209]Training Address Section
[bookmark: _bookmark193]Figure 47 provides Training Address information.
Table 103 provides additional information about the fields of the Training Address section.
[bookmark: _bookmark194][bookmark: _Ref502672313][bookmark: _Toc513722370]Table 103: Training Address Section
	Field Name
	Description
	Features

	Address Format
	U.S/ Non U.S Address Indicator
	Optional.

	Name
	The name of the vendor.
	Optional.

	Address
	The vendor’s street address.
	Optional.

	City
	The city in which the vendor is located.
	Optional.

	State
	The state in which the vendor is located.
	Optional.

	Zip Code
	The postal zip code for the vendor.
	Optional.

	County
	The county in which the vendor is located.
	Optional.

	Country
	The country of the vendor. Valid values are listed in the Countries Maintenance table.
	Optional.

	Phone
	The phone number of the vendor.
	Optional.

	Fax
	The fax number of the vendor.
	Optional.

	Email
	The Internet e-mail address of the vendor.
	Optional.

	Contact
	The contact person at the vendor organization.
	Optional.

	Title
	The title of the contact person at the vendor organization.
	Optional.


[bookmark: _TOC_250121][bookmark: _Toc513722210]Employees Page
[bookmark: _bookmark195]The Employee Search page is displayed by selecting the Employees tab. This page allows the user to search for employees’ codes and employee names to select for the specified training class. Figure 48 displays the Employee Search page.
Table 104 provides additional information about the fields of the Employee Selection page.
[bookmark: _bookmark196][bookmark: _Ref502672518][bookmark: _Toc513722371]Table 104: Employee Search Page Field Descriptions
	Field Name
	Description
	Features

	Employee
	Allows users to search by the employee code number.
	Optional.

	First Name
	Allows users to search by the employee’s first name.
	Optional.

	Middle Name
	Allows users to search by the employee’s middle name.
	Optional.

	Last Name
	Allows users to search by the employee’s last name.
	Optional.

	Search (button)
	Initiates search for employees that match user-specified search criteria.
	Users should enter appropriate search criteria before selecting the Search button.

	Cancel (button)
	Returns users to the Employees page of the Training Request form.
	When selecting this, the user is taken back to the Employee tab

	Select (button)
	Adds highlighted employees to the Employees page of the Training Request form.
	Users must select employees before selecting Select to add to the Employees page of the Training Request form.


[bookmark: _TOC_250120][bookmark: _Toc513722211]Training Order Header Accounting Lines Page
[bookmark: _bookmark197]The Training Order Header Accounting Line page is accessible by selecting the Header Accounting Lines tab. This page contains the accounting information that is used to fund the order. Figure 55 displays the Header Accounting Line page of the training order form.
[bookmark: _Ref504978829][bookmark: _Toc513722267]Figure 55: Training Order Header Accounting Line Page
[image: ]
Table 105 provides additional information about Training Order Header Accounting Lines page fields.
[bookmark: _bookmark198][bookmark: _Ref502672676][bookmark: _Toc513722372]Table 105: Training Order Accounting Lines Page Field Descriptions
	Field Name
	Description
	Features

	Line Number
	A number that uniquely identifies the line.
	If blank, Pegasys will default the value of the next sequential number from the highest line number already entered.

	Transaction Type
	An alphanumeric code used in combination with the transaction’s document type, that determines the general ledger postings and budgetary impact. Valid values are listed in the Transaction Definition Maintenance table.
	System-maintained.

	Prompt Pay Type
	The prompt payment type associated with the order.
	Optional.


[bookmark: _TOC_250119][bookmark: _Toc513722373]Table 106: Training Order Accounting Lines Page Field Descriptions - Period of Performance
	Field Name
	Description
	Features

	Start Date
	The date on which the ordered services began.
	Optional.

	End Date
	The date on which the ordered services end.
	Optional.

	Related Cost Type
	Used to designate funding allocated for Related Costs that is above the actual cost.
	Optional.
Drop-down list provides list of valid values.

	Source Number
	The specific source of the financial transaction activity.
	Optional


[bookmark: _Toc513722374]Table 107: Training Order Accounting Lines Page Field Descriptions - Line Amounts
	Field Name
	Description
	Features

	Ordered
	The dollar amount of the accounting line.
	Required.

	Applied Credit
	The credit amount applied to the accounting line.
	Currently not in use.

	Net Total
	The difference between the original line amount and the applied credit.
	System-maintained.


[bookmark: _Toc513722375]Table 108: Training Order Accounting Lines Page Field Descriptions - Document Reference
	Field Name
	Description
	Features

	Type
	The document type of the referenced document.
	Optional.

	Document
	Consists of two fields:
Field 1: The document number of the referenced document.
Field 2: The line number of the referenced accounting line.
	Optional.

	Final (check box)
	If checked, liquidates the referenced document and returns unused money to budget.
	Optional.

	Misc. (check box)
	If checked, the accounting line will update the referenced document’s miscellaneous amount and does not liquidate a specific accounting line.
	Optional.

	Default (button)
	Brings over accounting data from a request (if the Copy Forward feature was not used).
	Optional.


[bookmark: _Toc513722376]Table 109: Training Order Accounting Lines Page Field Descriptions - Accounting Dimensions
	Field Name
	Description
	Features

	Template
	The accounting template used to obtain the accounting strip. Valid values are listed in the Accounting Template Maintenance table.
	Required.
Select the hyperlink to Search for values

	BFYs
	Budget Fiscal Year(s) of the accounting strip for which the form is being processed. Displayed in two fields:
Field 1: Beginning Budget Fiscal Year (BBFY).
Field 2: Ending Budget Fiscal Year (EBFY), if applicable.
	Required.
Will default based on the accounting template selected.

	Fund
	The fund code of the accounting strip. Valid values are listed in the Fund Maintenance table.
	Required.
Will default based on the accounting template selected.

	Region
	The region code of the accounting strip. Valid values are listed in the Region Maintenance table.
	Will default based on the accounting template selected.

	Program
	The program code of the accounting strip. Valid values are listed in the Program Maintenance table.
	Will default based on the accounting template selected.

	Org Code
	The organization code of the accounting strip. Valid values are listed in the Organization Maintenance table.
	Will default based on the accounting template selected.

	Sub Object Class
	The sub object class code of the accounting strip. Valid values are listed in the Sub Object Class Maintenance table.
	Required.

	Activity
	The activity code of the accounting strip. Valid values are listed in the Activity Maintenance table.
	May default and/or may become required based on the accounting template selected.

	Project Code
	The project/grant/case number/audit number code/profit center of the accounting strip. Valid values are listed in the Project Maintenance table.
	May default and/or may become required based on the accounting template selected.

	Building #
	The building number of the accounting strip. Valid values are listed in the Building Number Maintenance table.
	Optional.

	Work Item
	The work item/work category code of the accounting strip. Valid values are listed in the Sub Project Maintenance table.
	Optional.

	System
	The system code of the accounting strip. Valid values are listed in the System Maintenance table.
	Optional.

	Vehicle Tag #
	The vehicle tag of the accounting strip. Valid values are listed in the Vehicle Tag Maintenance table.
	Optional.

	Cost Organization
	Currently not in use.
	N/A

	YBA
	The year of budget authority
	N/A

	Agreement (section)
	Used to specify an agreement (e.g., RWA, IBAA) to be associated with the order. Displayed in two fields: 
Field 1: Agreement number.
Field 2: Line number.
	Optional.

	Contracts Line (section)
	Used to specify a Contract number and/or its contract line item number (CLIN) or sub-contract line item number, or Blanket Agreement number, or Delivery Order number for this accounting line that is referenced by the order.
	Optional.

	Description (section)
	Displays the Description and Extended Description fields to enter additional information about this accounting line.
	Optional.


[bookmark: _Toc513722212]Contracts Line Section
The Contract Line Information section displays contract information for the training order. Figure 39 displays the Contracts Line Information section.
Table 110 provides additional information about Contract Line section fields.
[bookmark: _bookmark200][bookmark: _Ref502672934][bookmark: _Toc513722377]Table 110: Contract Line Section Descriptions
	Field Name
	Description
	Features

	Blanket Agreement Line Item Number
	The line item number of the blanket purchase agreement associated with this form.
	Optional

	Blanket Agreement Number
	The number of the blanket purchase agreement. The value must be valid in the Blanket Agreement maintenance table.
	Optional

	Contract Number
	The contract number that applies to this item. The value must be valid in the Contract maintenance table.
	Optional

	Contract Line Item Number
	The number of the contract line to which this form applies.
	Optional

	Delivery Order Number
	The number of the delivery order to which this form applies.
	Optional

	Sub-Blanket Agreement Line Item Number
	The line item number of the sub blanket purchase agreement associated with this form.
	Optional

	Sub-Contract Line Item Number
	The number of the sub-contract line to which this form applies.
	Optional
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