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1 How do | Use This Guide?

This chapter serves as a guide for understanding the layout of the Pegasys Finance User’s Guide. It is
important that all users read and understand the concepts explained in this chapter.

1.1 What Information is Included in the Finance User’'s Guide?

Pegasys is a comprehensive financial management system. The system provides extensive functionality to
record Finance and budgeting activities.

The Finance User’s Guide details the concepts and functions of the Pegasys Purchasing and Accounts
Payable subsystems. The User’s guide is separated into the following twelve chapters. Each chapter is
self-standing to allow users to become proficient in a functional area quickly.

= Chapter 1—How to Use this Guide

= Chapter 2—Pegasys Desktop

= Chapter 3—Direct Payments

= Chapter 4—Invoice Documents

= Chapter 5—Automated Match Queires

= Chapter 6—PA Documents

= Chapter 7—Finance Reports

= Chapter 8—Novations

= Chapter 9—Replace Vaules

= Chapter 10—MOU/Capitalization Procedures
= Chapter 11—Judgment/Claims Procedures

= Chapter 12—Purchase Public Debts (Investments)
= Chapter 13—Refund Payment Procedures

= Chapter 14—Special Payment Procedures

= Chapter 15—Payment Credits

= Chapter 16—Prior Year Cost Transfers

= Chapter 17—Bounced Checks

= Chapter 18—PBS Construction Contracts

1.2 Whatis the Structure of the Finance User’s Guide?

To assist users in locating specific information, each chapter follows the same structure described below.

= Chapter Overview: Provides a brief synopsis of the chapter and outlines the topics that are to be

covered.
Finance How do | Use This Guide?
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= Topic Specific Headings: Discusses specific finance functions, such as, requests, direct pay, or
approval types.

= Step-by-Step Instructions: Provides instructional steps on how to enter data into the system and
guides users through a transaction; GSA policy is included where applicable.

In addition to the functional chapters, the Finance User’s Guide includes the following appendices, which
augment the information provided in each chapter.

= Appendix A—Field Descriptions: Provides screen shots and field definitions for the Pegasys
Purchasing and Accounts Payable subsystem pages.

= Appendix B—Direct Pay Checklist: Provides a checklist for the creation and processing of Direct
Payment forms and documents.

= Appendix C—Document Types: Provides a listing and definition for all relevant Subsystem
Document Types, as well as guidelines for using them.

= Appendix D—Transaction Relationships: Provides a listing of the Transaction Relationships used
by relevant subsystems.

= Appendix E—Transaction Types: Provides a listing of the Transaction Types used by the relevant
subsystems.

= Appendix F—External Procurements: Provides a detailed listing of the types of procurement
activities that will occur outside of the relevant financial subsystems.

1.3  What Terminology and Conventions are used in the Finance User’s Guide?

This section identifies special terminology and conventions that are used throughout the Finance User’s
Guide.

1.31 Window Elements

Figure 1-1: Purchasing Document Window displays a typical window in Pegasys.

How do | Use This Guide? Finance
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Figure 1-1 Purchasing Document Window

‘ Header | Fixed Assets | Office Addres&esl Header Accounting Lines | Itemized Lines I Approval Routing | Memos I Summary | Correspondence
Amendment History Workflow Status Approval History

Expand All | Collapse all

— = General
Document Type: GP GMA Purchase Order Order Date: Reset: [0
Status: NEW Accounting Period: 7
Document Number: GPO496217 Reporting Accounting Peried: &
Title: Diocument Classification: &
Ordered By: Security Org: GSA

s Printing:
Agency DUNS Mumber: HpprEss Frinting

Fast Pay:
Agency DUNS+4:

Invoice Required:

a0 man

Receipt Required:

Return to Top

Remember, not all Pegasys screens will have the same window elements. For instance, some windows
may have only one page; therefore, these windows will have no tabs displayed.

The following table describes the window elements shown in Figure 1-1: Purchasing Document
Window.

Figure 1-2 Window Element Descriptions
Window Description How to Access
Element
Title bar Displays the name of the current window. Automatically displayed when a window is
opened.
Menu bar Displays a list of commands. Click a menu item to display its pull-down
menu (list of commands).
Tab Designates each page in a window. Automatically displayed if more than one
page of fields and buttons exist.
Page Displays fields and buttons. When a page is Click the tab to access the desired page.

displayed, it is considered to be the “current”

page. For example, in Figure 1-1: Purchasing
Document Window, Accounting Line 1 is the

current page of the Accounting Lines.

Action buttons Controls changes made to the entire window. For | Click desired button.
example, the Process button in Figure 1-1:
Purchasing Document Window processes a form.

Check box If checked, indicates the field is true. Click to check. If already checked, click to
uncheck.

Figure 1-3: Action Button Bar illustrates Pegasys Action buttons.

Finance How do | Use This Guide?
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Verify

Save

Figure 1-3 Action Button Bar

Submit Schedule Refresh Fund Currency  Add Shortcut  Attachments  Print  Route

All Pegasys forms display a set of action buttons at the bottom of the form window. Figure 1-4: Action
Button Bar Field Descriptions describes the common Action buttons.

Figure 1-4 Action Button Bar Field Descriptions
Field Name Description Features

Verify Populates all defaulted fields. Performs validity, relationship and funding

edits. Checks the form for errors, such as invalid codes or blank

required fields.
Save Enables the form to be saved as a draft. Does not check for errors or

update other subsystems. Typically, forms will be placed on Hold while

awaiting approvals.
Submit Performs Verify functions. Updates the general ledger and relevant

budgets, plans, and projects (based on the accounting implications of

the form being processed).
Schedule Schedules form to process during nightly offline processing. GSA currently not using.
Refresh Clears the form window. Restores form to last saved state.

Caution: When creating new forms, this button will delete the form and

all related information.
Fund Views the form/document in fund currency. GSA currently not using.
Currency

Add Shortcut

Attachment s

Adds the form/document as a shortcut.

Enables external documents, such MS Word or Excel to be attached to
the form. When an external document has been attached to a form or
document, a paperclip appears in the corner of the document icon.

Print Enables the form to be printed.
Route Enables the form/document to be routed to another user or group of
users.
1.3.1.1 What are the Data Field Types in the Purchasing Subsystem?

Figure 1-5: Header Accounting Lines Window displays typical data fields in the Purchasing Subsystem.
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Figure 1-5

Header Accounting Line I Tax Lines

Expand All | Collapse All

Accounting Lines Window

= General
Line Mumber:
Transaction Type:

Prompt Pay Tvpe:

Period of Performance
’75tar‘t Date:

Source Number:

& IPAC Document Identifier:

Related Cost Type:

Return ta Top

/e |

= Line Amounts

COrdered
Applied Credit

Withholding Tax

Net Total

Return to Top

Line Amount After Withholding

Withholding Tax Allowance

Current Amount
$0.00
$0.00
$0.00
$0.00
$0.00

$0.00

Figure 1-6: Header Accounting Lines Window Field Descriptions provides a description of the terms
introduced in the Accounting Lines Window displayed in Figure 1-5: Accounting Lines Window.

Figure 1-6 Accounting Lines Window Field Descriptions
Field Type Designated By Descriptions
Group box Fields grouped together with a single group box name. Groups related fields within a

For example, the Line Amounts in Figure 1-5: Accounting
Lines Window groups all “amounts” for the line.

window or page.

Required field

Field names with red asterisks are system-required fields.
GSA requires that additional fields be completed to
properly process and record spending transactions in
Pegasys. Please refer to Appendix B—Form Mappings for
detailed information on transitioning GSA forms to their
Pegasys counterparts.

Fields that must be completed.

Defaulted field

Field that automatically displays a value when a window is
opened.

Fields that can be changed but
automatically display a value.

Optional field

Field names in black lettering.

Fields that do not require a value.

System-maintained
field

Fields shaded in gray.

Fields that are automatically
displayed but cannot be changed.
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1.3.2 What Terminology is used in the Pegasys User’s Guide?

Figure 1-7: General Terminology and Conventions describes general terminology and conventions used
throughout the User’s Guide.

Figure 1-7 General Terminology and Conventions

Terminology
or Convention

Descriptions

Where Typically Found

Bolded text

Please refer to
Section X.X

Select

Click

Enter ‘Normal’

Select
Transactions—
Purchasing—
New—Order

Text that represent the following:
= Button names

= Field names

= Window titles

= Menu names

= Check box names

= Form names

= Document names

= Table names

Indicates that additional information can be found
regarding a topic in another section of the manual. The
number to the left of the decimal point represents the
chapter number, and the number(s) to the right of the
decimal place represents the chapter section.

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

Use the left mouse button to select a button in a window.

User is to type the value between the single quotes in the
identified field.

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

Instructional steps.
Titles of screen shots.
Text used to describe a topic.

Bolding is not used in any Field
and Button Description tables.

Text used to describe a topic.

Instructional steps.

Instructional steps.

Instructional steps.

Instructional steps.

Instructional steps.
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2 Pegasys Homepage & Navigation

2.1  Whatis Pegasys?

Pegasys is GSA'’ sintegrated financial management system that provides extensive functionality to record
purchasing and budgeting activities.

2.1.1 How do | access Pegasys?

Access to Pegasys is restricted to employees of the General Services Administration (GSA) and other
select, authorized persons. Initially, you will be provided with a URL to access Pegasys from your
Internet Explorer or Netscape Navigator web browser. In order to login to Pegasys, you must exist in the
system as avalid user and must be assigned the authority to perform specific tasks, such as viewing
vendor data, creating purchase orders, and applying approvals; therefore, you must obtain a unique User
ID and an associated password to gain access to the system. The following section addresses the
procedures for obtaining a GSA user ID and password to logon to Pegasys.

21.2 How do | obtain a Pegasys user ID?

Y our Functional Coordinator or Service Representative may obtain aUser ID (lowercase not to exceed 30
characters) from the Pegasys Security Administrator through arequest. The User ID and password
determine your rights within the system for creating and processing forms and accessing tables and
gueries.

2.1.3 How do | obtain a Pegasys password?

Aninitial password may be obtained from the Pegasys Security Administrator. Y ou must enter the
password exactly asit has been established to successfully login to Pegasys. Passwords are case sensitive
and have a minimum length of eight characters that may be al phanumeric.

214 When does my temporary password expire?

Theinitial password will expire after three logins. If you do not change your temporary password, you
will be prevented from accessing the system.

2.1.5 How do | set my Security Questions and Answers?

In order to use the “Forgot your password?’ link, your security questions and answers must be set up. To
set up your security questions and answers, navigate to the Preferences Menu and click on the Security
Question and Answer Page tab. Enter your current password and select a question from the Questions
drop down box. Enter your answer for the question in the Answer text box.

Pegasys Homepage & Navigation Finance
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Figure 2-1 Security Question and Answer Page

I SIt';'.\es.I Sookmarks | Advanced dpt\ons l UsaEiIit',' Se&ings I User Information I Security Question and Answer Page l Decument Defaults I.Df'f.ice Defaulte | workflow Options A

Save Cancel

To Make Changes Enter Current Psssword
* :

Enter Current Password:

Sort...

Questicns _____________________________________________________________________________ |answers |

What was your first car 'l
— h

G|What is your city of birth
W is your country of birth

What is your favorite color
|What i= ¢

2.1.6 What do | do when | forget my Password or | fail to change my temporary
password?

If you have forgotten your password please click the "Forgot your password?' link on the Pegasys
homepage. After setting your security questions and answers in the Preferences menu, once you click the
forgot password link, you will be prompted to answer one or more of your security questions. After
correctly answering the security questions, you will receive a message stating that your password reset
link has been sent via email. Upon receiving an email from Pegasys, select the link which will open anew
page where you can change their password prior to logging into Pegasys.

Figure 2-2 Sign In

User ID:

Fazsword:

Sign In

Forgot vour password?

2.1.7 How do | Sign In to Pegasys?

The following steps describe how to sign in to Pegasys. Only one Pegasys session is permitted per Login
ID (you cannot initiate multiple sessions at the same time). After logging in, the user id is displayed in the
top right hand corner and is present on every page. Thisis particularly useful for users who have multiple
user ids.

Notes
1.  Openyour web browser and enter the designated URL address.
The Pegasys Sign In page will be displayed.
2. Enter your Pegasys User ID in the User Name field.
Note: Login is lowercase.
3. Enter your Pegasys password in the Password field.
Created: Apri 15, 2011 Privieged and Confidentilf Copyright 201, GG Federa
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2.1.8

Note: Passwords are case sensitive.

User ID:

Faszsword:

Sign In

Forgot vour password?

Click the Sign In button.
The Pegasys Homepage will be displayed.

If Pegasys finds an existing session logged in for your User 1D, then
click the Continue button to login.

Note: Any information not saved in this previous session will be lost.

How do I exit/Sign Out of Pegasys?

When signing out of Pegasys, it is extremely important to exit the system properly. The following
procedure describes the only correct way to exit Pegasys.

Notes
1. InthelLink Strip, click the Sign Out hyperlink.
The Pegasys Sign Out page will be displayed.
2. Donot click the ‘X" in your web browser to log off Pegasys. This
will not log your session out of the application.
2.1.9 How do | change my Pegasys Password?

After theinitia login, the user must change his/her password. The following steps describe how to change
your Pegasys password.

Notes
1. IntheLink Strip, click the Preferences hyperlink.
The user preferences tabs will be displayed.
2. Sdlect the User Information tab.
The User Information tab will be displayed.
Pegasys Homepage & Navigation Finance
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[ ey Semncn | | Swcairity Grstion and arwwar Page | Document Deteuts | Offica Dafauts

Typetheinitia password in the Current Password field.
4. Typethe new password in the New Password field.

Note: Passwords can be alphanumeric and must be at least eight
characters long.

5. Typethe new password again in the Verify Password field.

Note: Remember that passwords are case sensitive and must be
entered in the Verify Password field exactly as they were entered in
the New Password field.

6. Click the Save button to change your password.

Note: A system message will state that the password change
succeeded.

[ Stylesl Bookmarks | Advanced Dptionsl Usability Settings | User Information

Save Cancel

Enter Current Password To Make Changes
’7 Current Password:

2.2  What Elements do | see on the Pegasys Homepage?

When usersinitially login to the application and access the homepage, the elements that they see depend
on the setup their system administrator has chosen for their site. Users will see their last successfully log
in time, the number of login attempts since the user’ s last successfully login, and the number of
unsuccessful attempts. A typical user will aso seethe following items:

= Menu Bar

= Link Strip

= Breadcrumbs Track
= Navigation Panel

= [nbox
Finance Pegasys Homepage & Navigation
Created: April 15, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
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The Menu Bar, Link Strip, and the Breadcrumbs Track appear on almost every page in Pegasys. These
elements provide the primary basis of navigation in Pegasys.

Figure 2-3: Pegasys Homepage displays the Pegasys homepage.
Figure 2-3 Pegasys Homepage

Sh NPE a Inbox | Preferences | Shortcuts | Site Map &1 | Help | About |

Welcome All Roles 118 CGI | October 28, 2010 | Close Window
Transactions Queries Reference System Administration Utilities

Pegasys > Home > Inbox - B

tnbox | Gompleted Tasks |

earch Criteria

Task: (TR -

B E

Last Refreshed:

Refresh pisplay |10 =] 1tems Sort...
[ [8] [exvoctod compleion e [ eroofask Juem  oescriuon __Jpssunedome ________[taws |
- NO ITEMS TO DISPLAY -
Assigned Priority: K Priority: 2
Assigned Expected Completion Date: xpected Completion Date:

3o to top of page

2.3 What Elements do | see on Pegasys pages?

2.3.1 How are Pegasys pages displayed?

Multiple pages are displayed as tabs in a notebook style. For instance, the different pages on aform or
guery can be accessed by clicking the appropriate tab on the current page. Pages are divided into sections
that can be expanded or collapsed. Many of the sections contain information that was entered on a
separate page via a button link in previous versions of Pegasys. Using the web browser scroll bar, users
may scroll up or down to view all the sections on a page.

2.3.2 Where are System Messages and Buttons displayed?

System messages are displayed at the top of the page underneath the Breadcrumbs Track. These system
messages never obscure other features on the page. All navigationa e ements and the remaining page
content are always visible to the user in the web browser window.

: A
System messages may be@ informational, ‘3 warning, or @ error messages that must be corrected
before processing or updates can occur. If Pegasys returns an error message, the user needs to make the
appropriate corrections, and then attempt again the action that previously prompted the error message. It
is highly recommended that forms are verified successfully before users submit them for approval or
processing. Pegasys provides a clickable message functionality that enables the user to click on system
messages reported during form verification and be taken to the field on the page that is related to that

error message

Action buttons are also located at the top left corner of the page, just above the notebook style tabs of
forms and reference tables, and on some queries.

Pegasys Homepage & Navigation Finance
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2.3.3 Where are Summary Lines displayed on a form?

Summary lines allow usersto view the line amount, transaction type, accounting dimension information,
and, if it exists, the commodity information of all the lines on the form or document at the same time.
There are two waysto view summary lines. Thefirst way is by selecting either the Header Accounting
Linestab or the Itemized Linestab on a transaction. From those tabs, users may highlight a specific line,
and click either the Header Accounting Lines or Itemized Lines hyperlink to view line information

The second way to view summary information is by selecting the Summary tab on the transaction. From
thistab users can view asummary of all lines, make changesto existing lines, and add new accounting
lines. The Summary tab also allows a user to click on a column heading and drag it to a preferred location
aswell as expand or contract a column width. Figure 2-4 Summary Tab displays the Summary Tab.

Figure 2-4 Summary Tab

| Header I Fixed Assets | Office Addresses I Header Accounting Lines | Itemized Lines | Approval Routing | Memeos | Summary |

Add Copy Femove Details Default Accounting Template Default from Referenced Line Sort... View as!

Header Accounting Lines

$100.00 01

1
P mm |

The following steps describe how to use the Summary tab. These stepsreferto ~ NOtes
header accounting lines but the same steps can be used for the Item Lines
section on the Summary tab.

1. Toaddanew ling, click the Add button. A new line will be displayed.

2. Toaddinformation to the new line, click inside the cell and typein the
information.

Add Copy Femove Detail=s Defi

Header Accounting Lines

e | s e

£100.00

1
o Ell50.00 |

3. Todefault an accounting template, enter an accounting template in the
Template cell, and click the Default Accounting Template button.

4. To default information from areferenced line, enter a Referenced Document
Type and Document Number in the cells provided, and click the Default from
Referenced Line button.

Finance Pegasys Homepage & Navigation
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5. To update an existing line, select the desired line, click inside the desired cell(s)

10.
11.

12.

for the field that should be updated, and make the change.

To copy an existing line, select the desired line and click the Copy button. A
new line will be created.

To remove an existing line, select the desired line and click the Remove button.

To see the header accounting line for a specific line, select theline, and click
the Details button. The header accounting line will be displayed.

To sort accounting lines, click the Sort button. Choose the Sort criteria and
click OK.

|Men'||:|5. Summary Cnrrespnndencel

Sort... View as CS5V

“ LI 9 Ascending

ﬁ.ﬁ
1
[=]
ul
o
-~

9 Descending

II LI 3 Ascending
. Des=scending

“ ll :: Asn::endin.g
De=scending
Dl{l Cancel | e

To view the accounting linesasa CSV, click the View as CSV button.

To move a column heading, click on a column heading and drag it to the
desired location.

To expand or contract the column width, click on the vertical line before or
after the column heading and drag outwards to increase the width or drag
inwards to decrease the width size.

Add Copy Femove Details Defi

Header Accounting Lines

Line Mumber Amount

r 1 $100.00

e oo |
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234 How do | know when a Field is required?

Required fields are indicated by ared asterisk (*). Pegasys returns a hard error at the top of the pageif a
required field isn't filled in when a user attempts to submit his or her form for processing, or save updates
within Pegasys.

2.35 What are Reference Field hyperlinks?

Fields that have references to other data within Pegasys are underlined in blue. By clicking these
hyperlinks, users are taken to a reference data search page. From this page, they may search for and select
the appropriate reference item. Selecting a value from this page will populate the corresponding reference
fields on the original page.

2.3.6 What are the Common Icons?

Inbox icons are also found on many other tables, forms/documents, and queries throughout Pegasys:

M _ Clicki ng the Checkbox icon on column headings selects all records; on aline it selects
only that record

) - Clicki ng the Bubble Help icon displays topic information

E- Clicking the T oggle icon maximizes or minimizes the search results area on the page.
Go to top of page - Clicking the Go to top of page link takes user to the top of the current page.

- Clicking the envelope icon will generate a new email containing alink to the current
transaction or entity

- Clicking the Start Page icon will save the current page asthe first page a user will see
when logging into Pegasys.

2.3.7 How do | search in Pegasys?

The asterisk (*) can be used asawild card value. More than one wildcard can be used when searching.
Reference field hyperlinks are indicated by blue underlined text, and will take the user to a search page
for reference data. Selecting a value from this page will populate the corresponding reference fields on the
original page. When searching for a date to enter in areference field, the user can click the hyperlink to
bring up a calendar of days, from which he or she may select the date. Upon selection this date is
populated in the corresponding reference field.

2.3.8 What do | need to remember about navigating in Pegasys?

Users should not use the web browser buttons to navigate in Pegasys; thiswill result in an error. For
instance, if the web browser Back button is clicked, then the following message will appear: “You are
about to end your session. Click to logout or return to the current page.” At this point, the user would
click to return to the current page if he or she did not want to end the login session.

Finance Pegasys Homepage & Navigation
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2.4  Why does Pegasys log me out after 15 minutes of inactivity?

If auser has been inactive in the system for more than fifteen minutes, then Pegasys will timeout. The
user will be unable to keep working in the application in his or her existing login session. Any unsaved
information will belost. For thisreason, it isrecommended that users save their forms often, especially if
they will beidlein the application for any period of time.

Inactivity is defined as staying on the same HTML page. For instance, if it takes the user longer than 15
minutes to enter information on afunding line, then he or she will be timed out. If however it takes less
than 15 minutes to enter the line information, and the user moves on to enter information on another
funding line, then the 15 minute clock is reset.

If auser has multiple windows open in the same session, then he or she only needs to be active on one
window to not be timed out in Pegasys.

25 How can | Create and Use a Favorite?

The Favorites feature allows users to designate and quickly access frequently-used reference datain
Pegasys. For reference fields with blue hyperlinks, clicking the Favoritesicon < will drop down alist of
favorites from which users may select a value to populate that reference field. For instance, instead of
having to type in or search for avendor code or an accounting template, the user may simply click the
Favoritesicon to select that reference code. From the Favorites icon next to areference field, users may
select from alist of existing favorites, as well as add or remove values from thelist. Thereisno limit to
the number of favorites a user may select. The following steps describe how to create, use, and delete a
favorite.

Notes
1 Create anew form.
The Header page of a new form will be
displayed.
Queries Reference System Administration Utilities
Pegasys > Transactions > Purchasing > New > Request > Header =
Werify Save Submit  Schedule Fund Currency  Add Shortcut  Attachments  Route
Header Offiqa Addr’assesl Suggastad Vgn;lorrsIVHerader Ac:ounting Lmas] Itenj\;ed J_\naslApprova\ Rput\ng] !‘-‘\emos-l Summary
Amendment History ~ Workflow Status ~ Approval History
Expand &ll | Collapse Al
- General
Document Type: PR Purchase Request Request Date: Reset:
Status: NEW Accounting Period: &
Document Number: PR123 Reporting Acceunting Period: &
Title: Batch Number:
B e Document Classification: &+
B a Security Org: GSA
Suppress Printing: [m}
Return to Top
2. Find areference field with a hyperlink (e.g. a blue underlined field). One
exampleisthe Vendor Code in the Vendor Info section on the Header
page.
Pegasys Homepage & Navigation Finance
Privileged and Confidential/~Copyright 2011, CGI Federal Created: April 15, 2011

2-10 Final Version 1.0



=C(.'-I

Federal Pegasys 6.5.0 User Guide for
Creating Solutions for Government Innovation | ISO 9001:2000 Certified General Services Administration
Notes
Vendor
* Code: 7
Mame:

3. Click the Favoritesicon 4 next to the reference field.

The Favorites look-up box will be displayed.

| Favorites

de ¥endor Address Customer
Code Code Account

;Search... |

|Eu Mame

4.  Toadd afavorite, click the Search... hyperlink in the Favorites |ook-up
box.

The reference data search page will be displayed.

« BPEGASYS

et

L1}

2330

5. Enter the search criteria, and click on the Sear ch button.

Note: If you do not know the full value, enter a partial value and the *
wildcard symbol before or after the value entered.

The search results will be displayed in the bottom portion of the page.
6.  For the desired reference data record, click the Favoritesicon +.
7. Click the Cancdl button.

You are returned to the form page where you left off.

8. To select afavorite, click the Favoritesicon 4 next to the reference data
field from step 2 (e.g., Vendor Code).

The Favorites look-up box will be displayed. The reference data code
added in step 6 appears in the list of Favorites.
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Notes
9. From the list of favorites, click the desired reference data record.

The reference data information will be populated in the corresponding
data entry fields.

10. Todeleteafavorite, click the Favoritesicon + next to reference data
field from step 2 (e.g., Vendor Code).

The Favorites look-up box will be displayed. The reference data code
added in step 6 appears in the list of Favorites.

11 Click the recycling bin icon & next to the favorite record you wish to
delete.

The Favorites look-up box is closed, and you are returned to the form
page where you left off.

12.  Click the Favoritesicon 4 next to the reference data field from step 2
(e.g., Vendor Code).

The Favorites look-up box will be displayed. The Favorite reference data
code deleted in step 10 no longer appears in the list of Favorites.

2.6  For what purpose may | use the Menu Bar?

Located beneath the Pegasys image, the Menu Bar displays the menu options available on the Pegasys
Homepage. Users can choose to expand menu items by either hovering over the menu item or by clicking
on it. Users can also choose the speed at which the menu item displays. Both of these settings can be
found by clicking on the Preferences link in the top right corner and then selecting the Usability Settings
tab. Instructions on how to set your menu settings can be found in Section 2.6.2. Figure 2-2: Pegasys
Menu Bar displays the Pegasys menu bar found on the Homepage.

Figure 2-5 Pegasys Menu Bar

« SPEGASYS

Transactions Queries Reference Litilities Bookmarks
The Menu Bar consists of the following options.

= Transactions—Allows usersto create, amend, correct, view, delete, review, and cancdl forms and
documents, grouped by subsystem. Only the available Pegasys subsystems are displayed. Security
rights determine which subsystem users can access. Form/Document Sel ection also appears here, and
provides access to forms and documentsin all subsystems. Security rights determine what documents
users can access

= Queries—Allows users to perform queries. Only the available queries are displayed, and are grouped
by category. Security rights determine which queries users can access.

Pegasys Homepage & Navigation Finance
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= Reference—Provides access to the Pegasys reference data tables. These reference tables store all the
valid values in the system and provide Pegasys the means to verify data prior to forms being
processed. The data tables are grouped by category in this menu.

= Utilities—Provides access for users to create reports and setup, monitor, and execute batch jobs.
Security rights determine which utilities users can access.

= Bookmarks—A customizable pull-down menu that includes user-specified links to frequently-used
Pegasys queries and reference tables without having to navigate through the other menus in the Menu
Bar.

2.6.1 How can | Create and Organize Bookmarks?

Bookmarks allow usersto create a custom menu that can be used for easy access to a Pegasys new form
creation page, query, reference data search page, or to any of the%ort or Batch Execution pages.

Bookmarks can be established for pages by clicking on the book icon found at the end of the
Breadcrumbs Track. The following steps describe how to create, access, and organize Bookmarks.

Notes

1. Fromthe menu bar, select a Pegasys page that isanew form
creation page, query, reference data search page, report- or batch
execution-related page.

The selected Pegasys page appears.

N icon at the end of the Breadcrumbs Track.

Click the book

A system message will indicate that the action was successful; a
bookmark has been added. If this is your first bookmark, a menu
labeled ““Bookmarks™ has now been added to menu bar.

3. Toopen abookmark, select the Pegasys page you bookmarked from
the Bookmar ks menu.

The correct bookmarked page appears.

4. Toorganizeyour bookmarks, select Or ganize Bookmarks from
the Bookmar ks menu.

The Bookmarks tab on your User Preferences page will be
displayed.
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| Stylez | Bookmarks | adyanced Cptions | Usa

Save

Eookmarks Label: |

Display IlU "'I Items Sort...

H

* Rank:

Label:

Note: The Bookmarks tab can also be accessed from Preferences
hyperlink in the Link Strip.

5. Tochangethe Bookmarks menu name, enter anew namein the
Bookmarks L abel. Click the Save button.

The name of the Bookmarks menu on the menu bar has now
changed.

6. Tochangetheorder in which your bookmarksaredisplayed in
the Bookmar ks menu, highlight a bookmark record. Change the
rank to anumeral either above or below your other bookmarks.
Click the Save button.

System message will state that the action was successful.
7. From the menu bar, click the Bookmarks menu.
The bookmarked items are re-ordered based on the change in rank.

8.  Returnto the Bookmarkstab. To delete a bookmark, highlight a
bookmark record. Click the Delete button. Then click the Save
button.

The bookmark is deleted.

2.6.2 How are Submenu Options displayed in Pegasys?

If the symbol “ * " will be displayed after a menu option, then a submenu exists for that option. To view
the submenu, click the menu option. As mentioned in Section 2.6, users can choose to expand menu or

sub menu items by either hovering over the menu or by clicking on it. Users can aso choose the speed at
which the menu item displays. Both of these settings can be found by clicking on the Preferenceslink in
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the top right corner and then selecting the Usability Settings tab. The following steps describe how to set
your menu item options.

Notes

1. Click on the Preferenceslink in the top right hand corner.

2. Click the“Usahility Settings’ tab.

3. Inthe Navigation Menu group box, the Require Click to Show/Hide
Menus and the Require Click to Show/Hid Submenus checkboxes
will default to checked. To change the setting so that you can hover
over the menu item instead of clicking on the menu item, uncheck
these two checkboxes.

- Mavigation Menu m
Require click to show/hide menus: W

Require click to show/hide submenus:

Menu display delay: Ii!iri um Delay (default) vl

4. TheMenu display delay dropdown box will default to Medium
speed. To change the speed, choose your desired speed from the
optionsin the Menu display delay drop down box.

5. Click Save to save your changes.

2.6.3 What are the Transactions Menu Options and their Descriptions?

Figure 2-6 Transaction Menu Option Descriptions describes the options available from the
Transactions menu.

Figure 2-6 Transaction Menu Option Descriptions

Option Description

Accounts Payable Provides access to Accounts Payable forms and documents.

Automated Disbursements Provides access to Automated Disbursement transactions.

Budget Execution Provides access to the Budgeting transactions.

Credit Card Provides access to Credit Card Reconciliation Notebook.

Fixed Assets Provides access to Fixed Asset forms and documents.

General Ledger Provides access to General Ledger forms and documents.

General System Provides access to General System forms and documents.

Planning Provides access to Planning notebooks.
Finance Pegasys Homepage & Navigation
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Option Description

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

Purchasing Provides access to the Purchasing transactions.

Travel Accounting Provides access to the Travel Accounting transactions.

Reference Data Provides access to Vendor documents.

Form/Document Selection Provides access to all forms and documents in Pegasys that the individual

user has the authority to view.

2.6.4 What are the Queries Menu Options and their Descriptions?

Figure 2-7 Query Menu Option Descriptions describes the options available from the Queries menu.
Figure 2-7 Query Menu Option Descriptions

Option Description
Accounts Receivable Provides access to Automated Receivable queries.
Automated Disbursements Provides access to Automated Disbursement queries.
Budget Execution Provides access to the Budgeting queries.
Document Provides access to the Recurring Profile queries.
External Reports Provides access to the External Reports queries.
Fixed Assets Provides access to the Fixed Assets queries.
General Ledger Provides access to General Ledger queries.
General System Provides access to General System queries.
GPRA Provides access to Workcount/PMI Definition query.
Metrics Provides access to the Metrics queries.
Planning Provides access to Planning queries.
Project Cost Accounting Provides access to Project Cost Accounting (PCAS) queries.
Purchasing Provides access to the Purchasing queries.
Travel Accounting Provides access to the Travel Tax query.
Vendor Allows users to query Vendor related information.
Workflow Provides access to the Workflow queries.
Workload Provides access to all Workload assignments.
2.6.5 What are the Reference Menu Options and their Descriptions?

Figure 2-8 Reference Menu Option Descriptions describes the options available from the Reference
menu.

Figure 2-8 Reference Menu Option Descriptions

Option Description
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Option

Description

Accounts Payable

Provides access to the Accounts Payable reference data.

Accounts Receivable

Provides access to Automated Receivable reference data.

Automated Disbursements

Provides access to the Automated Disbursements reference data.

Budget Execution

Provides access to the Budget Execution reference data.

Cost Allocation

Provides access to the Cost Allocation reference data.

Credit Card Provides access to the Credit Card reference data.

Date Provides access to date-related reference data.

Dimensions Provides access to accounting dimension reference data.

Document Provides access to Document reference data.

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

External Reports

Provides access to External Reports setup and definitions.

Fixed Assets

Provides access to Fixed Assets reference data.

General Ledger

Provides access to the General Ledger reference data.

General System

Provides access to the General System reference data.

GPRA

Provides access to GPRA measurements and goals.

Project Cost Accounting

Provides access to PCAS reference data.

Purchasing

Provides access to the Purchasing reference data.

Travel Accounting

Provides access to the Travel Accounting reference data.

Vendor Provides access to Vendor related reference data.
Workload Provides access to Workload setup data.
2.6.6 What are the System Administration Menu Options and their Descriptions?

Figure 2-9 System Administration Menu Option Description describes the options available from the
System Administration menu.

Figure 2-9 System Administration Menu Option Description

Option

Description

Administration

Provides access to current logins and forms in process.

Approvals

Provides access to approval setup and logs.

Batch Setup

Provides access to batch process setup.

Configuration Provides access to system settings and relationship edits.
Reference Provides access to referential integrity and problem definitions.
Security Provides access to Pegasys’ security setup.
Workflow Provides access to standard workflow process information.
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2.6.7 What are the Utilities Menu Options and their Descriptions?

Figure 2-10 Utilities Menu Option Descriptions describes the options available from the Utilities menu.

Figure 2-10 Utilities Menu Option Descriptions

Option Description

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

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

Manage External | Provides access to external documents.
Documents

2.6.8 What are the Reports Menu Options and their Descriptions?

Figure 2-11 Reports Menu Option Descriptions describes the options available from the Reports menu.

Figure 2-11 Reports Menu Option Descriptions

Option Description

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

Report Allows users to access a report that was submitted for printing.
Status

2.6.9 What are the Batch Execution Options and their Descriptions?

Figure 2-12 Batch Execution Menu Option Descriptions describes the options available on the Batch
Execution menu.

Figure 2-12 Batch Execution Menu Option Descriptions

Option Definition
Batch Job Allows user to create and maintain batch jobs.
Batch Job Executions Allows the user to receive a status on any executed batch job.
Batch Job Monitor Allows the user to monitor when a batch job is run.
Disbursement Allows the user to set the parameters for the four main disbursement jobs.
Parameter Setup

2.7  For what purpose may | use the Link Strip?

TheLink Strip islocated at the top, right-hand corner of the page. Thelink strip consists of static
hyperlinks the Inbox, user preferences, informational, and navigationa pages. Figure 2-13 Pegasys Link
Strip displays the Pegasys Link Strip found on the homepage.

Figure 2-13 Pegasys Link Strip

Inbox | Preferences | Shortcuts | Site Map 1 | Help | About |

Welcome All Roles 118 CGI | October 28, 2010 | Sign Qut
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The Link Strip contains the following hyperlinks:
= |nbox—Returns usersto their Inbox.

= Preferences—Allows users to customize their desktop by setting styles, bookmarks, user defaults,
and advanced options. It also allows users to change their passwords.

= Shortcuts—Allows users direct access to forms and documents.

= Site Map—Provides an aternative way to view menus and their contents.

= New Window icon ~'—Allows users to open a new window in the same Pegasys session.

= Sign Out—Allows usersto exit Pegasys.

= Help—Allows users to access Pegasys on-line help topics.

= About—The About link pops up awindow with technical and legal information about this version of

Pegasys.

2.7.1 What User Settings may | change in Preferences?

The Preferences link allows users to set Pegasys styles, bookmarks, advanced options, and document and
office defaults. It also allows users to change their passwords.

= Styles: The display options used by Pegasys:

» The Themes section allows users to change Pegasys appearance according to two pre-defined
themes. Pegasys 6.5.0 offers both the Default and Simple theme. The system defaults the Default
theme as seen in Figure 2-14 Styles Tab.

Figure 2-14 Styles Tab

| Styles

Bookmarks | Advanced Options

Save

Expand &ll | Collapse All

- Themes m
*

Choose a Theme: |

Return to Top

To choose the Simple theme, choose Simple from the Choose a Theme drop down box. Click the
Save button. Refer to Figure 2-15 Simple Theme below to see a screenshot of the new Simple

theme.
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Figure 2-15 Simple Theme

Pegazys = Home » Styles @

= Themes m —
* Choose a Theme: Im 'l

Return to Top

— = Help m
Dizplay Information Help: ¥

Return to Top

Go to tep of page

» The Help section allows users to choose whether Information Help will be displayed throughout
Pegasys.

= Bookmarks: Bookmarks allow for easy accessto a user’s favorite new form creation pages, queries
and reference data tables. On this tab, users can organize in what order their established bookmarks
arelisted in the Bookmarks menu in the menu bar, re-name a bookmark, or delete any bookmark. A
bookmark is added to thelist by clicking the book icon at the end of the Breadcrumbs Track when
accessing a query or reference data search page in Pegasys. Please see 2.6.1: How Can | Create and
Organize Bookmarks?

= Advanced Options:

» Enable Offline Email Notification: This option enables the GSOFFLINE batch job to send out email
notifications to the user once the batch job is complete. When email notification ison, the last user
to modify a document receives an email from GSOFFLINE stating the process status of the
document.

» Search Limit: This option allows users to specify the maximum number of records to be returned
when searching. For example, if the user specifies 90 for a search limit and initiates a vendor search
that generates alist of 200 records, Pegasys will ask the user to narrow the search criteria.
Lowering the search limit speeds up searching, while increasing the search limit returns more
records.

= Usability Settings: On thistab, users can change their options for automatic tabbing, expanded
sections and an alternate start page as well asindicating whether or not they are expert users. Users
can a so choose the way the menu and sub menu items are displayed, the speed at which menu and
submenu items are displayed, and reset the Start Page.

= User Information: On thistab, user can update their password. To make changes, the user must
enter their current password.
Pegasys Homepage & Navigation Finance
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= Security Question and Answer Page: On this tab, users can choose security questions and fill in the
appropriate answers. To make changes, the user must enter their current password.

= Document Defaults: Allows users to set defaults for the Vendor, Accounting Template, and
Currency to be used when forms are created. Establishing a default value here resultsin that value
automatically populating applicable areas in forms. For example, if the value the user specifiesfor the
Vendor Codeis“ABC” for the GP document type, when the user creates a new GP form, the Vendor
Code field will be populated with“ABC".

= Office Defaults: The Office Defaults tab works similarly to the Document Defaults tab. It allows
usersto set default location code values for multiple offices.

= Workflow Options: On thistab, users can view their workflow options
= Availability: On thistab, users can change their availability status.

2.7.2 How are Document and Office Defaults helpful to Me?

Setting your Document Defaults saves users time and eliminate repetitive data entry by automatically
filling in vendor codes and accounting templates with the same information each time a user creates a
new Pegasys transaction for your specified document type. Office Defaults populate in the appropriate
office addresses for all documents the user creates. The following steps describe how to create, access,
and organize Document and Office Defaults:

Notes
1. IntheLink Strip, click the Preferences hyperlink and then select
the Document Defaults tab.
2. Click the Add button.
The Document Default page will be displayed.
7
rl
4
3.  Enter the appropriate information in the Document Type, Vendor,
and Accounting Template fields. Type USD in the Currency field.
Note: If necessary, utilize the reference field hyperlink or Favorites
icon to make your selections. You may enter as few or as many fields
as necessary.
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Notes
4, Click the Save button.

System message will state that the action was successful; the
document default was saved.

5. Click the Office Defaults hyperlink and repeat steps 2-4 to save any
Office Defaults.

System message will state that the action was successful; the office
default was saved.

2.7.3 How do | assign Alternate Assignees and Groups?

Alternate Assignees will receive tasks when the user is unavailable. Assignees will not inherit the security
of the unavailable user, so in order to compl ete the task the alternate assignees must have valid security
permission themselves. Upon returning to an avail able status, incomplete or non-acquired tasks will be
removed from the Inbox of the alternate assignees and future tasks will only be assigned to the original

Pegasys user.

Notes

1. IntheLink Strip, click the Preferences hyperlink and then select

the Availability tab.

= Goto step 2 to select aternatesindividualy

= Goto step 5 to select aternate groups
2. Inthe Alternate Assignees/Groups group box, select the Alternate

Assignee hyperlink.
3. Click the Add button and search for the appropriate User ID of your

backup.

Note: If you do not know the full value, enter a partial value and the

* wildcard symbol before or after the value entered.
4, Click the Select button to select the User ID, and click the Save

button.
5.  Toselect an Alternate Group, select the Alter nate Groups

hyperlink.
6. Click the Add button and search for the Code.

Note: If you do not know the full value, enter a partial value and the

* wildcard symbol before or after the value entered.
7. Click the Select button to select the Code, and click the Save button.
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274 How do I indicate that | am unavailable?

Notes

1. IntheLink Strip, click the Preferences hyperlink and then select
the Availability tab.

2. IntheMain Participant Details group box, uncheck the Available
checkbox.

Click the Supervisor hyperlink.

4. Search for the User ID, choose the User ID, and click the Select
button.

Note: If you do not know the full value, enter a partial value and the
* wildcard symbol before or after the value entered.

5. Click the Save button.

2.7.5 How can | Create and Organize Shortcuts?

Shortcuts are a convenient way to directly access saved forms or processed documents, eliminating the
need to use the Menu Bar to perform a search. From the Link Strip, users can access their list of shortcuts
and jump straight to aform or document. Hierarchical folders can be employed to assist in organizing
shortcuts. The following steps describe how to create, access, and organize shortcuts:

Notes

1. If adding ashortcut to a previously saved form or processed
document, first open the form or document in Correct, View, or
Amend mode. Skip to Step 3.

2. Onanew form, click the Save button.

Note: Forms must first be saved successfully before users may add a
shortcut to them

3. Click the Add Shortcut button.

A system message will indicate that the action was successful; a
shortcut to the form or document has been created.

4. Toaccessyour shortcuts, click the Shortcuts hyperlink in the Link
Strip.

The Shortcuts page will be displayed listing all your previously
saved shortcuts.

5. Double-click the hyperlink corresponding to your document number.

The form or document will be displayed in read-only or an editable
mode, respectively.

Finance Pegasys Homepage & Navigation
Created: April 15, 2011 Privileged and Confidentialf@Copyright 2011, CGlI Federal
Final Version 1.0 2-23



=CGI

Pegasys 6.5.0 User Guide for Federal
General Services Administration Creating Solutions for Government Innovation | ISO 9001:2000 Certified

Notes

6. Tocreateanew folder inyour list of shortcuts, click the Shortcuts
link inthe Link Strip. Then click the folder labeled Shortcuts.

The Shortcuts folder is highlighted.

7. Click the New Folder button. In the Shortcut Detail | nformation
section, enter aname for your new folder in the Label field. Click
the Save button.

A new folder is listed within the Shortcuts folder.
8. Tomoveashortcut to adifferent folder, click once on the hyperlink

corresponding to your document number. Then, click the Fid Cut
icon.

The form or document that has been cut is italicized.

9. Click thefolder to which you wish to add your shortcut. Then click
the (&

<5 Pasteicon.
The form or document has been moved into the selected folder.
10. Click the Save button.

11. Todeleteashortcut, click once on the hyperlink corresponding to
your document number. Then click the Delete button.

The form or document is crossed out.
12. Click the Save button.
The form or document is removed.

13. Todeleteafolder, click once on any folder except the Shortcuts
folder. Then click the Delete button.

The folder is crossed out.
14. Click the Save button.

The folder is removed.

2.7.6 How is the Open New Window feature helpful to me?

The double cascading box icon ~ found on the Link Strip allows users to open a new window in the
same Pegasys session. Thisfeature is useful when the user wishes to look up additional information, but
does not want to lose the page on which he or sheis currently working. For instance, if the user isfilling
out a purchase order form, but needsto look up information in areference table, then he or she may open
anew window and navigate to that reference table, while the purchase formis till open.

Note: It isadvisable that users save their forms often. If usersareidle in Pegasys for more than fifteen
minutes, then the application will timeout. Any unsaved work will be lost.
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The following steps describe how to use the Open New Window feature.

Notes
1. IntheLink Strip, click the New Window icon
A new site map window appears onscreen.
Pegasys
Categories
Transactions Queries Reference System
Administration
Accounts Payable Agtnmated Accounts Payable Administration
Automated DRt Automated Appravals
Disbursements Budget Execution Disbursements
Batch Setup
Budget Execution Cost Allocation Budget Execution Cociigurabion
Credit Card Document Cast Allocation ﬁ_
Utilities
Reports
Batch Execution
Manaage External
Documents
1. Tocloseany additional Pegasys window, click the Close Window
link intheLink Strip.
The new window will close onscreen.
Note: The Close Window link replaces the Logout link on a new
window opened in your Pegasys session.
2. Donot click the X" in your web browser to close a Pegasys
window.
2.7.7 How do | access Pegasys On-line Help topics?
Notes

1. IntheLink Strip, click the Help hyperlink.
Pegasys’ expanded On-line Help window appears onscreen.

2. Usingthe scroll bar, scroll down to the new How-T 0’ sto select one
to review.

3. When finished, close the On-Line Help window by clicking the ‘X’
in your web browser.

2.8  For what purpose may | use the Breadcrumbs Track?

The Breadcrumbs Track appears directly beneath the Menu Bar. The Breadcrumbs Track tracesthe user’s
path as he or she navigates through Pegasys. The current page is the right-most breadcrumb. Breadcrumbs
provide apath that links users back to previous locations accessed in Pegasys. Each breadcrumb is a
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hyperlink. Users will click these hyperlinks to navigate through Pegasys in lieu of the Internet Explorer or
Netscape Navigator Back button.

2.9 For what purpose may | use the Inbox?

The Inbox will be displayed on the Homepage after logging in to Pegasys. It is aso accessible by clicking
the Inbox hyperlink in the Link Strip. The Inbox contains forms that require the user’ s approval or
correction, and also forms or documents that have been manually routed to the user for his or her review.
Taskswill remain in the Inbox until the assignment is completed or terminated. The completed tasks are
listed under the Compl eted Tasks tab.

Users may filter through the Inbox task list using any of the Inbox column headers found in the Search
Criteriagroup box. For a complete discussion of approving aform from the Inbox, please refer to
Chapter 10: Approvals & Vendorsin the Pegasys Purchasing User Guide.

291 How do | open a Workflow Task from my Inbox?

The following steps describe how to open a workflow task from the Inbox.

Note: A Lotus Notes e-mail notification will be sent to the Pegasys user advising them of the arrival of a
workflow task in their Inbox.

Notes

1. View thelnbox. Users may have Approve Form, Correct Form,

or Ad-Hoc Routing Task recordsin their Inboxes.
2. Highlight the workflow task record you wish to open.
3. Click the Open button.

The form will be displayed in read-only mode for approvals and in

an editable mode for corrections.
4. If opening an Ad-Hoc Routing task, then the Notification of Ad

Hoc Mailing Router Workflow Task page will be displayed.

Click the View button to review the form or document in read-only

mode.
5. If thead-hoc routed item isaform, click the Correct button to open

the form in an editable mode.
6. TheAd-Hoc Routing Task will remain in the Inbox until the

assignment is manually completed. Therefore, on the Notification of

Ad Hoc Mailing Router Workflow Task page, click the Complete

button.
7. Approve Form and Correct Form tasks will be removed

automatically from the Inbox after the user has either approved or

resubmitted the corrected form.
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2.9.2 How do | view Completed Tasks?

The following steps describe how to view a completed task from the Inbox.

Notes
1. View theInbox, then click the Completed Taskstab.

2. If necessary, enter the appropriate search parameters and click the
Sear ch button to search for the completed task.

Information regarding the completed tasks will be displayed.

2.10 What is Workflow?

Workflow is the automation of abusiness process, in whole or part, during which documents,
information, or tasks, are passed from one participant to another for action according to a procedural set
of rules. In Pegasys, Workflow handles the correction, approval, and ad-hoc or manual routing of forms
and documents.

Pegasys automatically routes forms for approval based on alist of approvers selected on theform’'s
Approval Routing tab in combination with the approval template and type associated with the document
type. The form appears as an Approve Form task in the approving official’ s Inbox. Aswith all workflow
tasks, a Lotus Notes e-mail notification will be sent to the Pegasys user advising them of the existence of
anew task in their Inbox.

2.10.1 How does Pegasys process Forms?

After auser clicks the Submit button on aform, and the system indicates that it was submitted
successfully for processing, the form is now reserved in Workflow. On form submission, the following
logic occurs in Pegasys:. the application first checks for hard or non-overridden errors on the form. If there
are hard or non-overridden errors, then the form is returned to the submitter’s Inbox as a Correct Form
task. The user may open the form from the Inbox to correct it. Please refer to Section 2.10.1: How do |
Open a Workflow Task from my Inbox? in this chapter of the Pegasys Purchasing User Guide. After
correcting re resubmitting the form, it is removed from the user’s Inbox.

If there are no hard or non-overridden errors on the form, Pegasys next checks for applicable approval
templates based on the document type and document amount. If the form doesn’t require approvals, then

Pegasys will processit.

If the form does require approvals, Pegasys next determines the order of the approval types, if multiple.
For example, on a purchase request, the Manager approval must be applied first, followed by the Account
Classification approval, and finally the Funds Authorization approval. This approval order is determined
by GSA Policy. Users will not need to add approversto the form in any specific order; Pegasys will
automatically route the forms for approval in the correct order. In combination with the approverslisted
on the form’s Approval Routing tab, the application will then send an Approve Form task to the
appropriate users.

After the first approval is applied, Pegasys will then automatically route the form to the second approver,
and so on and so forth. After the final approval is applied, Pegasys automatically processes the form.
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If the Prohibit Duplicate Approver checkbox is checked on the Document Type table, users who have
already applied approvals on aform (and have the abilty to apply multiple approval levels) will not
receive tasks for later approvals on the same transaction.

For a complete discussion of approving aform from the Inbox, please refer to Chapter 10: Approvals &
Vendors in the Pegasys Purchasing User Guide.

2.10.2 What can | do with a Form reserved in Workflow?

Normal document actions (e.g., Correct, Delete) are restricted on forms reserved in Workflow. If auser
triesto correct or delete aform in workflow, the system displays an error message that theformis
reserved in workflow. The user then has the option to unreserve the form, if he or she has the appropriate
security permission. If the user unreserves the form, then the form is removed from workflow. For
instance, the form will be removed from any user’s Inbox in which it currently resides. This appliesto
both Approve Form and Correct Form tasks. The form is then available for correction or deletion. Please
refer to Section 2.10.3: Approvals Required After Form Correction below for additional information on
how corrections and amendments on form and documents affect approvals.

2.10.3 Approvals Required After Form Correction

When aform is approved, certain key information recorded on the document, such as the vendor
information, full accounting distribution, and dollar amount on each line of the form, cannot be changed
without approval from the appropriate approving officials. When users correct or amend aform or
document to change this information, and approvals have already been applied, Pegasys will
automatically drop all pre-existing approvals. On submission, the form must route through the entire
approval chain again. If the changes do not impact key information recorded on the form, such asthe
information listed above, then the form or document will retain all the previous approvals and return to
the Inbox of the approving official who needs to approve it next. In the case of a document, it will remain
in aprocessed state.

2.10.4 What are Alternate Assignees?

Users can assign tasks to alternates during a period of inactivity. A Pegasys user or an administrator may
specify aternate assignees (user 1Ds) that will receive tasks when the user is unavailable, as described in
Section 2.7.3: How do | assign Alternate Assignees and Groups?. During that period, tasks assigned to
the unavailable user will be sent to the Inbox of that user and the Inboxes of all assignees. Assignees will
not inherit the security of the unavailable user, so in order to complete the task the alternate assignees
must have valid security permission themselves. Upon returning to an available status, incomplete or non-
acquired tasks will be removed from the Inbox of the alternate assignees and future tasks will only be
assigned to the original Pegasys user.

Users have the ability to individually setup their avail ability options on the Availability tab through the
User Preferences, as described in 2.7.4 : How do | indicate that | am unavailable?. The Principa
Availability table tracks users out of office preferences, including alternate assignees.

2.11 How do I Create a Custom Routing List?

Custom Routing Lists are lists of user-defined addressees. Routing Lists allow Pegasys usersto add
multiple approversto aform at once, or allow users to ad-hoc or manually route forms or documentsto
othersfor review. The following steps describe how to create a custom routing list.
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Notes

1. Fromthe Reference menu, select Employee—Routing Lists from
the menu bar.

Search Routing List

Search Criteria

Code:

Mame:

Search

New Delete  Display IlU j" Items Sart...

The Search Routing List page will be displayed.
2. Click the New button.
The Routing List page will be displayed.
On the Routing List tab, enter all appropriate information.

Note: The Code field is required. The routing list’s codes naming
convention is: the user’s correspondence symbol followed by text
that describes the purpose of the routing list, e.g., 4BB-Trng. The
Codefield cannot exceed ten characters.

3. Enter aname that describes the routing list in the Name field.

Note: The Name cannot contain spaces, quotes, apostrophes, or any
other special characters.

4. Click the Security Org reference field hyperlink.

The Search - Security Organization page will be displayed.

— Searcn Criteria
Code: |

MName:

Search Cancel

Display IlEI "'I Items View as CS5V Sort...

| jcode |
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10.

Enter your search criteriain the appropriate fields. Click the Search
button.

Note: If you do not know the full value, enter a partial value and the
* wildcard symbol before or after the value entered.

The search results will be displayed in the bottom portion of the
page.

Highlight the security organization record. Then click the Select
button. Select GSA to make the routing list available to al
employees.

The selected security organization will be populated in the
corresponding reference field.

Click the M ail Stop tab.

The Mail Stop page will be displayed.
Click the Add button.

The Add User page will be displayed.

Enter your search criteriain the appropriate fields. Click the Search
button.

Note: If you do not know the full value, enter a partial value and the
* wildcard symbol before or after the value entered.

The search results will be displayed in the bottom portion of the
page.

Highlight the record for the user to be added to the routing list. Then
click the Select button.

The selected user will be added to the routing list.

Repeat steps 7-8 to add additional usersto the routing list. When al
users have been added to the routing list, click the Save button.

System message will state that the save action was successful.

The top-down order of usersin the routing lists does not affect the
order in which Workflow will route the form for approval.

However, the order of usersin routing lists does affect the order in
which ad-hoc routed forms and documents will be sent to other users
for review. In an ad-hoc route, the first user in the routing list will
receive the routed item first. The second user listed will receive the
routed item second.

Notes
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2.12 How do | Ad-Hoc Route a Form or Document in Pegasys?

The following steps describe how to manually send aform or document in Pegasys.

Note: A Lotus Notes e-mail notification will be sent to the Pegasys user advising them of the existence of
a new workflow task in their Inbox.

Notes

1. Fromthe Form/Document Selection page, search for a previously
saved form or processed document. Highlight the document record
and click the Route button. Skip to Step 4.

2. Onanew form, click the Save button.

Note: Forms must first be saved successfully before users may route
them to other for review.

3. Click the Route button.
The Route page will be displayed.
4. Edit the Subject and Description fields, as hecessary.

Note: Information entered in the Description field will appear in
the Inbox’s Description field.

5. ClicktheMail Stop tab.

= (G0 to step 6 to select recipients one by one
= Go to step 9 to select multiple recipients saved in arouting list
6. To select recipients one by one, click the Add User/Group button.

Note: The User Search page will be displayed

7. Enter your search criteriain the appropriate fields. Click the Search
button.

Note: If you do not know the full value, enter a partial value and the
* wildcard symbol before or after the value entered.

The search results will be displayed in the bottom portion of the
page.

8. Highlight the record for the recipient of the form or document. Then
click the Select button.

Note: The selected user is added to the list on the Mail Stop tab.

9. Toselect multiple recipients saved in arouting list, click the Add
Routing List button.

10. Repeat steps 6-8 to search for and select arouting list to add as mail
stops.

11. Review thelist of recipients. Then click the Previous button.
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Notes

Note: The form or document will be sent to the recipients in the
order listed on the Mail Stopstab.

12. Click the Send button.

A system message will state that the “submit’ action was successful.

2.13 Howdo | Add or View a Memo on my Form or Document?

A memo is amessage that users can add to aform or document to provide additional information or
direction for the originator or recipient. For instance, when applying an approval or disapproval to aform,
approving officials may include their comments. These comments appear on the form or document asa
memo. Memos are accessible by clicking the Memos tab on the form or document. The following steps
describe how to add or view a memo on aform or document.

Notes

1. If adding amemo to a previously saved form or processed

document, first open the form or document in Correct or Amend

mode. Skip to Step 3.
2. Create anew form.
3. Click the M emos tab.

The Memaos tab will be displayed and lists any memos previously

added to the form or document.
4. To add anew memo, click the Add button.

A new memo is added to the form; the Subject and Message Text

fields become editable.

neaser | rises Assets | omce saaresi | nesser accounnng Lies | emised Lnes | Acoreval seang | Hemes | surmany

-_
5. Typeyour memo Subj ect.

Note: The Subject is limited to nineteen characters. The text in the

Subject field is entered in the memo record.
6. Typeyour Message Text.

Note: The Message Text is limited to 255 characters. The text in the

Message Text field is entered in the memo record.
7.  Click the Save button.
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System message will state that the form was saved successfully.

8. To delete amemo, highlight the memo record and click the Remove
button.

The memo record will be crossed out.
9. Click the Save button.

System message will state that the form was saved successfully; the
memo record has been removed.

2.14 What can be printed from the Reports Menu?

The Reports menu provides access to various standard reports, as well as the ability to print certain GSA
forms, such as GSA Form 300 and GSA 49.

To view the reports avail able through Pegasys and to print various GSA forms and documents, select Run
View Reports from the Reports pull-down menu. Use Report Status from the Reports pull-down to
access areport that was previously generated. Forms will be displayed in aweb browser with the option
of printing using Adobe Acrobat. For a complete discussion of available reports and printing procedures,
please refer to Chapter 11: Standard Purchasing Reportsin the Pegasys Finance User’s Guide.

2.14.1 How do | Print and Display Forms using the Reports Menu?

The following steps describe how to print and display purchasing forms using the Reports menuin
Pegasys. Please refer to Chapter 11: Standard Purchasing Report for additional details on printing
forms.

Notes
1. From the Utilities menu, select Reports—Run Reports.
The Run Reports page will be displayed.
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Run Reports

Select Report

-] Banking

-3 Budget Execution
- cost Allocation
-2 credit Card

| Deslktop

-1 External Reporting
-1 General Ledger
-1 General System
-] Flanning

-] Project Cost Accounting
-] Purchasing

2. Click the Expand icon for the Pur chasing folder to view the
available reports.

Highlight the desired form.
4. Click the Select Report button.

The report Parameters and Options page will be displayed.
5. Inthe Parameters section, enter the appropriate information.

The number and type of fields in the Parameters group box may
vary depending upon what form or report is being selected from
the available reports.

Parameter information is case-sensitive.
6. Inthe Options section, select the Saved Output Format.
The user can select HTML and PDF
7. Click the Run button.

System message will state that the report has been submitted
successfully.

8. From the Utilities menu, select Reports — Report Status.
The Report Status Maintenance page will be displayed.

9. Select Purchasing from the Report Subsystem drop-down box.
Inthe Logon 1D field, type your User ID. Enter any additional
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search criteria
10. Click the Sear ch button.

11. Highlight the Genera System report record. Then click the
Details button.

12. Highlight the latest execution record. Ensure the Report Status
is Complete. Then click the Output button.

The report appears onscreen in the specified report output format.
13. To print the form, click on the Print button in Adobe Acrobat.

The form will be sent to the user’s default printer.
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3 Direct Payment Invoice

This chapter is designed to familiarize users with the procedures for entering a direct payment invoice
into Pegasys and its payment generation process. Direct payment invoice can be used to facilitate an oral
procurement purchase, sometimes referred to as a certified invoice. All oral procurements must be
captured in Pegasys to record the Obligation. Oral procurements can be recorded by generating either a
Purchase Order (itemized or non-itemized) or Direct Pay. However, unlike purchase orders, direct
payment invoices allow users to request payment for avendor by completing a single form. The following
topics are covered in this chapter:

= Direct Payment Overview
= Direct Payment Approval Process
= Creating Direct Payment Invoices

= \Vendor Forms

3.1  What are Direct Payment Invoices in Pegasys?

Typicaly, adirect payment purchase is a reimbursement for work-related charges incurred by an
employee or other type of purchase where only the vendor invoice is required for payment generation.
After the direct pay form has been entered, it must be approved. Direct payment invoices follow the one-
way automated match model, which generates a payment authorization when the direct pay document is
approved and processed. GSA will use direct payment invoice forms to make payments to a vendor or
employee based on the information submitted on an invoice. For example, adirect payment invoice could
be used to pay for work-related home tel ephone charges. Additionally, Finance will use direct payment
invoice forms for claims. Both manually entered and interfaced transactions can follow this purchasing
model.

Direct payment forms are ssimply invoice forms. In Pegasys there are severa direct payment invoice
document types. Figure 3-1: Direct Payment I nvoice Document Types displays the Direct Payment
I nvoice Document Types table, which identifies the document type each region should use when
entering a direct payment invoice.

Figure 3-1 Direct Payment Invoice Document Types
Day Step Description
D6 Direct Pay—Region 6 Service personnel using the

Heartland Finance Center

D7 Direct Pay—Region 7 Service personnel using the Greater
Southwest Finance Center

DK Finance Direct Pay—Region 6 Finance personnel using the
Heartland Finance Center

DW Finance Direct Pay—Region 7 Finance personnel using the Greater
Southwest Finance Center

DX Finance Direct Pay Finance personnel that enter direct
payment invoices for external clients

Finance Direct Payment Invoice
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The above direct payment forms record non-itemized transactions. GSA has not identified a need to
record itemized direct payment invoice transactions.

3.2  What are the Direct Pay Approvals?

The dollar amount of the payment and the role of the individual entering the direct payment determine
which approval types are required. The following sections detail the approval process for both Service
personnegl and Finance users.

3.21 What Approvals are needed for Non-Finance Users?

Direct payment invoice forms entered by Service personnel that are less than or equal to $3,000 require
three approvals: Direct Pay Approver, Accounting Classification, and Funds Authorization. In addition to
these approval types, direct payment invoices greater than $3,000 also require approval from a Finance
Direct Pay Approver. Heartland Finance Center users will route direct payment invoices greater than
$3,000 to the 6BC.P Direct Pay Approver mail group for Finance approval, and Greater Southwest
Finance Center users will route direct payment invoices greater than $3,000 to the 7BC.P Direct Pay
Approver mail group for Finance approval. Also, all Service personnel are required to enter avalid
contract number or blanket agreement number on the Header page of Direct Payment Invoice forms that
exceed $3,000.

3.2.2 What Approvals are needed for Finance Users?

Direct payment invoices entered by Finance personnel that are less than or equal to $100,000 require the
approval of a Finance Direct Pay Approver. Direct payment invoices entered that are over $100,000
requires the following approval types Direct Pay Approver, Accounting Classification, Funds
Authorization, and Finance Approver Senior. Once the approval has been applied and the form has been
processed, the automated match process will be initiated. Finance personnel are not required to enter a
contract number or blanket agreement number if the direct payment invoice exceeds $3,000, for example
Tort claims, EEO settlements, etc. However, if the payment exceeds $3,000 and refers to a contact or
BPA, Finance personnel must enter that information when inputting the direct payment invoice.

3.2.3 What are the Approval Types in Pegasys?

Below isalist of al direct payment invoice approval types and a description of each.

= 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 direct payment invoice.

= Funds Authorization—An approval applied by a budget analyst that indicates funding is available
for the accounting strip specified on the direct payment invoice.

= Finance Direct Payment Approver—A Finance user that is certified to authorize payments up to
$100,000 on behalf of the government.

Note: An approver may have the authority to apply one or more approval types.

Direct Payment Invoice Finance
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3.24 How do | Apply an Approval in Pegasys?

The following steps describe how to apply an approval on adirect pay form. When you are approving a
form, you will receive the form in your Inbox.

Notes
1. Review theformto ensureit contains required and correct
information.
2. Ontheform, click the Approval Routing tab.
The Approval Routing page will be displayed.
| Header | Fixed Azsets I Office Addreszes | Header Accounting Lines | Tt
Add User  Add Routing List Display IlEI vI Items
Note: Sincethe form’s creator has not yet added approvers, none
will be listed.
3. Toadd approvers one by one to the form, click the Add button.
The User Search page will be displayed.
— Search Criteria
User ID:
Mame:
Search cancel
Select  Dizplay I 10 "I Items View as C5V  Sort...
Note: to add multiple approvers that are stored in arouting list,
please view step 6.
4. Enter thePrincipal ID or User I D of the form’s approver in the
appropriate search fields, and click the Sear ch button.
Finance Direct Payment Invoice
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The search results listing the form' s approver will appear.

Note: If users do not know the specific Principal I D of the approver,
then they may use the asterisk (“*”) as awildcard in the search.
(Please see screenshot below for an example of using the“*” asa
wildcard.)

5. Highlight the appropriate Principal I D record for the approver of the
form. Then click the Select button.

6. Theselected user will be added to the approverslist on the
Approval Routing tab. Repeat steps 3-5 to add additional approvers
to the form.

Reminder: userswill be required to add all approversto aform, even
if one of the approversisthe form’s creator.

7. Toadd to the form multiple approvers that are stored in arouting
list, click the Add Routing List button.

The Routing List Search page will be displayed.

— Search Criteria

* Code:

Mame:

Search cancel

Select  Dizplay IlIZI vI Ttems View as C5V  Sort...

8.  Enter the Routing List Code or Routing List Namein the
appropriate search fields, and click the Sear ch button.

The search results will appear.

Note: If users do not know the specific Routing List Code or
Routing List Name, then they may use the asterisk (“*”) asa
wildcard in the search. (Please see screenshot below for an example
of using the“*” as awildcard.)

9. Highlight the appropriate Routing List record. Then click the Select

button.
Direct Payment Invoice Finance
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10. Theuserssaved intherouting list will be added to the approverslist
on the Approval Routing tab. Repeat steps 6-8 to add additional
routing liststo the form.

Note: users may add multiple users and/or routing liststo the
Approverslist on aform. Reminder: userswill be required to add dl
approversto aform, even if one of the approversistheform’'s
creator and submitter.

3.25 How do | Disapprove a Direct Payment Invoice?

If you receive aform in your Inbox and decide not to apply an approval, you can return the form to the
originator with an explanation of why the form was not approved. The following steps describe how to
return aform to the originator if you do not wish to apply an approval.

Notes

1. Review theform to ensureit contains required and correct
information.

2. Click the Disapprove button on the form if the form does not
contain required and correct information.

3. Enter areason for the disapproval.

The Approve Formtask is removed fromthe user’ sinbox. The form
isreturned to theinitiator’s Inbox with a Correct Form status.

3.3 How do | Complete a Non-Itemized Direct Payment Invoice?

The following steps describe how to complete a Non-Itemized Direct Payment Invoice form in Pegasys.
Refer to Appendix A: Field Descriptions for a detailed description of all fields on the Direct Payment
Invoice form.
Notes
1.  Select Transactions—Purchasing—New—M atch | nvoice from
the menu bar.
2. Select one of the following document types:

= DK—Finance Direct Pay—Region 6
= DW—Finance Direct Pay—Region 7
= DX—Finance Direct Pay (external clients)
= D6 — Direct Pay — Region 6 Under $3000
= D7 — Direct Pay — Region 7 Under $3000
3. Click the Generate button.
Pegasys automatically generates a unique document number in the

Document Number field. However, if you select DX asthe
document type, you will need to enter the number provided to the

Finance Direct Payment Invoice
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client in the Document Number field.

The Security Org field will default to the user’ s default security
organization once the formis opened. The Finance security
organization should only be selected when sensitive/confidential
information should not be shared outside of Finance.

Enter the ACT number in the Document Titlefield.
| Mew Match Invoice

E 4 ke Finance Direct Pay - Re 47

Document Type: b

Document Number Format: &
(Ducument Mumber Prefix:

Docurment Mumber: DK20110226001 Generate
Security Org: F g
Title:

— Copy Document
* None
i Copy From
" Copy Forward

4, Click the Finish button.

The Header page of the Direct Payment Invoice formwill be

displayed.
Direct Payment Invoice Finance
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‘ Header Irmed Assets | Office Addresses | Header Accounting Lines | Itemized Lines | Approval Routing | Memos | Summary | Disbursing Information
Workflow Status ~ Approval Histery
Expand All | Cellapse All
- General

Document Type: DK Finance Diract Pay - Re Inveice Date: Reset: [

Status: NEW Accounting Period: 7

Document Number: DK20110226001 Reporting Accounting Period: &

Title: Documen it Classification: L4

X [ oice J By na Security Org: GSA

% Additicnal Payee Name:

Invoice #:

Accomplished Date:

Vendor's Invoice Date:
Suppress Printing: r

* Log Date: Fast Pay: r

Invoice Status: 7 Electronic: r

Invoice Status Reason: 7 Period of Performance ——————————
Start Date:
End Date:

Return to Top

5. Enter your name in the Requested By field.

6. Thelnvoice Date, Accounting Period, and Reporting Accounting
Period fields default to the current date and period once the formis
verified or processed.

To enter or change the Invoice Date use the format MM/DD/YY and
MM/YY to change the Accounting or Reporting periods fields.

7. Enter the date on the vendor’ sinvoice in the Vendor’s | nvoice Date
field.

8.  Enter the date the invoice was actually received by the designated
billing officein the Log Date field.

The designated billing office isrequired to date stamp invoices upon
receipt.

9. If applicable, enter a customer account number in the Customer
Account field.

10. Enter the invoice number in the Invoicefield.

= Do not use any punctuation (i.e., hyphens or dashes) or spaces
= Field length cannot exceed 30 characters

= |f you are paying a phone bill and the phone bill does not have an
invoice number, the invoice number should be created using the
following format:

» 10 digit telephone number + 1 digit month code + 1 digit for the
last digit of fiscal year
» For example, Invoice # 4105551212A1 trand ates to:
4105551212 = Telephone #
A = Month of Oct.

1=FY2001

Finance Direct Payment Invoice
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Month Codes:
Oct. A Jan.D Apr.G JulyJ
Nov.B Feb. E May H Aug. K
Dec.C Mar.F Junel Sept. L
11. Scroll down to the Vendor Code field. Click the Codelink to search
for the appropriate vendor code and address code.
The Vendor Code represents the vendor’s TIN and isa required
field.
12. Enter the vendor’s remittance address code in the Remit To
Addressfield.
Click the Remit To Address link to search for and select the vendor.
The Remit To Addressisa required field.
13. If referencing a contract, delivery order, or blanket purchase
agreement specify the information on the direct payment invoicein
the Contracts | nfor mation section.
Finance personnel are not required to enter a valid contract number
or blanket agreement number if the direct payment exceeds $3,000,
unless one applies.
— = Contracts
Contracts Number: Fa
EBlanket &greement Number: Fa
Celivery Order Number: Fa
Contracts Specialist:
Expiration Date:
Type of Action: I
COrder Type: I vI
Priority: I vI
Priority Rating: I "I
Date Signed:
Return to Top
14. Scroll down to enter the Description with any descriptive
information about the direct payment.
Note: Extended description text field allows for a maximum disk
Direct Payment Invoice Finance
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space of 60K (whereasregular description fields hold 255
characters), but printing of the extended description field on forms
or reportswill be determined by the room available on the form or
report.

15. Select the Header Accounting Lines tab and click the Add button.

16. Enter the amount of the direct payment invoice in the Invoiced field
of the Line Amounts section.

If the default transaction typeis set up for the specific document
type,the Transaction Type automatically defaults to the correct
transaction type code once the formis verified or processed

17. Scroll down to the Accounting Dimensions section to enter the
accounting strip details.

= Accounting Dimensions
* Template: & | Default
L — EBFY: * find: Region: Org Code:
BBEY: Fund, P y
Program:  Project Code: Activity: ¥ S b-Obiect Clase: Building #:
L4 & y &
System: Vehicle Tag 2: Work Item: ABC Activity: YBA:
7 7 k4 7
BETC: Cost Crganization: Cohort Year: BRC:
& L &
Return to Top

18. Enter the name of the desired accounting template in the Template
field and click the Default button to default the related accounting
dimensions.

Click the Template link to locate valid accounting templ ates.

19. Complete any other required accounting elements that were not
populated by the accounting template.

20. Scroll down to the Payments section.

21. Enter FST inthe Prompt Pay Typefield if the direct payment
invoice amount is <=$3000, or enter STD if the direct payment
invoice amount is >$3000.

22. Enter the applicable dates in the Acceptance Date and Delivery
Datefields. The Delivery Datefield is required.

Enter the later of the Acceptance or Ddlivery Date.

23. Scroll down to the Description section to enter any required
descriptive information about thisline.

Note: Extended description text field allows for a maximum disk
space of 60K (whereasregular description fields hold 255
characters), but printing of the extended description field on forms

Finance Direct Payment Invoice
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or reportswill be determined by the room available on the form or
report.

24. To add additional lines, click the Header Accounting Lineslink
and click the Add button then repeating Steps 16 - 23.

25. Click the Verify button to ensure that the data on the direct payment
invoiceis entered.

26. Correct any errorsthat are returned.
27. Select the Disbursing Information tab.

The Disbursing Method field will default after the formis verified or
processed.

Do not manually complete thisfield.

| Header | Fixed Assets | Office Addreszes | Header

| Memas | Summap,.rl Disbursing Information I

Worlkflow Status Approval History

Expand &ll | Collapse &ll

- General

Disbursing Method: | |

Dishursing Cffice:

ChEu:I-c.."EFI'

Inter-Agency Transfer
Beturn to Te Mo Checle

28. Click the Approval Routing tab and add the appropriate approvers
individually or viaarouting list.

Approval Routing I Memnsl Summarvl Disbursing Information | Correspondence

Add User Add Routing List Display I 10 vI Ttems WView as CSW

Approver Name Approver Id

- NO ITEMS TO DISPLAY -

29. Click the Verify button. Correct any errorsthat are returned.

30. Click the Submit button to submit the direct pay invoice for
approval.

Refer to Appendix B: Finance Direct Pay Checklist for a copy of
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the Finance Direct Pay checklist.

31. To approvethe direct pay invoice, refer to Section 3.4.2: How do |
Apply an Approval in Pegasys?

3.4  What are Vendor Forms in Pegasys?

Vendors are anintegral part of the Finance process. In Pegasys, the term “vendor” refersto commercial
vendors, government agencies, and all other payees with whom GSA does business. Vendors are
identified by a unique vendor code. The vendor’s Taxpayer Identification Number (TIN) will be used as
the vendor code. All vendors must have avalid vendor code recorded in Pegasys before the vendor can be
used in a spending transaction. A valid vendor code means that the vendor’s Taxpayer Identification
Number exists and is marked as “active’ on the Vendor Maintenance table. The Vendor Maintenance
table stores TINs, vendor addresses, and other information about the vendor, such as business type and
size. Itisalist of al GSA vendors and isavailable for all Pegasys users to view through the Sear ch
functionality.

GSA will use Vendor formsto 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: Appendix A: Field Descriptions for screen prints and detailed field descriptions.

3.4.1 How do | Complete a Vendor Form in Pegasys?

The following steps describe how to complete aVendor Form to add a new record to the Vendor
Maintenance table.

Notes
1. Select Transactions—Refer ence Data —Vendor—New—Vendor Document
from the menu bar.
The New Vendor Document page will be displayed.
Finance Direct Payment Invoice
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New Vendor Document

*DCCUI'I'IEntT:EE: WEMF | Wendor-Finance 7

Security Org! i

Document Mumber: WF201102260000 Generate

Doc Title:

* Wendaor Code: 4

Yendor Name:
Type of Action: ¥ Create New { Correct Existing

Copy: G Mone f" Document f" Wendaor

2. Enter 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 Appendix C: Document Types detailed information on the
Document Types and how to select them.

3. Click the Gener ate button.

Pegasys automatically generates a unique document number in the Document
Number field.

Reminder: The Security Org field must always be GSA otherwise not everyone
can see the vendor.

4. Enterthevendor's TIN (Taxpayer Identification Number) in the Vendor Code
field.

Note: The Taxpayer |dentification Number must be entered with no spaces or
dashes between the numbers, e.g., 123456789.

Note: Pegasys can be configured to automatically create a new vendor code
based on a predefined number format. If thisisthe standard practice, the
Generate button will be enabled.

Select the appropriate Type of Action. The Create New radio button will default.
5. Click the Finish button.
The Vendor Form page opens with the Header page displayed.
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| Header

Workflow Status Approval History

Expand All | Collapse All

Address Lines | Transfer Fund Symbals | Approval Routing | Memos |

Notes

= General

Status: NEW
Document Number:  WF201102260000

Title:

¥ Code: 236541258 | &/ Default

* Approval Status: | ComPlete j'
* \endor/erovider: [Both X

6. The Code field displays the value that was entered on the New Vendor

Document screen.

Document Type: VENF  Vendor-Finance

* Name:

Alias:

Miscellaneous: r

SSN: TIN Type: I B
EIN:

vnd Cat: &
wnd Cls: '
vnd Gro: 14
vnd Typ: &
Active Status: m

Document Date:

Batch Number:

Security Org:

Effective From: To:

Parent Vendor
’7Name:

TIN:

TIN Verification Information
’7Actmr|:

Tax Exempt Code: 1099 Vendor: r
Travel Address Code: 47 W-2 Eligible: r
1099 Address: Contract Vendor: [~
Invoice Key Configuration
Include Invoice Date: Il
Include Contract Number: [~

-

VCSS Registration
’7Transmit to VCSS:

FContact

If a name was entered in the New Vendor Document page it is defaulted into the

Enter the appropriate SSN or EIN in the required SSN or EIN fields. (This

number must be the same asthe TIN or EIN number entered as the Vendor Code
on the New Vendor Document screen). Select the respective TIN Type from the

Name field.
7.

drop-down list (SSN or EIN).
8.

Sear ch button. Select the appropriate category.
0.

Sear ch button. Select the appropriate vendor type.
Note: The Active Statusfield is defaulted to “ Active” .

10 Select an approval status from the Approval Status drop-down box.

Only vendors that are identified as Reviewed are eligible for use in Pegasys

transactions.

11 Select Vendor from the Vendor/Provider drop-down list.

12 Select the reporting attribute from the Report Attribute drop-down list.
13 Note the 1099 field defaults to unchecked.

For the Vnd Cat—Vendor Category field, click the Vnd Cat hyperlink then the

For the Vnd Typ—Vendor Typefield, click the Vnd Typ hyperlink then the

Unless the vendor is a state or federal government entity, check the 1099 check

box.

Finance
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Complete any additional information on the Header tab that is applicable to the
vendor.

Note: Once the vendor has more than two address lines associated with it; do not
change the Header page information.

14 Select the Address Linestab.
The Address Lines page will be displayed.
15 Click the Add/Change button.

16 Enter a unique address code for this address record in the Address Code field
then click the Next button.

Address codes should start at “ 00001 and increase incrementally by one for
each subsequent address entered.

17 Complete the following required fields for the vendor:

= DUNS Number
= DUNS+4
= Name
18 Enter Vnd Cat type (if 1099 box on Header page was checked).
19 Check the Usefor Procurement, and Use for Payment fields where applicable.

If the Usefor Procurement field is checked, then the vendor will be eligible for
use on Pegasys purchasing documents.

20 If Usefor Procurement ischecked, scroll down to the Procurement
I nformation section. Fill in the appropriate information such as Contact
I nformation, Customer Ref Number, and Customer Account.

The Procurement | nformation section.

= Procurement Information

Contact Information Customer Ref Number:

Name: Customer Type:

Title: Customer Account: 7

Phone: Ariba Netwaork 10:

Fax:

Email:

* Frocurement Address Type: | M3lling j'

Commen ts:

Return to Top

21 If Usefor Paymentsis checked, scroll down to the Payment Information
section.

The Payment I nformation section.
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—/= Payment Information
Contact Information Prompt Pay Type: L4
Name: Payment Lag Days:

Title: Default Disbursement Method: | =

Default Disbursing Office: L4

Group Payments: r
Email: Hold Payment: [l

Payment Types
Reason For Hold:

Default Pavment Type: &
Commen its:

22 Enter the Default Payment Type.

Note: Default payment type must agree with the selected Vnd Cat—Vendor
Category code.

23 Click the Payment Types hyperlink.
The Search — Prompt Pay Type page will be displayed.

24 Enter the appropriate search criteriaand click the Sear ch button.
The matching search results will appear.

25 Select the appropriate type of payment (Check or EFT) and click the Select
button.

26 Click the AddressLineslink to add additional addresses.

You can add multiple addresses for this vendor repeating Seps 15-27. Usea
unique code for each address.

27 Click the Verify button.
Any errorswill be displayed. Correct the errors and click the Verify button again.

28 Click the Submit button to process the form and add the vendor to the Vendor
M aintenance table.

Note: If another vendor exists with the same Vendor Code, the system will display
aduplicate error and the vendor will not be submitted.

3.4.2 How do | Add a 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 arequest to Finance to make the changes.

Notes
1. Select Transactions—Vendor—New—Vendor Document to access the New
Vendor Document screen.
The New Vendor Document form screen will be displayed.
Finance Direct Payment Invoice
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New Vendor Document

*DncumentT:Ee: WEMF | Wendor-Finance i

Security Org! 4

Document Mumber: WF201102260000 Generate

Doc Title:

* Wendaor Code: 4

Yendor Name:
Type of Action: ¥ Create New { Correct Existing

Copy: G Mone f" Document f" Wendaor

2. Select VENC—Vendor Contracting Officer (if you are a Contracting Officer) or
VENF—Vendor Finance (if you are a Finance Center employee) from the Doc
Type drop-down list.

Note: Please refer to Appendix C: Document Types detailed information on the
Document Types and how to select them.

3. Click the Gener ate button.

Pegasys automatically generates a unique document number in the Document
Number field.

Reminder: The Security Org field must always be GSA.

4. Enter thevendor'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. 12345678 otherwise the systemwill return an
error.

5. Select Correct Existing radio button in the Type of Action group box.
6. Click the Finish button.
The Header page of the Vendor formwill be displayed.

Direct Payment Invoice Finance
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| Header | Address Lines | Transfer Fund Symbols | Approval Routing | Memos |

Workflow Status Approval History

Expand All | Collapse All

= General

Document Type: VENF  Vendor-Finance Document Date:
Status: NEW Batch Mumber:
Document Number:  WF201102260000 Security Org: GSA
Title: Effective From: To:
¥ Code: 236541258 | &/ Defsult  Generate Parent \Vendor
Name:
* Name: TIN:
Alias:

TIN Verification Information
Miscellaneous: [l ’7Actmr|: l—Ll
SSN: TIN Type: | -

Tax Exempt Code: 1099 Vendor: r
EIN:

Travel Address Code: 4 W-2 Eligible: r
¥nd Cat: 7 1099 Address: Contract Vendor: [~
wnd Cls: &

Invoice Key Configuration
¥nd Gre: 7 Include Tnvoice Date: [
wnd Typ: 14 Include Contract Number: [~
Active Status: Active >

VCSS Registration
* Approval Status: | ComPlete j' Transmit to VCSS: r
* \endor/erovider: [Both X ”Contar:t |

Note: Do not change the information displayed on the Header page unless an
update needs to be made.

7. Select the AddressLinestab.

8. Select the address line to change and click the Address Line hyperlink.
The Address Line page will be displayed.

9. Enter aunique 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.

10 Complete the following required address fields for the vendor.

= Name

= Address
= City

= State

= Zip Code

11 Select the appropriate Line Action from the Line Action drop-down list. The
values are Add, Change, and Delete. The line action indicates whether to add,
delete, or change the line.

12 Enter Vnd Cat type (if 1099 box on Header page was checked).
13 Enter the appropriate vendor type inthe Vnd Typ field.
Click the Vnd Type field to select valid Vnd Type.

Finance Direct Payment Invoice
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14 Check the Usefor Procurement and Use for Payment fields where applicable. If
the Use for Procurement field is checked, then the vendor will be eigible for use
on Pegasys purchasing documents.

15 If Usefor Procurement is checked, go to the Procurement I nfor mation section.
Fill in the appropriate information such as Contact Infor mation, Customer Ref
Number, and Customer Account.

= Procurement Information

Contact Information Customer Ref Number:

MName: Customer Type:

Title: Customer Account: 7
Phone: Ariba Networl I[D:

Fas:

Email:

* Procurement Address Type: IMa\hng j'

Comments:

Return to Top

16 If Usefor Paymentsis checked, go to the Payment I nformation section.

= Payment Information

Contact Information Erompt Pav Tvpe: &

Name: Payment Lag Days:

Title: Default Disbursement Method: =
Phone: Default Disbursing Office: &
Fax: Group Payments: [l

Email: Hold Payment: r

Payment Types

Reason For Hold:
Default Pavment Tvpe: &

Comments:

Return to Top

17 Enter the Default Payment in the Default Payment Type.

Note: Default payment type must agree with the selected Vnd Cat—Vendor
Category code.

18 Click the Group Payment check box. This alows multiple payments being made
to avendor address on the same day to be grouped into one payment.

The payments are listed separately on the schedule to preserve an audit trail, but
only one payment is made to the vendor for the full amount, instead of multiple
payments with different amounts.

Do not select the Prompt Payment check box.

19 Go to on the Banking I nformation group box.

Direct Payment Invoice Finance
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— =/ Bank Information

—Bank Information
Exempt From Storing Banking Information:

Bank ABA/BIC: &
Bank ABA/BIC:

ABA Bank Number:
Name:

SWIFT/BIC:

Account Information

—Intermediary Bank Account Information
Disburse Through Intermediary Bank: [

Payee Name:

Bank ABA/BIC: ¥
Bank ABA/BIC:

ABA Bank Number:
MName:

SWIFT/BIC:

Bank Account Type: I 'I
Payee Account Type:

Bank Account Number/IBAN:

Account Information

Account Type:

Account Name:

I j‘

Lock Box Number: Account Number/IBAN:

EFT Waiver: Il

ACH US Phone Num:

ACH Mon-US Phone Num:

ACH Fax Number:

ACH Email:

CCRC Bank Error: -
CCRC Bank Error Date:

Return to Top

20 Inthe Payment I nformation section, click the Payment Types button and
choose either Check or EFT.

Search for and select the appropriate type of payment.

21 To add multiple addresses for this vendor repeat Steps 6-18. Use a unigue code for
each address.

22 Click the Verify button.

Any error(s) will be displayed. Correct the errors and click the Verify button
again.

23 Click the Submit button to process the form and update the vendor record on the
Vendor Maintenancetable.

3.4.3 How do | Use the Vendor Form to Generate the Vendor Registration Number

for a New Vendor?

It is possible to use the vendor form to generate the Vendor Registration Number for new vendors which
aready existin CCRC. Follow the stepsin the previous two sections to compl ete the basic vendor
information.

Notes

1. Sedlect Transactions—Vendor—New—Vendor Document to access the New
Vendor Document screen.

Finance Direct Payment Invoice
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The New Vendor Document form screen will be displayed.

Mew VYendor Document

*M: WENF | Wendor-Finance &

Security Org: i

Document Number: WF201102260000 Generate

Doc Title:

* Yendor Code: 4

Wendor Name:

Type of Action: % Create New [ Correct Existing

Copy: % None T Document ' Vendor

2. Select VENC—Vendor Contracting Officer (if you are a Contracting Officer) or
VENF—Vendor Finance (if you are a Finance Center employee) from the Doc
Type drop-down list.

Note: Please refer to Appendix C: Document Types detailed information on the
Document Types and how to select them.

3. Click the Gener ate button.

Pegasys automatically generates a unique document number in the Document
Number field.

Reminder: The Security Org field must always be GSA.

4. Enter thevendor's TIN (Taxpayer Identification Number) in the Vendor Code
field.

Note: The Taxpayer |dentification Number must be entered without spaces or
dashes between the numbers, e.g. 12345678 otherwise the systemwill return an
error.

5. Click the Finish button.

Direct Payment Invoice Finance
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— VCS5 Registration
Transmit to VC35: I

— Contact
Contact:

Phone:
Non-US Phone:
Title:

Fax:

Email:

The Header page of the Vendor formwill be displayed.

6. Inthe VCSS Registration box, click the Transmit to VCSS box and complete and
known information in the Contact section.

7. Select the Address Linestab.
8. Select the address line to change and click the Address Line hyperlink.
The Address Line page will be displayed.

9. Enter aunique address code for this address record in the Code field or enter an
existing address code.

Address codes start at “ 00001” and increase incrementally by one for each
subsequent address entered.

10 Select the appropriate Line Action from the Line Action drop-down list. The
values are Add, Change, and Delete. The line action indicates whether to add,
delete, or change theline.

11 Inthe VCSS Registration box, click the Transmit to VCSS box.

T e

Address...

VICSS Registration
Transmit to VC35: I

VYendor Reaqistration Number:

12 Select the Contactstab and click the Add button.

Header | Address Lines | Transfer Fund Symbols | Approval Routing | Memos

| Address Line | Socio-Economic | NAICS Codes I Payment Types | Product Service Codes | SIC Codes | Addresses I Contacts I Withholding Types

Add Display I].D >| items View as CSV  Sort...

13 Select VCSS Registration for the Contact Type. Complete any missing fields.

Finance Direct Payment Invoice
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Contacts
Expand All | Collapse all
- General
EC Netifier: [~ Title:
Contact Type: Fax
Contact: Email:
shone:
Non-US Phone:
14 Click the Verify button.
CCR Reqistration Indicator: IRequired 'l
CCR Reqgistration Status: I vl
Default Type Of Transfer: I vl
Active Status: IAc:tive 'l
* Approval Status: ICDmDIEtE jv
Address...
VICSS Registration
Transmit to VCSS: Ird
‘Vendor Registration Number: GSA002899
15 Returnto the Address Linestab, notice the Vendor Registration Number now
appears.
16 Click the Submit button.
Finance

Direct Payment Invoice

Privileged and Confidential/°Copyright 2011, CGI Federal

3-22

Created: April 15, 2011
Final Version 1.0



=CGI

Federal Pegasys 6.5 User Guide for
Creating Solutions for Government Innovation | ISO 9001:2000 Certified General Services Administration
4 Invoice Documents

This chapter is designed to familiarize users with the various matching models for invoices and how to
enter invoices in Pegasys. The Purchasing subsystem records an invoice received from a vendor for the
purchase of goods, training, or services. Match Invoice forms (both Non-Itemized and Itemized) must
reference the applicable order document to record the invoice. The following topics are covered in this
chapter.

= Automated Match Overview
= Match Invoices with Header Accounting Lines
= Match Invoices with Itemized Lines

= Payment of 1X Non-Automated Match Invoices

4.1 What is Automated Match?

When new or modified purchase orders, receipts, or invoices are processed, Pegasys will initiate the
automated match process.

The automated match process examines each document and matches it to related documents. If, however,

Pegasys cannot find a match after a designated period, an e-mail message will be generated requesting the
receipt or invoice, as appropriate, for those transactions that are in suspense status. Notification messages

are sent to GSA personnel to request arecelpt based on criteria such as:

= Ordering office
= Requisitioner
= Delivery office
Once the match is complete for a purchasing chain, system options determine what happens next.
= |f the amount is below $3,000, a payment may be created automatically.

= Otherwise, the match must be reviewed and approved by Finance personnel before the payment is
created.

If the payment being made is different than the invoice amount, the user may assign an adjustment code
describing the reason for the difference. These codes can be entered on the Completed Match Review
Query, payment authorization document, or the invoice. Pegasys will generate an administrative
difference statement based on the adjustment code for the payment. If known, the administrative
difference code should be entered at the time the invoice is created.

4.1.1 What are the Pegasys Matching Models?

Pegasys supports the following matching models:
= One-way match (e.g., direct pay invoice)
= Two-way match—Order/Invoice (e.g., prepaid training and most government payments)
= Three-way/Four-way match—Order/Receipt/Invoice (e.g., standard training and purchasing)

Finance Invoice Documents
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Note: Non-Automated Match documents are used to manually match an invoice to an order that should
not be used for the disbursement of payment, such as Intra-agency orders.

Figure 4-1: GSA Matching Models provides the document types that will be used for the different types
of matching models.

Figure 4-1 GSA Matching Models
Model Order Document Type Receipt Invoice Payment
Document Document Authorization
Type Type Document
Type
Standard Purchasing *p RK, RW M6, M7 P6, P7
Chain—with Header
Accounting Lines
Standard Purchasing *O IC, IF 16, 17 I, U
Chain—uwith Itemized
Lines
Standard Training Model | *W RK, RW M6, M7 P6, P7
Prepaid Training Model *Y - MK, MW P6, P7
Inter-Agency Purchasing | *X - MK, MW P6, P7
Model— with Header
Accounting Lines
Inter-Agency Purchasing | *Z - IK, IW I, U
Model— with Itemized
Lines
Intra-Agency Purchasing | IX (Non-Automated match - - 4], PA
Model— with Header model)
Accounting Lines
Intra-Agency Purchasing | IT (Non-Automated match - - I, U
model— with Itemized model)
Lines
Direct Pay Model D6 (Direct Pay—Region 6) - - I, U

D7 (Direct Pay—Region 7)

DK (Finance Direct Pay—
Region 6)

DW (Finance Direct Pay—
Region 7)

DX (Finance Direct Pay—
External Clients Region 6)

= Doc type starting with * = Service Indicator
= Doc types ending K, C, or 6 = Kansas City Finance Center
= Doc types ending in W, F, or 7 = Fort Worth FinanceCenter

4.1.2 What is the Matching Criteria?

The matching process examines each line of the invoice. For an invoice with Header Accounting Lines
the process examines each accounting line. For an invoice with Itemized Lines the process examines each
itemline.

Invoice Documents Finance
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= For matching purposes of chainswith Itemized Lines, Pegasys compares the itemized line quantity in
itemized chains.

» For example, an invoice-itemized line that references itemized line 1 of an order will only be
compared to receipts that reference itemized line 1 of the order.

Pegasys will not examine the accounting lines within an itemized line.

= For chains with Header Accounting Lines, a match occurs when there is an exact match between a
receipt and an invoice; otherwise, the match is based on the document level match. For example, in
the following figure, the automated match is completed because the total document amount of the
invoice matches the document amount of the receipt, and these amounts do not exceed that of the
purchase order. Notice however that the dollar amounts for the accounting lines on the receipt and
match invoice vary.

Figure 4-2 Header Accounting Line Match Example
MI
/v 1$5
2 $15 \
3 $30
PO Marked to Allow Doc Level Match | PA

1 $15

2 $10
3 $25

~

RC
1 $15
2 $10

3 $25
Marked to Allow Doc Level Match

Pegasys also uses the following criteriato match invoices to receipts:

= Aninvoice number can be entered on the receipt if it is known.

1 $15
2 $10
3 $25

e

= If an invoice number does not match the invoice number on a recei pt then Pegasys uses the period of
performance for matching purposes.

= A service period or period of performance can be entered on both the invoice and receipt of recurring
orders.

Note: Invoices and receipts can be manually matched.

Invoice Documents
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4.1.3 What is the Final Flag Match Functionality?

The matching functionality enables a user to fully close Automated Match one-way document chains,
two-way order/invoice document chains, and three-way document chains by providing final flag
functionality.

Toinitiate the final flag functionaity, the Final Flag check box is on the Accounting Lines of an itemized
match invoice (11). On process of the invoice, the system creates a completed match record, and it deletes
the order checked from the Automated Match Status query. (It should be noted, however, that the order
record will be maintained on the Status query for cases in which the invoice Final Flag does not
reference al of the order’ s accounting lines.)

When the completed match record isin a Status of "Approved" for Payment, the system creates a
payment authorization (IP). As the system attempts to process the |P document, it will copy forward the |
fina flag onto the IP Accounting Line(s). If the system successfully processed the IP, it uses existing
payment final logic to close the referenced order ling(s) for the full amount. The system also returns the
un-invoiced money back to the referenced request or to the budget. If the system cannot processthe IP,
the system will not perform any of the updates listed above, but it will change the invoice’ s completed
match record to a Status of "Payment Rejected.”

Similarly, for three-way chains, the user checks the Final Flag box on the Accounting Linesof an|l. On
process of the invoice, the system will attempt to match the invoice to areceipt(s), and if it is successful,
it will delete the appropriate receipt record(s) from the Automated Match Status query. (It should be
noted, however, that the receipt record(s) will be maintained on the Status query for casesin which the
invoicefinal flagis not linked to all of the receipt’ s accounting lines.

When the system makes a completed match record for the invoice and its Status is " Approved” for
Payment, the system creates a payment authorization (IP). Asthe system attempts to process the IP
document, it will copy forward the Il final flag onto the IP accounting lineg(s). If the system successfully
processed the IP, it uses existing payment final logic to close the referenced receipt ling(s) for the full
amount. If the system cannot process the IP, the system will not perform any updates, but it will change
the invoice's completed match record to a Status of " Payment Rejected.”

Invoice Documents Finance
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4.1.4 What is the Matching Process?

Figure 4-3 Matching Process

Order, Receipt,
and Invoice

Documents

Aging Notification
Process

Automated Match
Process

‘ E-Mail

Completed Matches

Messages

Optional
Manual
Review and
Adj

'

Payment Generation
Process

A

Payment
Authorization

Printed
Reports

Administrative
Difference Process

A

4.2  What are the Match Invoice Documents with Header Accounting Lines?

In Pegasys, the record of avendor’s non-itemized invoice is entered on the Match Invoice form. The
Finance Technician enters the Match Invoice to record the vendor’ s invoice for goods, training, or
services provided. Whenever aMatch Invoice is created, the appropriate document type must be sel ected.
The different types of Match Invoice documents are listed in Figure 4-4: Match I nvoice with Header
Accounting Lines Document Types.

Figure 4-4 Match Invoice with Header Accounting Lines Document Types
Doc Type @ Doc Category | Region Description
M6 Mi 6 Match Invoice with Header Accounting Lines—3-Way Region 6 only
M7 Mi 7 Match Invoice with Header Accounting Lines —3-Way Region 7 only
Finance Invoice Documents
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Doc Type @ Doc Category | Region Description
MK Mi 6 Match Invoice with Header Accounting Lines —2-Way Region 6 only
MW MI 7 Match Invoice with Header Accounting Lines —2-Way Region 7 only
4.2.1 How do | Create a Match Invoice Document with Header Accounting Lines?

Non-Itemized invoices must reference the appropriate non-itemized order. The Copy Forward feature is
used to reference the order. The following steps describe how to create a non-itemized match invoice
document.

Notes

1. Select Transactions—Purchasing—New—Match I nvoice from
the menu bar.

The New Match I nvoice page will be displayed.

| Mew Match Invoice

* Sociment T pe; MW | Match Invoice 2-Way R &

Document Number Format: +
(Dacument Mumber Prefix:

Document Number: MW20110226000 Generate

Security Org: &
Title:

Copy Document
% None

o Copy From
. Copy Forward

2. Enter the proper match invoice type in the Document Type box:

= MK—Match Invoice 2-way R6

= MW—Match Invoice 2-way R7

= M6—Match Invoice 3-way R6

= M7—Match Invoice 3-way R7

Care should be taken when sel ecting a match invoice document
type.

3. A unique document number will be generated in the Document
Number field after clicking the Gener ate button.

4. Do not enter any text in the Document Title field.

The Security Org field will default to GSA once the formis opened.
The Finance security organization should only be selected when

Invoice Documents Finance
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sensitive/confidential information should not be shared outside of
Finance.

The recommended method for creating an invoiceis by using the
Copy Forward option.

5.  Select the Copy Forward option.
6. Click the Next button.
| Copy Forward |
—Search Criteria
Document Tvpe: 4 From Accounting Period:
Document Number: To Accounting Period:
Document Status: LI From Date:
User ID: To Date:
Title: Vendor:
Search
—Copy Lings
@ Caopy all lines © Choose which lines to copy
[ * Additional Criteria
C* Accounting
Display IlU j' Itermns Sort...
| |pocumentcategory  |DocumentType  [Docur
7. Enter the document type of the purchase order theinvoiceis
referencing in the Document Typefield.
8.  Enter the document number of the purchase order the invoice is
referencing in the Document Number field.
Note: To copy forward specific lines from the referenced
document, select the Choose which linesto copy radio button.
9. Click the Search button.
10. Select the appropriate document from the generated list.
11. If selecting specific lines click the Next button. If selecting all
lines, click the Finish button and go to step 12.
The Choose Accounting Lines page will be displayed.
Select the appropriate lines and click the Next button.
The Choose Itemized Lines page will be displayed.
Finance Invoice Documents
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12.

13.
14.

15.

16.

17.

Select the appropriate lines and click the Finish button.
The Header page of the Match Invoice formwill be displayed.

| Header | Fixed Assets | Office Adaresses | Header Accounting Lines | ttemized Lines | Approval Routing | Memos | Summary | Disbursing nformation
Workflow Status  Approval History

Expand All | Collapse All

= General

Documen it Type: MW Match Invoice 2-Way R Invoice Date: Reset: [

Status: NEW
Document Number: MW20110226000 Reporting Accounting Period: &
Title: | Documen t Classification: P

* Security Org: GSA

Invoiced By: na

Additional Payes Name:

Vendor's Invoice Date:

* Log Date:

Invoice Status: &

o000

Start Date:

End Date:

Invoice Status Reasan: & ’r erio

Return to Top

Snce the Copy Forward option was used, all information on the
order is copied to the invoice.

Enter the | nvoice # on the match invoice.

The Invoice Date, Accounting Period, and Reporting
Accounting Period fields default to the current date and period
once the formis verified or processed.

To enter or change the I nvoice Date use the format MM/DD/YY
and MM/YY to change the Accounting or Reporting periods fields.
The I nvoice Date should reflect the date the invoice is processed.

Enter the date on the vendor’ sinvoice in the Vendor’s | nvoice
Datefidld.

Enter the date the invoice was actually received by the designated
billing officein the Log Date field.

The designated billing office must date-stamp invoices upon
receipt. Otherwise, the log date will equal the Vendor’s Invoice
Date.

Enter the Period of Performance Start and End Date.

The start date should be the date that the ordered services were
initiated and the end date is the date on which the services
concluded. The Period of Performance dates entered on the Header
page are also displayed on each accounting line on the Accounting
Lines page.

The Period of Performance dates are typically used for recurring
orders.

Notes
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18. Thevendor’s Remit To Address code should copy forward from

19.

the order.

If the Remit To Addressis missing, instruct the Contracting Officer
to amend the order.

The vendor code on the invoice must match the vendor code on the
order it references. The system allows the address code to vary
from order. However, current Finance policy isthey should be the
same.

Click the More button to display the Vendor I nformation page,
which lists the address information for each vendor.

Enter the Designated Agent on the match invoice.

The Designated Agent field should only be used for Assignments.
In Pegasys, in addition to the primary payee, the user may
optionally enter a designated agent. The designated agent code
identifies a third party who will receive the check or EFT payment
on behalf of the primary payee.

Clickin the Designated Agent Code hyperlink to obtain a list of
valid codes. Designated Agent Name and Address are
automatically filled once Designated Agent Code has been entered.

Click the More button to display the Vendor I nformation window,
which lists the address information for each designated agent.

ok

Expand &ll | Collapse &l

— = Vendor Address

Code: 034783068 00001

Standardized Format: fes ¥

Address Active Status: | Active

Vendor Address Type: Iz\e-“ ttance Address =l
Address Name: HUNG QUANG NGO
Address Line 1: DEFARTMENT OF COMPUTER SCIENCE AND ENGIMEERING

STATE UNIVERSITY OF NEW YORK AT BUFFALC

201 BELL HALL

City: EBUFFALC

State: MY

Postal Code: 14260-2000
20. Enter aCustomer Account Number if one exists for the vendor.
21. All match invoices must record the invoice number of the received

invoice.

22. Go to the Contract Information section to enter any specific
Finance Invoice Documents
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contract information.

See Appendix A: Field Descriptions for a description of the fields
on the Contract | nformation group box.

23. Go to the Discount Terms section to enter any tender or discount
information.

See Appendix A: Field Descriptions for a description of the fields
on the Discount Terms group box.

While discounts will copy forward, care should be taken to validate
the actual terms on the invoice if thisinformation is missing on the
invoi ce submitted by the vendor.

24. |If applicable, go to the Payment Adjustment section to enter an
adjustment reason code.

Adjustment reason codes identify why the full amount on the
vendor’ s invoice was not paid and will create an administrative
difference statement. See Section 4.5.1: How do | Enter a Payment
Adjustment? for detail procedures on how to enter a payment
adjustment.

25. Inthe Description field enter adescription, if necessary.

Note: If necessary, use the Extended Description text field to
enter additional description details. The Extended Description text
field will hold an additional 60 KB.

— = Description

Description:

Extended Description:

Return to Top

26. Select the Header Accounting Lines tab.
The Header Accounting Lines page will be displayed.

27. Select the appropriate line display the accounting details that were
copied forward from the order.

Notes

Invoice Documents
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28.

29.

30.

31.

32.

33.

| Header | Fixed Assets | office Addresses | Header Accounting Lines l Itemized Lines | Approval Routing | Memos | Summary | Bisbursing Information

Header Accounting Line | Contracts Pav | Receipts

Add | Copy  CopyForward Remove Reset Replace Display [10 7] tems Viewas CSV  Sort..

- - - - [veh|
Line|Line [Transaction Proj |SublBldg|
I et o e 0 ) e
11-G-00-
] 262X-

B ' 1 Normal $100.00 CSD1- 2011 262X 00 S00W4200 CSD1 OCIO CSOEQ KSO
= S00W4200-
10

Click the Header Accounting Line hyperlink to view the detail s of
the selected line.

Enter the Period of Performance Start and End Date.

The start date should be the date that the ordered services were
initiated and the end date is the date on which the services
concluded. The Period of Performance dates entered on the Header
page are also displayed on each accounting line on the Accounting
Lines page.

If the invoiceisless than the ordered amount, change the Amount
field on the Header Accounting Line page.

Click the Final Flag check box.

Caution: Using the Final Flag check box on thisinvoice will fully
liquidate the referenced line on the purchase order and fully close
that portion of the order. No further receipts or estimated accruals
will be permitted against the closed order line unless an
amendment action to the order is processed in Pegasysto increase
the obligation on that line. The amendment action will require the
same approvals as the original order. Paymentsto vendors could
be delayed if an order lineis closed unintentionally and a receipt is
needed to process a legitimate invoice on hand in Finance.

Go to the Agreement section and enter any related agreement
information.

Thisinformation will be copied forward if entered on the purchase
order.

Go to the Contract Line section to enter a Contract and Sub-
Contract Line ltem Number, if applicable.

These numbers must be valid in the Contract Maintenance table.

Go to the Payments section and enter any payment-related
information, if necessary.

If a Prompt Payment was entered on the obligation it will copy
forward to the invoice. For payments less than or equal to $2,500
enter FST as the Prompt Pay type. For payments greater than
$2,500 enter STD.

Finance Invoice Documents
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35. Goto the Description or Extended Description field to enter
descriptive information about the current accounting line.
Thisinformation will be copied forward if entered on the purchase
order.
36. Click theHeader Accounting Lines hyperlink. Repeat Steps 27—
35 for each line on the Header Accounting Lines page.
37. Click the Disbursing Information tab.
The Disbursing I nformation page will be displayed.
|A|J|:rrova| Routing | Memosl Surnmarvl Disbursing Information I Correspondence |
Workflow Status Approval History
Expand &ll | Collapse All
— = General
Disbursing Method: | LI
* Disbursing Office: 4
Beturn to Top
— = Inter-Agency Transfer Information
Type: I vI Pavees's ALC: 7
%—:ﬁgencg Sub-level & Pér‘tition: &
Inter-Agency Symbol: & EJ::;;??FHEM
Beturn to Top
— = No Check Information
Disbursed By: Check/Disb #:
Date:
Eeturn to Top
The Disbursing Method and Disbursing fields will default once the
formisverified or processed.
If disbursing method is IPAC then the Inter-Agency Transfer
Infor mation section fields must be compl eted.
38. Click the Verify button to ensure that the data on the match invoice
was entered correctly.
Any validation error against the match invoice will be displayed.
All errors must be corrected in order to process the match invoice.
39. Click the Submit button.
System message indicates the form was submitted for processing
successfully.
Finance

Invoice Documents
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4.3 What are the Match Invoice Documents with Itemized Lines?

In Pegasys, the record of avendor’sinvoice is entered on the Match Invoice with Itemized Linesform. A
Finance Technician enters the Match Invoice to record the vendor’ s invoice for goods, training, or
services provided. Whenever aMatch Invoice with Itemized Linesis created, the appropriate document
type must be selected. The different types of Itemized Match Invoice documents are listed in Figure 4-5:
Match I nvoice with Itemized Lines Document Types.

Figure 4-5 Match Invoice with Itemized Lines Document Types
Doc Type Doc Category Region Description
16 Il 6 Match Invoice with ltemized Lines—3-Way Region 6 only
17 Il 7 Match Invoice with ltemized Lines —3-Way Region 7 only
IK Il 6 Match Invoice with ltemized Lines —2-Way Region 6 only
w Il 7 Match Invoice with ltemized Lines —2-Way Region 7 only
43.1 How do I Create a Match Invoice Document with Itemized Lines?

Invoices with itemized lines must reference the appropriate order with itemized lines. The Copy Forward
feature is used to reference the order. The following steps describe how to create a match invoice with
itemized lines document.

Notes
1. Select Transaction—Pur chasing—New—M atch I nvoice from
the menu bar.

The New Match I nvoice page will be displayed.

| Mew Match Invoice

X Document Type: IK Iternized Match Invoice <%

Document Number Format: 4
’7Dcu:urnent Number Prefix:

Document Number: 1K20110227000 Generate

Security Org: &
Title:

Copy Document
" None
. Copy From

Copy Forward

2. Enter the proper Match Invoice type in the Document Type box:
= |K—Match Invoice 2-way R6

Finance Invoice Documents
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10.

11.

= |W—Match Invoice 2-way R7

= |6—Match Invoice 3-way R6

= | 7—Match Invoice 3-way R7

Care should be taken when sel ecting a match invoice document
type.

A unique document number will be generated in the Document
Number field after clicking the Gener ate button.

Do not enter any text in the Document Title field or it will overwrite
the document title in the document to be copied forward.

The Security Org field will default to GSA once the formis opened.
The Finance security organization should only be selected when
sensitive/confidential information should not be shared outside of
Finance.

The recommended method for creating an invoice is by using the
Copy Forward option.

Select the Copy Forward option.
Click the Next button.

Enter the document type of the purchase order the invoiceis
referencing in the Document Typefield.

Enter the document number of the purchase order theinvoiceis
referencing in the Document Number field.

Note: To copy forward specific lines from the referenced
document, click the Choose which linesto copy radio button.

Click the Search button.
Select the appropriate document from the generated list.

If selecting specific lines click the Next button. If selecting all
lines, click the Finish button and go to step 11.

The Choose Accounting Lines page will be displayed.

Select the appropriate lines and click the Next button.

The Choose Itemized Lines page will display.

Select the appropriate lines and click the Finish button.

The Header page of the Match Invoice form will be displayed.

Notes

Invoice Documents
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‘ Header lFi)cEd Assets | Office Addresses | Header Accounting Lines | Itemized Lines | Approval Routing | Memos | Summary | Disbursing Information
Workflow Status Approval History.

Expand All | Collapse All

— = General

Document Type: 1K Itemized Match Invoice Invoice Date: Reset: [T
Status: NEW i

Document t Number: 1K20110226000

Title: Document Classification: 7
na Security Org: GSA

% Additional Payee Name:

Vendor's Invoice Date:

* Log Date:

Invoice Status: &

a0

Start Date:

Invoice Status Reason: 7 Period of Performance
lrm

Return to Top

Snce the Copy Forward option was used, all information on the
order is copied to the invoice.

12. Enter the I nvoice # on the match invoice.

All match invoices must record the invoice number of the received
invoice. Thisisarequired field, soif thisis not entered a hard
error would be thrown and the invoice could not be successfully
processed (and therefore not paid).

13. Thelnvoice Date, Accounting Period, and Reporting
Accounting Period fields default to the current date and period
once the formis verified or processed.

To enter or change the Invoice Date use the format MM/DD/YY
and MM/YY to change the Accounting or Reporting periods fields.
The Invoice Date should reflect the date the invoice is processed.

14. Enter the date on the vendor’ sinvoice in the Vendor’s I nvoice
Datefidld.

15. Enter the date the invoice was actually received by the designated
billing officein the Log Date field.

The designated billing office is required to date stamp invoices
upon receipt. Otherwise, the log date will equal the Vendor’s
Invoice date.

16. Enter the Period of Performance Start and End Date.

The start date should be the date that the ordered services were
initiated and the end date is the date on which the services
concluded. The Period of Performance dates entered on the Header
page are also displayed on each accounting line on the Accounting
Lines page.

The Period of Performance dates are typically used for recurring

Finance Invoice Documents
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17.

18.

19.

20.

21.

22

orders.

The vendor’s Remit To Address code should copy forward from
the order.

If the Remit To Address code is missing, instruct the Contracting
Officer to amend the order.

The vendor code on invoice must match the vendor code on the
order that it references. The system allows the address code to vary
from order. However, current Finance policy isthey should be the
same.

Click the More button to display the Vendor I nformation window,
which lists the address information for each vendor.

If applicable, enter the Designated Agent on the match invoice.

The Designated Agent field should only be used for Assignments.
Designated Agent Name and Address are automatically filled once
Designated Agent Code has been entered.

Click the More button to display the Vendor Information window,
which lists the address information for each designated agent.

Go to the Contract I nformation section to enter any specific
contract information.

See Appendix A: Field Descriptions for a description of the fields
on the Contract Information dialog box.

Go to the Discount Terms section to enter any tender or discount
information.

See Appendix A: Field Descriptions for a description of the fields
on the Discount Terms box.

While discounts will copy forward, care should be taken to validate
the actual terms on the invoice. If thisinformation is missing on the
invoice submitted by the vendor and terms have been copied
forward fromthe order, leave the terms as they were copied
forward.

If applicable, go to the Payment Adjustment section to enter an
adjustment reason code.

Adjustment reason codes identify why the full amount on the
vendor’ s invoice was not paid and will create an administrative
difference statement. See Section 4.5.1: How do | Enter a Payment
Adjustment? for detail procedures on how to enter a payment
adjustment.

In the Description field enter a description, if necessary.

Notes

Invoice Documents
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The Description field will be displayed. Click the OK button when
complete.

Note: If necessary, use the Extended Description text field to enter
additional description details. The Extended Description text field
will hold an additiona 60 KB.

23. Select the Itemized Linestab.
The Itemized Lines page will be displayed.

24. Select the appropriate lineto display the accounting details that
were copied forward from the order.

IS
Header | Fixed Assetsl Office Addressesl Header Accounting Linesl Itemized Lines | Approval Routing | Memusl Summary

Itemized Line | Accounting Lines | Office Addresses | Fixed Assets | Receipts

Add Copy Copy Forward Remove Reset Replace  Display IID x| Ttems View as C5W Sort...

Line| Unit Price] Invoiced Line|Commodity Commodity
-m Increment Amount ot

1 0.000000 $0.0000  $0.00 $0.00

25. Click the Accounting Lines hyperlink to view accounting strip
details.

The Accounting Lines page will be displayed.

e
Haadarl Fixed Assatsl Office Addressesl Header Accounting Lines | Itemized Lines | Approval Routing | Memos I Summary | D

Header Accounting Line | Contracts Pav | Receints

Add  Copy CopyForward Remove Reset Replace Display |10 ] items  Viewas €SV Sort..

Line|Line Transaction

1 Mormal $70.00 01 818 ZZDO 2010 2011 818 11 TZZ91110 ZZ00 ZZ000 HO8
TZZ91110

26. Select the appropriate line and click the Accounting Line link.
The Accounting Line page will display.

Finance Invoice Documents
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27.

28.

29.

30.
31.

Notes

Header Accounting Line Caontracts Pay | Receipts

Expand 2l | Collapse All

= General
Line Number: 1 Source Number:

Transaction Type: 01 &

Line Type: Mormal hd

Period of Performance
(Start Date: End Date:

Related Cost Type: M/A hd

Return to Top

/= Prepayment/Holdback/Suspension Reference

Type:  Number: Item: Accounting: | yigy
&

7

Return to Top

Click the Final Flag check box.

Caution: Using the Final Flag check box on thisinvoice will fully
liquidate the referenced line on the purchase order and fully close
that portion of the order. No further receipts or estimated accruals
will be permitted against the closed order line unless an
amendment action to the order is processed in Pegasysto increase
the obligation on that line. The amendment action will require the
same approvals as the original order. Paymentsto vendors could
be delayed if an order lineis closed unintentionally and a receipt is
needed to process a legitimate invoice on hand in Finance.

Use the Agreement section to enter any related agreement
information.

Thisinformation will be copied forward if entered on the purchase
order.

Use the Description field to enter descriptive information about the
current accounting line.

Thisinformation will be copied forward if entered on the purchase
order.

Repeat Steps 26-30 for each line on the Accounting Lines page.
Click the Disbursing I nformation tab.
The Disbursing Information page will be displayed.

Invoice Documents Finance
Privileged and Confidential/©Copyright 2011, CGI Federal Created April 15, 2011
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[ Header | Fixed Assets | Office Addresses Header Accounting Lines | Itemize d Lines | Approval Routing | Memas | Summaryl Disbursing Information

[ Correspondence |
Workflow Status  Approval History

Expand All | Collapse All

= General
Disbursing Method: [SHIEYERN -
Disbursing Office: ~ AU7 &

Return to Top

[~ Check/EFT Information
Group Payments: ¥ Disbursing Model: |Treasury Disbursing =

Return to Top

(= Treasury/FRB Disbursing Information

Payment Category: VENDOR
Line Code: vendor -

Check Type: [ =

Schedule
Payment Twpe: CHECK & Manual: 7
Fiscal Year:

Category: Treasury Disbursed Check
Type: Corporate »

Number:

Sequence Number:

Disbursing Method and Disbursing fields will default once the
formisverified or processed.

If disbursing method is OPAC then the Inter-Agency Transfer
I nformation section fields must be completed.

32. Click the Verify button to ensure that the data on the match invoice
was entered correctly.

Any validation error against the match invoice will be displayed.
All errors must be corrected in order to process the match invoice.

33. Click the Submit button.

System message indicates the form was submitted for processing
successfully.

4.4  When should Partial Payment Invoices be used?

Partial Payment invoices should only be used when the intent is to pay a vendor an amount less than the
invoiced amount (e.g., PBS construction contracts). Partial Payment invoices will create a payment for
each line of the invoice when it is matched. Typically, no payment will be made for aninvoice until all
lines are fully matched. Finance users must select a document type of MM (Mat Inv 3-Way R6 Partial) or
MJ (Mat Inv 3-Way R7 Partia) to create a Partial Payment invoice. Once the appropriate document type
is selected, users should follow the same procedures for creating M6 and M7 invoices. Refer to Section
4.2.1: Howdo | Create a Match Invoice Document with Header Accounting Lines? for step-by-step
procedures.

45 When do | use the Payment Adjustment Button?

The Payment Adjustment section islocated on the Header page of an invoice. When used, these fields
allow usersto enter a payment adjustment code and an explanation of the adjustment. Payment

Finance Invoice Documents
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adjustments can be entered on the Completed M atch Query window, the payment authorization
document, or theinvoice. However, it is recommended that users enter payment adjustments on the
invoiceif thisinformation is known at the time theinvoice is created. Payment adjustment codes entered
on theinvoice are copied forward to the payment and used to create an administrative difference
Statement.

This section focuses on entering payment adj ustments on an invoice and procedures for generating an
administrative difference statement.

45.1 How do | Enter a Payment Adjustment?

The following steps describe how to enter a payment adjustment on an invoice.

1. Accessthe Header page of the desired invoice document. o
2. Go to the Payment Adjustment section.
— = Payment Adjustment Details
Pavment Adjustment Code: #
[—
Additional Infermation:
=
Return to Top
3. Enter the applicable code in the Adjustment Code field.
The following are the Payment Adjustments set up in Pegasys:
e FOB Dest - No trans charges alowed
e Re-marking charge
e Insurance charge not allowed per PO
e TaxesNot
e Transp Charges
o Accessorial Charge Not Allowed
e Inside Delivery Not
e Service Charges Not
o Cost of Tegting Materials
e [IRSClaim Offset
e Labor Claim Offset
e Court Claim Offset
e Claim Offset
Priviegen and Confidentil/*Copyright 2011, CG Federal Created Apri 15, 2011
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e Invoice Exceeds PO

e Quantity Billed Difference

e Unit Cost Difference

e  Quantity and Unit Cost Difference
e Re-invoice With Paid Freight Bill
o Offset for Marking Charge

e Msde Charges Previoudy Paid

e Invoicels Added Incorrectly

e Charges Not Authorized

o Detailed explanation follows...

e Current Billing Period

4. Enter detail information about the adjustment in the Additional
Information free-text field.

5. Complete the form as you would any other invoice.

6. Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

7. Click the Submit button.

System message indicates the form was submitted for processing
successfully.

4.6 When do | Return an Invoice to a Vendor?

An invoice must be reviewed as soon as possible after receipt to determineif it isproper. If aninvoiceis
not proper, indication must be made as to why it isimproper, and it must be returned to the vendor as
soon as possible, not to exceed seven days after receipt.

Note: The date of return is the date the properly annotated defective invoice has been mailed or
electronically transmitted to the vendor.

4.6.1 What are the Procedures for Returning an Invoice?

The following procedures describe how to indicate that an invoice has been returned to a vendor.

Notes
1. Accessthe Header page of the desired invoice document.
Finance Invoice Documents
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2. Complete the Header page as you would any other invoice.

3. Inthe General section, enter areason code for returning the
invoice in the I nvoice Statusfield.

o Thefollowing arethe valid Invoice Status Codesin

Pegasys:
e Inv/Imp Inv - Missing ACT No/PO Number
e Inv/Imp Inv — Duplicate
e Inv/Imp Inv - Billed to Wrong Agency
e Inv/Imp Inv —Illegible
e Inv/Imp Inv - Billed to Wrong Designated Billing Office
o  GoodyServices Have Not Been Received/Accepted
e Goods Returned to Vendor
e Prepayment is Unauthorized
e Defective Goods
e Purchase Order Has Been Paid In Full
e Service Period Billed is Outside Terms of Contract
e |temsBilled Are not Authorized On Purchase Order
o Partial Payment is Not Authorized
e Accepted VSS Invoices
e Rgect VSSInvoice

4. GototheVendor Dates section

— = “endor Dates

Date Due To VWendor If Defective:

Date Returned To VWendor:

Received back From Vendor:

Return to Top

5. Enter the date the invoice was returned to the vendor in the Date
Returned To Vendor fidd.

6. Usethe Description field to annotate how the invoice was returned

Invoice Documents Finance
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(e.g., mailed or electronically transmitted) and any other additional
information.

7. Complete as much of the invoice as possible.
8.  Click the Save button to save the invoice.

9. Returntheinvoice to the vendor.

4.6.2 What are the Procedures for Annotating Returned Invoices?

The following procedures describe how to annotate an invoice that has been resubmitted by a vendor.

Notes
1.  Select Transactions—Purchasing—Correct from the menu bar.
2. Enter the Document Type and Document Number of theinvoice
to be corrected in the appropriate fields.
The Document Status group box defaults to Held.
Click the Sear ch button.
4. Select the appropriate document from the Generated list
5. Click the Finish button.
The Header page of the invoice will be displayed.
6. Inthe General section, delete the contents of the I nvoice Status
field.
7. Gotothe Vendor Dates group box.
— = Wendor Dates
Date Due To Vendor If Defective:
Date Returned Te Vendor:
Received back From Vendor:
Return to Top
8.  Enter the date the invoice was returned to the vendor in the Date
Returned To Vendor field.
9. _Use f[he Description field to annotate how the vendor returned the
invoice.
10. Complete all remaining required fields.
11. Click the Verify button to ensure that the data has been entered
correctly on the form.
If error messages are displayed, review the message and correct
Eirr;r:ggz April 15, 2011 Privileged and Confidential/@’Copyrightlg\cl)iif,e CDGOICEQJIeer:;SI
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the form accordingly.

12. Click the Submit button.

System message indicates the form was submitted for processing
successfully.

4.7  What is Miscellaneous Referencing?

The Miscellaneous check box is used to identify charges not included in the dollar amount of the
purchase order, such as freight, taxes, and delivery charges. Miscellaneous reference should not be
entered on receipt documents. When entered on an invoice, the miscellaneous amount does not liquidate
the referenced purchase order.

4.7.1 How do | create Miscellaneous Referencing on an invoice with header
accounting lines?

The following steps describe the procedures for adding miscellaneous charges to a non-itemized invoice.

Notes
1. Select the Header Accounting Lines page of the desired invoice.

2. Select theline that displays the accounting information you wish to
use for the miscellaneous reference.

Review the Accounting Dimensions section to view or change the
accounting strip for the selected line.

— = Accounting Dimensions

* 10-11-X-818-Z200-TZ291110 47 Default

Template:

* oy, EBFY: * * Org Code:
2011

2010 818 11 TZZ291110

Fund: * 2egion:

* orogram: Eroject Code: E ity ¥ Sb-Object Clase: Building #:

Zz0o ¥ zz000 ' |Ho8 &
System: Vehicle Tag #: Work Ttem: ABC Activity: YEA:
2010
BETC: Cost Organization: Cohort Year: PRC:
& &

Return to Top

3.  Click the Copy button.

All information, including the line amount, is copied to a new
Accounting Line.

4. Change the Amount field to reflect the miscellaneous amount.
Check the Misc. check box.
The referenced line number is deleted and the field is disabled.
6. Completeal remaining required fields.

Invoice Documents Finance
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7.  Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

8. Click the Submit button.

System message indicates the form was submitted for processing
successfully.

4.7.2 How do I create Miscellaneous Referencing on an invoice with itemized

lines?

The following steps describe the procedures for adding miscellaneous charges to an itemized invoice.

Notes
1.  Select the Itemized Lines page of the desired itemized invoice.

2. Select theline that displays the line information you wish to use for
the miscellaneous reference.

Review the Accounting Dimensions section to view or change the
accounting strip for the selected line.

— = Accounting Dimensions
¥ omplate; 10-11-X-818-ZZ00-TZZ91110 4 Default
* BBFY: EBFY: * Fund: * Region: * Org Code:
2010 2012 818 11 TZZ91110
* program: Erefect Coda: * pctivity: * 5ib-Object Class: Building #:
zzoo ZZ000 + |HO8 &
System: Vehicle Tag #: Work Item: ABC Activity: YBA:
2010
BETC: Cost Organization: Cohort Year: PRC:
7 ¢
Return to Top

3. Click the Copy button.

All information, including the quantity, unit price, and line amount,
is copied to the new itemized line.

4.  Check the Misc. check box.

The referenced line number is deleted and thefield is disabled.
5. Changethe Quantity field to 1.
6. Changethe Unit Pricefield to reflect the miscellaneous amount.

7.  Select the Accounting Linestab to review the corresponding
accounting line. Select the appropriate line and click the
Accounting Line hyperlink.

Finance
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Notes

8. ChangetheLine Amount field to reflect the miscellaneous
amount.

9. Completeal remaining required fields.

10. Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

11. Click the Submit button.

System message indicates the form was submitted for processing
successfully.

4.8 When do | use the Invoice Receipts Tab?

The Receiptstab islocated on the Header Accounting Lines page of match invoices with header
accounting lines and on the Itemized Lines page of match invoices with itemized lines. Thistab will only
be enabled for invoice documents that use the three-way automated match model. Pegasys automatically
matches receipts to processed invoices. When clicked, this tab opens the I nvoice Receipt M atch page. If
matching receipt lines exist, this page will list all receipt lines to which the invoice line is matched. For
each match, the page shows the quantity (for itemized documents) and dollar amount of the match and the
amount of the match for which payment has been made.

The automated match process can automatically link invoice and receipt lines, or users can manually link
the two. Users can also add, delete, or change existing references. When new references are created or
exigting references are changed or deleted, Pegasys performs the following edits.

= The unpaid matched amount and quantity for a match cannot be reduced below zero. For example, if
an invoice and areceipt have been matched for $100 and payment has been issued for that $100, the
match cannot be reduced or removed.

= The unmatched amount and quantity for the receipt line cannot be reduced below zero. For example,
if $90 of a $100 receipt line has been matched to an invoice line, the user cannot increase the match
amount by more than $10.

= The unmatched amount and quantity for the invoice line cannot be decreased below zero unless both
the receipt and invoice document types have the Allow Document-L evel M atch option enabled.

The following sections focus on adding, deleting, and changing references.

4.8.1 How do | Delete a Receipt Reference?

If areceipt line has been automatically matched to the wrong invoice line, the reference can be deleted.
However, once areference is deleted, Pegasys will no longer automatically match the receipt to this
invoice. The following steps describe how to delete areceipt reference.

Notes
1.  Accessthe Header Accounting Linesor Itemized Lines page of
Invoice Documents Finance
Privileged and Confidentialf@Copyright 2011, CGI Federal Created April 15, 2011
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the desired three-way match invoice.

1 I_I
Header Accounting Line | Contracts Payll Receipts |

Notes

Expand All | Cellapse All

— = General

Line Mumber: 1 Source Number:

Transaction Tvpe: 01 7

I MNormal vl

Period of Performance
’75tar‘t Date:

Line Type:

End Date:

Related Cost Type:

[ =l

Return to Top

2. Click the Receiptstab.
The Receipts page will be displayed.

Header Accounting Line | Contracts Pay | Receipts

Totals for Line
’7Mat:hed Amount: $750.00

Unmatched Amount: $0.00

Remove Display |10 j‘ Items

Add Copy. View as C3V  Sort...

- Document Type |Document Number Item Line Number Accounting Line Number| Matched Amount|
Ia " RK RK201001210031 o 1 $750.00
Expand All | Collapse All

- General

Doc Tvpe: RK Doc Accounting » Itemized

Doc Type & Meper; |RK201001210031 L= 1 ¥ e g 0 &

Matched 750.00 Jnvoice Receipt Final: [~

: inal:

3. Select thereceipt line to be deleted.

4. Click the Remove button.

5. Click the Verify button to ensure that the data has been entered

correctly on the form.

If error messages are displayed, review the message and correct

the form accordingly.
6. Click the Submit button.

System message indicates the form was submitted for processing

successfully.

Finance
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4.8.2 How do | Add a Receipt Reference?

The following steps describe how to add areceipt reference to an invoice line.

Notes

1. Accessthe Header Accounting Linesor Itemized Lines page of
the desired three-way match invoice.

| Header Accounting Line I Contracts Fay | Receipts |

Expand All | Collapse All

=l General

Line Mumber: 1 Source Number:

Transaction Type: 01 g

Line Type: INormaI vl

Period of Performance
’75tar‘t Date: End Date:

Related Cost Type: IN.-"A ;I

Return to Top

2. Click the Receiptstab.
The Receipts Match page will be displayed.
| Header Accounting Line | Contracts Payl Receipts ‘

Totals for Line
’7Matched Amount: $750.00

Unmatched Amount: $0.00

Add  Copy Remove Display |10 ¥| Items Viewas CSV  Sgrt..
Items 1-2 of 2
| |pocument Type [Document Number [Item Line Number Accounting Line Number| Matched Amount]
B ' RK RK201001210031 0 1 $750.00
E * $0.00

Expand All | Collapse All

(]

Matched $0.00 Invoice - Receipt Final: [~

- General
Doc Tvpe: & ac Accounting Itemized
Boclves Mumber: 4 Line £: 7 Line #: 7

Amount: Final:

3. Click the Add button.

4. Enter the details of the receipt document to be added in the
Document Detailsfields.

= Doc Type - Enter the receipt document type to be added in the
Doc Type box.

= Doc Number - Enter the document number of the receipt to be
added in the Doc Number field.

= Accounting Line # - Enter the accounting line number of the
receipt to be added.

Finance

Invoice Documents
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= |temized Line# - Enter the itemized line number of the receipt
to be added.
5. Enter the amount of thereceipt linein the Match Amount field, or
if you are adding an itemized receipt line enter the receipt quantity
in the Quantity to Apply field.

This amount cannot exceed the Unmatched Amount or
Unmatched Quantity displayed in the Totalsfor Line group box.

Do not change or check the Invoice or Receipt Final check boxes.
GSAisnot using these flags.

6. Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

7. Click the Submit button.

System message indicates the form was submitted for processing
successfully.

4.8.3 How can | Modify a Receipt Reference?

In addition to deleting and adding receipt references, you can also modify an existing reference. For
example, you can increase or decrease the amount to apply on non-itemized receipt references, or you can
increase or decrease the quantity to apply for itemized receipt references. The following steps describe
how to modify an existing receipt reference.

Notes

1. AccesstheHeader Accounting Linesor Itemized Lines page of
the desired three-way match invoice.

| Header Accounting Line I Contracts Pay]| | Receipts |

Expand All | Collapse All

— = General
Line Mumber: 1 Source Number:

Transaction Type: 01 &

Line Type: INormal 'l

" Period of Performance

Start Date: End Date:

Related Cost Type: |N;"A LI

Return to Top

2. Click the Receipts button.
The Receipts Match page will be displayed.

Finance Invoice Documents
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| Header Accounting Line | Contracts Pay | Receipts ‘
Totals for Line
Matched Amount: $750.00
Unmatched Amount: $0.00

Add Copy. Remove Display |10 x| Items View as C3V  Sort...

- Document Type |Document Number |Item Line Number Accounting Line Number| Matched Amount|

B " RK RK201001210031 o 1 $750.00

Expand All | Collapse All

Mumber: ne ine £:
Matched

Amount: $750.00 Invoice r Receipt Final: [~

General
DocTvpe: [RK | Doc RK201001210031 4 fecounting |, & Ll-tem—‘z,e‘j 0 &
Final:

Select the receipt reference to be modified.

4. Make changesto the Document Details, Amount to Apply if a
header accounting line, or Quantity to Apply if anitemized line, as
needed.

5. Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

6. Click the Submit button.

System message indicates the form was submitted for processing
successfully.

49 How do | Book Manual Payments?

The booking of manual payments for automated match documentsis based on the Disbursing
I nformation page of the invoice. The invoice for which the manual payment has been made should be
entered as any invoice with the exception of the completion of Disbursing I nformation page.

The following procedures detail how to book manual payments in Pegasys.

Notes
1. Create the desired match invoice document.

= For non-itemized invoices refer to Section 4.2.1: How do |
Create a Match I nvoice Document with Header Accounting
Lines ? Steps 1-12.
= For itemized invoices refer to Section 4.2.1: Howdo | Createa
Match | nvoice Document with Itemized Lines ? Steps 1-11.
2.  Complete the Header and Header Accounting/lItemized Lines
page as you would any other invoice.

3. Select the Disbursing I nfor mation tab.
The Disbursing Information page will display.

Invoice Documents Finance
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Disbursing Information | Correspondence

Workflow Status Approval History

Expand All | Cellapse All

= General

Disbursing Method:

Disbursing Office: |KC6& &

Return to Top

— = Check/EFT Information

Group Payments: [~ Disbursing Model: |Treasury Disbursing;l

Return to Top

— = Treasury/FRB Disbursing Information

Payment Cateqory: VENDOR #

Line Code: I\.fendor vl

Check Type: | ;l
Schedule
Payment Type: EFT 7 Manual: [~
Fiscal Year:
Categary: |ACH (ccD+/PPD+) =l
Type: Im

4. Enter No Check in the Disbur sement M ethod box.

Enter the name of the person requesting the manual payment in the
Disbursed By field of the No Check I nformation section.

6. Enter the calendar date of the manual payment in the Date field of
the No Check I nformation group box.

Enter the date using the format MM/DD/YY . For example,
03/19/01. Theinterface will convert the calendar date to the Julian
date needed by NEAR.

7. Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

8. Click the Submit button.

System message indicates the form was submitted for processing

successfully.
Finance Invoice Documents
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4.10 How do | create Payments of IX Non-Automated Match Invoices?

In Pegasys, if an order with header accounting lines is placed with another GSA organization, an Intra-
Agency Order with header accounting lines is completed. The document type for such an Intra-Agency
Ordersis|X. Since payments for IX documents are not disbursed through NEAR, a Non-Automated
match invoiceis used to reference IX documents. To do so, both Accounts Payable and Accounting
Operations procedures must be completed. The following sections provide step-by-step procedures on
how to create a Non-Automated match invoice for X documents.

4.10.1 What are the Accounts Payable Procedures?

The following Accounts Payable procedures must be completed to create a Non-Automated invoice for
IX documents.

Notes
1.  Select Transactions—Purchasing—New—Invoice from the menu
bar.
The New I nvoice page will be displayed.
| New Invoice
* Bociment T = 1T Mot Automated Match I 47
Document Number Format:
(Dncument Number Prefix:
Document Number: NA20110227000 Generate
Security Org: #
Title:
Copy Document
% None
& Copy From
i Copy Forward
2. Enter NA (Non-Automated Match Invoice) in Document Type
box.
3. A unique document number will be generated in the Document
Number field after clicking the Gener ate button.
Do not enter any text in the Document Titlefield.
The Security Org field will default to GSA once the formis opened.
The Finance security organization should only be selected when
sensitive/confidential information should not be shared outside of
Finance.
Invoice Documents Finance
Privileged and Confidential/©Copyright 2011, CGI Federal Created April 15, 2011
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The recommended method for creating an invoice is by using the
Copy Forward option.

Select the Copy Forward option.
Click the Next button.
Enter | X in the Document Type field.

N o g &

Enter the document number of the IX document that the Non-
Automated match invoiceis referencing in the Document Number
field.

8.  Click the Search button.
Select the appropriate document from the generated list.
10. Click the Finish button.

The Header page of the Non-Automated Match Invoice formwill be
displayed.

| Header | Fixed Assets | Office Addresses | Header Accounting Lines | Itemized Lines | Approval Routing | Memos | Summary | Correspondence
Workflow Status  Approval History

Expand All | Collapse &Il

= General

Document Type: NA Not Automated Match I Invoice Date: Reset: [0

Status: NEW Accounting Period: &
Document Number: NA20110227000 Reporting Accounting Period: &
Title: Batch Number:

Invoiced By: Document Classification: &

Security Org: GsA
¥ 1nvoice #:
Suppress Printing:
Vendor's Invoice Date: PP o
Fast Pay:
Log Date:

aon

Electronic:
Invoice Status: k4

Invoice Status Resson: k4

Return to Tep

11. Complete al fields on the Header page as you would an
Automated Match Invoice document.

12. Select the Header Accounting Lines tab.
The Header Accounting Lines page will display.
13. Select the appropriate line.
14. Click the Header Accounting Line hyperlink.
The Header Accounting Line page will display.
15. Inthe General section, enter FST in the Prompt Pay Typefield.
16. Click the Save button to save changes to the Accounting Line.

17. Select the Accounting Lines hyperlink. Repeat Steps 13-17 for
each Accounting Line.

Finance Invoice Documents
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18.

19.

Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

Click the Submit button.

System message indicates the form was submitted for processing
successfully.

4.10.2 What are the Accounting Operations Procedures?

Notes

Once the Non-Automated Match Invoice document is processed, the following Accounting Operations
procedures must be followed to create a payment authori zation document.

Select Transactions—Accounts Payable—New—Payment
Authorization from the menu bar.

The New Payment Authorization page will be displayed.

| New Payment Authorization

* Document Type: PM Manual Payment &utho 4

Document Number Format:
(Document Mumber Prefix:

Document Number: PM20110227000000 Generate
Security Org: #
Title:

Copy Document
' None

o Copy From
o Copy Forward

Enter PM —Manua Payment Authorization in the Document Type
field.

A unique document number will be generated in the Doc Number
field after clicking the Generate button.

Do not enter any text in the Document Titlefield.

The Security Org field will default to GSA once the formis opened.
The Finance security organization should only be selected when
sensitive/confidential information should not be shared outside of

Notes

Invoice Documents
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Finance.
The recommended method for creating a document is by using the
Copy Forward option.
4. Select the Copy Forward option.
5. Click the Next button.
6. Enter 1 X inthe Document Type box.
7.  Enter the document number of the Non-Itemized Intra-Agency
Order that the PM isreferencing in the Document Number field.
8.  Click the Search button.
9. Select the appropriate document from the generated list.
10. Click the Finish button.
The Header page of the Payment Authorization formwill be
displayed.
‘ Header |Fu(ed Assets | Header Accounting Lines | Itemized Lines | Approval Routing | Memes | Summary | Disbursing Information | Correspondence
Expand All | Collapse All
z;i::ent'rvpe: :r:w Manual Payment Autho ‘m p
Documen t Number: PM20110227000000 Reporting Accounting Period: &
Title: Document Classification: &
Autherized By: | Security Org: GSA
Post Code: & Additicnal Payee Name:
Automatic Reversal: r
& -
11. Enter your namein the Authorized By fidd.
12. Select the Header Accounting Linestab.
The Header Accounting Lines page displays.
13. Select the desired line.
14. Click theHeader Accounting Line hyperlink.
The Header Accounting Line page displays.
15. Complete the following fieldsin the Vendor I nvoice Reference
section and click the Default button.
= Type (document type)—Enter NA
= Document (document number)—Enter the document number of
the referenced NA
Finance Invoice Documents
Created: April 15, 2011 Privileged and Confidentialf@Copyright 2011, CGlI Federal
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= Fourth field—Enter the Accounting Line number of the
referenced NA
Thefieldsin the Reference Document group box are copied
forward

Check the Final check box in the Reference Document group box
to liquidate any remaining open items.

16. Change the line as needed.

Go to the Accounting Dimensions section to view or change the
dimensions on the accounting strip.

17. Review the Invoice | nfor mation section

18. Select the Header Accounting Lines hyperlink. Repeat Steps 13—
18 for each Header Accounting Line.

19. Select the Disbursing I nformation tab.
The Disbursing I nformation page displays.

| Header | Fixed Assets | Header Accounting Lines | Itemized Lines | Approval Routing | Memos | summarvl Disbursing Information | Correspondence
Workflow Status  Approval History

Expand All | Collapse Al

= General

Disbursing Method:  |[FEIQNEERRTENE ~
*

Disbursing Office: L4
Return to Toy

= Inter-Agency Transfer Information

Type: - Pavee's ALC: &

ayee's Disbursing Office: 7

* Inter-agency symbol: ' partition: .

Customer BETC: & Disbursement Number:

IPAC Schedule Date:

Return to Top

20. Enter Inter-Agency Transfer inthe Disbursing M ethod drop-
down box.

21. Enter one of the following office codesin the Disbur sing Office
field:

= AU7—Austin, TX Disbursing Office
= KC6—KC, MO Disbursing Office
= WADC—Washington DC Disbursing Office

22. Completeall fieldsin the Inter-Agency Transfer Information
section.

Type — Thetype of inter-agency transfer
Inter-Agency Symbol — The symbol for the agency

Disbursement Number — The number of the disbursement

Invoice Documents Finance
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Payee’s ALC — The Agency Location Code for the payee
Payee’ s Disbursing Office - The disbursing office of the payee

23. Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

24. Click the Submit button.

System message indicates the form was submitted for processing
successfully.

Finance Invoice Documents
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5 Automated Match Queries

This chapter is designed to familiarize users with the match queriesthat are available in Pegasys. There
are two types of queries, Automated Match Satus Query and Completed Match Review Query. These
gueries allow usersto view the status of documents scheduled for the automated match process. This
chapter will cover the following topics:

= Match Query Overview

= Automated Match Status Query

= Completed Match Review Query

= Approving a Document Match in the Completed Match Review Query
= Rejecting a Document Match in the Completed Match Review Query

5.1  What is the Match Query Overview?

Before payment is made, documents must pass through an automated matching process—one-way, two-
way, or three-way—which has been pre-determined by their document type. There are two queries that
can be performed to determine the match status of a document: Automated Match Status Query and
Completed Match Review Query.

5.1.1 What is the Automated Match Status Query?

The Automated Match Status Query allows users to enter search criteriato list documents that have not
completed the automated match process. Users are able to view summary and detailed information for
automated match documents, as well as view summary and detailed information for possible document
matches.

For each order, receipt, or invoice, the Automated Match Status Query displays:
= The documents needed for a successful match
= The documents that have been matched to date
= The number of days a document has been waiting for a match
= The date the document was |oaded to the Automatic Matching Status table
Users can query the Automated Match Status based on any combination of the following criteria:
= One or more specific document types
= A specific document number
= Documents that have been waiting for a specific length of time
= Documents that have been waiting before a specific date
= A specific vendor
= A specific disbursing office

= A specified vendor invoice number

Finance Automated Match Queries
Created: April 15, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
Final Version 1.0 5-1
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= The document amount
= Theinvoice date

= The contract number

Note: If criteria are not entered, all documents waiting to match will be retrieved providing the number
of match documents does not exceed the search limit set in your user preferences.

5.1.11 How do | Perform an Automated Match Status Query?

The following steps describe how to perform an Automated M atch Status Query.

Notes
1.  Select Queries—Purchasing—Automated Match Status Query
from the menu bar.

The Automated Match Status Query page will be displayed.

Automated Match Status Query

— Search Criteria

Cocument Type: &
Document Number:

Inwvoice Mumber:

Invoice Date:

Disbursing Office: &

Contracts Number:

Vendor
Vendor Code: #

YVendor Mame:

Security Org: i

Currency Code: &
Number of Days Waiting: I vI alue:

Days Waiting Since: I vI Value:
Tatal Amount: I vI Value:

Search Clear

2. Complete the appropriate field(s) in the Selection Criteria group
box.

Entering no criteria will display a list of all documents waiting to

Automated Match Queries
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be matched.
3. Click the Search button.

The record display box will be populated with documents that
match the search criteria. More specific criteria will narrow the
search.

4.  Select the desired document from the generated list.
5. Click the Details button.
The Document Match Detail window will be displayed.

Invoice Document Match Detail

Document: M& Doc Total: $399.53
Document Number: ME201001050078 Matched Amount: $370.60
Doc Date: 01/05/2010 Unmatched Amount: $28.93

Vendor Code: 222783521 Closed Amount: $0.00

Vendor Address Code: 00002

Vendor Name: RICOH AMERICAS COF

Security Org: GSA

Invoice Number: 407545475
Invoice Date: 12/28/2009
Contract Number: GS00A0SAADOOS4

View Invoice Invoice Line Detail Display I 10 vl Items View as CSV  Sort...

6. Select the appropriate match record.
7. Review the details regarding the sel ected document.

Click the View I nvoice button to view the selected document, or
click the Invoice Line Detail button to view only line details.

| meader | Fixed assets | office Addreases | ender Accounting Lines | itemized Lines | Anaroval fouting | Hemas | Summary | Dishursing information | Correspandence |

References...  Worldlow stz Approyel Hatory

Expand &1l

Collagps &

Document Type: ME | Match Tnvoice 3-Way & Orig Inveice Date: Reset: [T
Seatus: CANCELLED
Dotument Number M8201001050978
Title: d: 04/2010
Inveiced By: Warda Bullock
tnvoice = 407545475
vendar's lnvoice Date: 1 a9 GEA
0170472010

Status Resson -]

Created by muchallemeriang =

Lot Modiled by: mechaliemertang

End Date:

8. Toclosethewindow, click the Close Window hyperlink in the

Notes
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Link Strip.

5.1.2 What is the Completed Match Review Query?

The Completed Match Review Query allows users to enter search criteriato list documents that have
completed the automated match process. Users can:

= Display summary or detailed information for automated match documents.
= View all documents in the completed match chain.
= Add payment adjustment information.
Any combination of the following criteria can be used when querying:
= A specific document number or type.
» Ready for reviewv—The match is complete but has not been approved for payment.

» Approved for payment—The match is complete and has been approved but payment has not yet
been generated.

» Payment deleted—The match is complete and a payment has been created. The payment form has
subsequently been deleted.

» Payment rejected—The match is complete and a payment has been created. The payment form
did not process successfully.

» Payment cancelled—The match is complete and a payment has been created. The payment has
been cancelled.

» Payment corrected—The match is complete and a payment has been created. The payment has
been corrected.

» Errors—The match is complete but matching errors were encountered. This message will only
occur when the unit price(s) of itemized documents do not match.

» Paid—The match is complete and a payment has been successfully created.
» Match Rejected—The match was previoudy rejected by areviewing user.

» Disb. In Progress—The match is complete and a payment has been successfully created. The
payment is being disbursed.

» Dish. Cancelled—The match is complete and a payment has been successfully created.
Disbursement of the payment has been cancelled.

» Dish. Confirmed—The match is complete and a payment has been successfully created. The
payment was successfully disbursed.

= Documents for a specific vendor.

= Documents for a specific disbursing office.

= Documents with a specific invoice number.

= Documents meeting specific dollar amount criteria.

Automated Match Queries Finance
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= Documents with a specific invoice date.

= Documents with a specific contract number.

5.1.2.1 How do | Perform a Completed Match Review Query?

The following steps describe how to perform a Completed Match Review Query.

Notes
1. Select Queries—Purchasing—Completed Match Review Query
from the menu bar.
The Completed Match Review Query page will be displayed.
Completed Match Review Query
2. Complete the appropriate field(s) in the Selection Criteria group
box.
Entering no criteria in the Search Criteria group box will display
all documents in the Completed Match Summary table, providing
that the number of completed match documents does not exceed the
search limit.
3. Click the Search button.
The record display box will be populated with documents that
match the search criteria. More specific criteria will narrow the
search.
4.  Select the desired document from the generated list.
Click the Details button.
The Completed Match Review Details page will be displayed.
Finance Automated Match Queries
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Invoice Document Match Detail

Document: Ms Doc Total: $10.000
Document Number: | M6201102020008 Matched Amount:  $10.000
Doc Date: Unmatched Amount: $0.000
Vendor Code: FOO031086 Closed Amount: $0.000
Vendor Address Code: 00001

vendor Name: FORD AUTOHAUS GERT

Security Org: GSA

Invoice Number: IM6201102020008

Invoice Date: 02/02/2011

Contract Number:

View Invoice  Invoice Line Detail

Display [10 =] Items  ViewasCSV  Sort...
View Order  Order Detsil  View Receipt  Receipt Detail
| |order Doc Type [Oorder Doc Number Receipt Doc Type Receipt Doc Number
Eex XP2011BTP02021 RK RK201102020005

6. Review the details regarding the selected document.

Click the View I nvoice button to view the sel ected document, or
click the I nvoice Line Detail button to view only line details.

7. Select arecord from the Matches group box.

The View Order, Order Detail, View Receipt and Receipt Detail
buttons are enabled for the matching documents.

8. Toclosethe window, click the Close Window hyperlink in the
Link Strip. To leave the Completed Match Review Query, click a
previous link in the breadcrumb trail or click on a Pegasys menu
option.

5.1.2.2 How do | Approve or Reject Completed Match Documents?

After examining document matches, users with proper security rights can either approve such matches for
automated payment or regject them from the automated payment process. The following steps describe
how to approve or rgject completed match documents.

Notes

1. Follow the steps performing a Completed Match Review Query to

identify matches that should be approved or rejected.

Please refer to Section 5.1.2.1: How do | Perform a Completed

Match Review Query?
2. Select the desired record from the Completed M atch Review

Query window to be approved or rejected.

The selected line will become highlighted.
3. Review the completed match documents for the purchasing chain.

Click the Details button to review documents.
Automated Match Queries Finance
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4. Returntothe Completed Match Review Query page.

In the Match Action section, select APPROVE MATCH from the
Status drop-down box to initiate the payment generation process,
or select REJECT MATCH to suspend the process.

6. Click the Save button.
System messages indicate that the Action was successful.

7. Click thelnbox hyperlink inthe Link Strip to closethe
Completed Match Review Query.

Finance Automated Match Queries
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6 Payment Authorization Documents

This chapter is designed to familiarize users with the use of the Payment Authorization portion of the
Accounts Payable subsystem. The Accounts Payable subsystemis used to accomplish payment to vendors,
employees, or other agencies for goods, services, or training received.

= Payment Authorization Overview

= Payment Authorizations with Header Accounting Lines

6.1 What is a Payment Authorization?

The payment authorization represents the fina step in the Pegasys purchasing chain. Authorizing a
payment certifies the payment document is complete and that the associated vendor should be paid.
Payments are disbursed using the Pegasys automated disbursement process.

Pegasys payment authorization documents authorize payments for eight different payment models:
normal payments, holdbacks, prepayments, credits, manual interest, penalties, discounts, and advance
refunds. Depending on the selected model, the payment authori zation document may require a
combination of previously referenced purchasing documents (e.g., orders, receipts, or invoices).

Most Pegasys payment authorization transactions will be system-generated regardless of the purchasing
model followed. Pegasys supports four automated matching models, which involve the matching of
selected document types within the same purchasing chain. The matching models are:

= One-way (Direct Pay)

= Two-way (Order/Invoice)

= Three-way (Order/Receipt/Invoice)

= Four-Way (Order/Recei pt/Acceptance/Invoice)

= * Note GSA will be using one-way, two-way, and three-way match

When all documents required to complete a single match have been successfully linked, the automated
matching process will mark the chain as either “ Ready for Review” or “ Approved for Payment”, based on
the system options established. Purchasing chains marked as “ Ready for Review” will be reviewed by
Finance personnel and will be approved or rejected. Those marked as “ approved” will be selected by the
offline Payment Generation process, then disbursed accordingly.

6.1.1 How can | Review a Payment Authorization Document?

The Pegasys Review option allows users to view processed and canceled PA documents. Documents
accessed through the Review Status functionality are displayed in view-only mode and no changes or
edits are permitted. The following steps describe how to review a Payment Authorization document in

Pegasys.

Notes
1.  Select Transactions—Accounts Payable—Review from the menu
bar.
Finance Payment Authorization Documents
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The Review page will be displayed.

Review

[~ Search Criteris

Subsystem: Document Status ————————————————————

Document Type: 7 Processed: [ Rejected: r

Document Number: Cancelled: [ Archived: r
Scheduled: Pending A I:

Amendment Number: cheduled: [T Pending Approval: [T
Held: r

Document Category: -

From Accounting Period: User ID: ra
Security Org: &

To Accounting Period:
From Date: Title:

Te Date:

Vendor
Code: & TIN (SSN/EIN):

DUNS: DUNS+4:

Customer Account: &

Search  Clear

[ #_Additional Criteria

[ * Accounting

2. Enter the appropriate payment authorization document type in the
Document Type.

The Processed check box in the Document Status group box
defaults to checked. To include canceled documentsin the search,
select the Canceled check box.

3. Enter the document number of the payment authorization document
in the Document Number field.

If the document number is unknown, complete one or more fieldsin
the Document Search Criteria group box. Click the Search button
and Pegasys will return those documents that match the search
criteria entered. Select the document to be reviewed.

4. Click the View button.

The Header page of the desired Payment Authorization document
will be displayed.

The PA will be displayed in view-only mode.
5. Review the desired pages.

6.1.2 How can | Cancel a Payment Authorization Document?

Pegasys Cancel Document option allows users to cancel processed Payment Authorization documents.
By canceling a payment authorization the user is preventing a disbursement from going to a vendor or
designated agent. The following steps describe how to cancel a payment authorization document.

Notes
1. Select Transactions—Accounts Payable—Cancel from the menu
Payment Authorization Documents Finance
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bar.

The Cancel page will be displayed.

Cancel
[~ Search Criteria
Subsystem: Document Status
Document Type: 7 Processed: [¥ Rejected: -
Document Number: Cancelled: [T Archived: -
Amendment Number: scheduled: [T Pending Appreval: [~
Document Categary: I | Held: r
From Accounting Period: User ID: F
To Accounting Period: Security Org: &7
From Date: Title:
To Date:
Vendor
Code: 4 TIN (SSN/EIN):
DUNS: DUNS+4:
Customer Account: Fa
Search Clear

[ Additional Criteria

[+ Accounting

2. Select the appropriate payment authorization document type from
the Document Type drop-down box.

The Processed check box in the Document Status group box
defaults to checked.

3. Enter the document number of the payment authorization to be
canceled in the Document Number field.

If a document number is unknown, complete one or morefieldsin
the Document Search Criteria group box. Click the Search button
to display those documents that match the search criteria entered.
Select the document to be canceled.

4.  Click the Cancel button.
The Header page of the document to be canceled will be displayed.
5. View the desired pages.

6. Click the Submit button to successfully cancel the payment

authorization.
Finance Payment Authorization Documents
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7 Finance Reports

In Pegasys, the Reports menu can be used to display and print standard forms and reports for the various
subsystems (e.g., Purchasing subsystem, Budgeting subsystem). The Reports menu allows users to display
and print forms without having to open the document. All purchasing forms, which GSA has decided are
printable, can be viewed and printed using the Reports menu. Finance related reports can be found
within various directories of the Reports menu.

= Reports Overview
= Standard Finance Reports
= Viewing Forms and Reports On-line

= Printing Forms and Reports

7.1  How can | access Reports in Pegasys?

Users can access al printable reports and forms from the Reports menu. Additionally, users can print
specific forms and documents from the form or document page. In Pegasys, forms are defined as those
transactions that have a status of held or rejected. These transactions have been entered but have not
performed system updates to Pegasys' budgeting or spending transactions. Once aformis successfully
processed, it performs the necessary system updates, at which point it is considered a document. If aform
or document can be printed from its own page, then the Print button at the top of the page will be
enabled. If this button is not available, either the document must be processed before it can be printed or
the form is not a printabl e transaction.

7.2  What are the Standard Finance Reports?

There are several standard Finance reports in Pegasys, which are designed to help you manage your day-
to-day activities. To access these reports select Reports—Run Reports—View Reports from the menu
bar, and expand both the Purchasing and Finance folders. Figure 7-1: Standard Finance Reports
displaysalist of al available Finance reports and a description of each.

Figure 7-1 Standard Finance Reports

Report Name Subsystem/Type Description
Completed Match Purchasing/Reports Displays payments that are either in “review” or
Summary (L) “rejected” status.
Rejected Payments (L) Purchasing/Finance Displays payments that have been rejected along with
Reports their associated error codes and error code

descriptions.

7.3  How can | Print Reports and Forms?

This section provides step-by-step procedures on how to print reports and forms from the Reports menu
and printing from the document window. Only subsystems and reports the user has security access for
will be displayed for the user.

Finance Finance Reports
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7.3.1 How can | Print from the Reports Menu?

This section provides step-by-step procedures on how to print reports and forms from the Repor ts menu.

Notes
1. Select Utilities—Reports—Run Reports from the menu bar.

The Run Reports page will be displayed.

Run Reports

Select Report

a Available Reports
|:| Accounts Payvable
|:| Accounts Receivable
|:| Automated Disbursements
D Banking

|:| Budget Execution
|:| Cost Allocation
|:| Credit Card

|:| Desktop

D Ewternal Reporting
|:| General Ledger
|:| General System
|:| Flanning

|:| Purchasing

Go to top of page

2. Select the Purchasing folder.

3. Select the Finance Reports folder and select the desired Finance
report to be printed.

4. Click the Select Report button.
Note:

If areport displays the letter (P) after the name, the recommended
printing orientation is portrait. If it displaysthe letter (L),
landscape is the recommended printing orientation.

Your web browser print orientation may have to be set with each
report to match the recommended report display.

Complete the required fields for the selected report in the

Finance Reports Finance
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Parameters group box.

5. Select the parameters you want the report to display.

6. Select the desired output from the Report Output Format field.
The user can select one of the following: HTML, HTML+CSV,
HTML+PDF, PDF or SPF.

PDF Output isrecommended for optimal formatting.

7. Select the Private or Shared in the Report View Access Indicator
drop down list. If Shared is sdected, the report can be viewed by
users who have access to the selected security organization
selected.

8. Click Print to run the report.

7.3.2 How do | view Shared Reports?

If auser 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.

Notes
1. Select Utilities—Reports—Report Status from the menu bar.
The Report Status Maintenance page will display.

Report Status Maintenance

Search Criteria

Report Name: Report Subsystem: =] subfolder:

Logon ID: 4

’— Report Definition: 4 |

Search  Clear

Details  Display |10 ¥f tems  View as CSV  Sort..

| |report Name Report Subsystem Subfolder

[E1 & Reject Payment Report Birt Purchasing Finance Reports
Enter the appropriate information in the Sear ch Criteria group box.
Click the Search button.
Select the appropriate report from the generated list.
Click the Details button.

a > w D

7.3.3 What is the Status Review option under the Reports menu item used for?

Selecting “Report Status’ alows 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, with report details shown in Figure 7-2
Report Executions Page. The Report Status Maintenance table also displays reports executed by
other users within the same Security Organization, aswell as, reports that were executed granting Shared

Finance Finance Reports
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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.

Figure 7-2 Report Executions Page

Erevious Refresh Parameters Qutput Delete Route Add_Shertcut  Display I].D 'l Ttems View as C5V  Sort...

- Report Status Saved Output Format Report Start Report End
@ {* Complete FPDF 03/01/2011 16:15:19 03/01/2011 11:15:25

Expand All | Collapse All

— - General
Report Start: 03/01/2011 16:15:19
Report End: 03/01/2011 11:15:25
Report Subsystem: |Purchasing LI
Report Name: Reject Payment Report
Report Expiration: 03/31/2011 16:15:19
Subfolder: Finance Reports
Saved Cutput Format: m
Report Status: Im

Finance Reports Finance
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8 Novations

On some occasions, it is necessary for GSA to record a Novation agreement against an existing contract
the agency has with avendor. If GSA receives notice that a company with which it has a contract has
been absorbed by another company, it may become necessary to transfer any obligations recorded in
Pegasys from the former company to the latter by updating the vendor and/or designated agent
information on related purchase orders. Therefore, Pegasys allows users to change the vendor and/or
designated agent information on existing purchase orders, even those that have been referenced by
subsequent receipts or invoices.

The system also maintains a“ Novation History” for each purchase order to record and track these
changes. Users can later specify any vendor/designated agent combination from a purchase order’s
novation history on subsequent referencing documents (receipts and match invoices). When printing a
novated purchase order, however, only the most recently entered vendor will appear on the printed
version of the document.

8.1 How can | Review Novation History?

Anytime vendor or designated agent information on a processed purchase order is corrected or amended,
Pegasys records the change in the purchase order’ s novation history. When the Novation History pageis
displayed, each vendor or designated agent novation appears under its respective tab and is assigned a
sequence number. The line with the highest sequence number refers to the current vendor or designated
agent while the line assigned sequence number “1” represents the purchase order’ s original vendor and/or
designated agent. The following steps describe how to review a purchase order’ s novation history.

Notes
1.  Select Transactions—Purchasing—Review from the menu bar.
The Review page will be displayed.
Review
[ Search Criteria
Subsystem: lm Decument Status
Document t Tupe: & Processed: | Rejected: r
Documen & Number: Cancelled: [T Archived: r
Amendment Number: Scheduled: [T Pending &pproval: [©
Document Category: [ =] Held: r
From Accounting Period: User 1D: &
To Accounting Period: Security Org: &
From Date: Title:
To Date
Vendor
Code: # TIN (5SM/EIN):
DUNS: DUNS+4:
Customer Account: &F
Search cl
Note: The status checkboxes in the Document Status group box
will default to Processed.
2. Enter adocument type in the Document Type drop-down box.
Finance Novations
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3. Enter the document number of the document to be reviewed in the
Document Number field.

Note: If the document number is unknown, please refer to Section
4.1: How to Search for a Form or Document of the Purchasing
User’s Guide for instructions on how to search for a document.

4.  Click the Search button.

The matching search results will be displayed.
5. Select the appropriate document from the generated list.
6. Click the View button.

The Header page of the selected document will be displayedin a
read-only format. All fieldswill be protected.

7. Click the Novation Vendor History button.
The Novation Vendor History page will be displayed.

BHiThetnt  Apwhwann Bt Eeie

nimcant | ander Acciurrisg nas | Mavating ventar ttney | hoes Carinind Lows siors | Tiemized Lo | Approvas e | tarise | Sumrary | Comvemsnterca

sariTIsy e 31 pTEAATIORS

8.  Select the appropriate Novation.

9. Click the Novation Vendor History hyperlink to view details of
the Vendor Novation.

10. Click the Novation Vendor History hyperlink to return to the
Novation Vendor History page.

11. Click the Designated Agent History tab and follow steps 8 — 10 to
review the Designated Agent Novation History.

8.2  What is the Vendor Mismatch and the Completed Match Query?

Because a purchase order’ s vendor information can be novated after it has been referenced, it is possible
for receipts and match invoices referencing the same purchase order to contain different vendors. In turn,
this conflicting vendor information will prevent the system from generating a payment authorization. For
example, GSA places and receives an order with Company A, but the match invoice is not entered until
after the purchase order is novated to Company B, then the receipt and the match invoice will have copied
forward different vendors from the same purchase order.

To accommodate situations such as this, the Completed M atch Review Query includes a Vendor
Mismatch indicator check box, see Figure 8-1: Completed Match Review Query. The Vendor
Mismatch indicator flags any complete three-way match transaction in which the receipt and invoice
documents use different vendors.

Novations Finance
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Any transaction that has been flagged as a Vendor Mismatch will remain on the Completed Match
Review Query in "Ready for Review" status until it is manually changed to Approved for Payment.
After the status has been changed to "Approved for Payment”, the vendor listed on the match invoice
will copy forward to the payment authorization.

Figure 8-1 Completed Match Review Query

Completed Match Review Query

for B i B i |

Sgve Disslay [10 =] tems  Viewse CEV | Sget.

o Document ent|1ransaction Lexat sm|Vendor Address Disbursing
Mumber sunt{Currency g [Code otfice bes
= MO ITEHS TO DISPLAY -
fxpand all | Collagss Al

8.3  How can | Create Match Invoices by Referencing Novated Purchase Orders?

When entering a vendor’ s invoice into the system by copying forwarding a novated purchase order, the
procedures are basically the same as for those for entering any other match invoice with one notable
exception. Specifically, the vendor that defaultsinto the Header page of the invoice form can be replaced
with any other vendor in the novation history of the referenced purchase order.

If, for example, there are three vendors in the novation history of the purchase order, Company A,
Company B, and Company C, and it is Company C that copies forward to the match invoice, the user can
replace it with either Company A or Company B. The user cannot, however, replace the existing vendor
with an entity that is not listed on the order’ s novation history. Please refer the Section 8.1: How can |
Review Novation History? for instructions on viewing the novation history of a purchase order.

If the vendor is replaced with a different entity from the order’ s novation history, the user will, during
verification or processing, receive an I nformation Dialog box indicating that the vendor listed on the
invoice is not the same as on the referenced document. If this should occur, smply proceed as intended.

Note: On the Vendor Activity Query, the match invoice will always appear with the vendor that was
specified on the Header page of invoice form at the time it was processed.

Finance Novations
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9 Replace Values
This chapter details functionality referred to as Replace Values, that allows users to select and
simultaneoudly change or delete one, many, or all accounting line(s) on aform or document at one time.

In Pegasys, Replace Values functionality is available for the Pur chasing, Accounts Payable, and other
subsystems. This chapter will describe how to use Replace Values features on forms and documentsin
the General System subsystem.

= Section 9.1—Overview
= Section 9.2—Replace Values for the General System Subsystem

9.1 Overview

To assist usersin locating specific information, each section follows the same structure described bel ow.
= Section Overview
Provides a brief synopsis of the chapter and outlines the topics that are to be covered.
= How to Process Replace Valuesfor the General System Subsystem

Discusses specific datainput fields for the General System subsystem and includes step-by-step
instructions describing how to select, change, delete, or reset one or more accounting ling(s) on a
form or document.

9.2 Replace Values for the General System Subsystem

The following steps detail the procedures for creating a recurring estimated accrual profile with avariable
amount.

Within the General System subsystem, Replace Values features can be found on Orders, Receipts and
Invoice forms or documents. Replace Vaues functionality is avail able when creating a new Purchasing
form/document or correcting an existing one. Replace Vaues functionality allows the user to
simultaneoudly change or delete one, many, or all field values on an accounting line(s). When Replace
Values features are used to make changes on aform, Pegasys will immediately make the change to the
individual accounting line(s). The following section describes fields that were impacted by Replace
Values functionality.

Figure 9-1 Replace Values Features
Field Display Description

Data-input Data, except @ Fills in data for selected accounting lines.

Data-input Blank No change will be made for selected accounting lines.

Data-input @ Deletes any existing data for selected accounting lines.

Check box Filled with a check Fills in a check for selected accounting lines.

Check box Gray No change will be made for selected accounting lines.
Finance Replace Values
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Field Display Description
Check box Blank Deletes any existing checks for selected accounting lines.
Drop-down list box A choice selected, Fills in data for selected accounting lines.
except @
Drop-down list box Blank No change will be made for selected accounting lines.
Drop-down list box @ Deletes any existing data for selected accounting lines.
Radio button One button filled Only that button will be filled for selected accounting lines.
Radio button All buttons blank No change will be made for selected accounting lines.
9.2.1 Replace Values for Header Accounting Line(s)

Replace Values features can be used on new forms or on those being corrected and are accessed from the
form's Header Accounting Lines page. After selecting the desired line(s), the system will provide
Delete, Reset, or Replace Values options. Also, individual lines can be reviewed by clicking the Details
button.

9.21.1 Using Replace Values to Correct a Single Line

To change the field values of an accounting line(s) smply click the Header Accounting Lines, select the
desired line(s) from the Header Accounting Lines page, and then click the Replace button to display the
Header Accounting Linewindow. The following steps describe how to use Replace Valuesto correct a
single accounting line.

Notes
1. Select Transactions—[General System]—Correct from the
Pegasys menu bar.
The Correct page will be displayed.
Correct
—Search Criteris
Subsystem: lm Document Status ——————————————————
Document Type: & Processed: ¥ Rejected: r
Document Number: GPO202916 Cancelled: [ Archived: r
Amendment Number: Scheduled: [©  Pending Approval: [
Document Category: =l ok &
Frem Accounting Period: User ID: i
To Accounting Period: Security Org: &+
From Date: Title:
Te Date:
Vendor
Code: & TIN (SSM/EIN):
DUNS: DUNS+4:
Customer Account: ra
Search Clear
2. Check the desired document status check box from the Document
Status group box.
Replace Values Finance
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10.

11.
12.

13.

Notes
Enter a document type in the Document Type box.

Enter the document number in the Document Number figld.
Click the Sear ch button.
The matching search results will be displayed.

Select the appropriate document from the generated list and click the
Correct button.

The Header page of the selected form or document will be displayed.
Select the Header Accounting Lines tab.

The Header Accounting Lines page will be displayed.

Select the appropriate line.

Note:

= The sdected lineis highlighted and the Replace button will
become enabled.
= For this example, the dollar amount of a line will be changed to
$300.00.
Click the Replace button.

| Header | Fixed Assets | Office Addresses | Header Accounting Lines I Novation Vendor Histary | Novation Designated Agent History

Header Accounting Line | Tax Lines

Add Copy Copy Forward Remove  Reset D‘Sphy 10 =] ttems | Viewas CSV | Sort...
Line| [Transaction| . Bldg
TB'“Plﬂ'E ﬁﬁ@m@aa%ﬁ%

08-G-11-
U4P-262X-
E 2 1 $44,000.00 01 CSAB- 2008 262X 11 S11A0190 CSA3 CS040 518
S11A0190-
WAD

Note:

= The Header Accounting Line page will be displayed.
= Enter the appropriate field values. If no entry ismadein a given
field, no changes will be made to that field.
= Search options are available for variousfields.
In the Amount fidld, enter the desired dollar amount. For this
example, enter $300.00.

Click the Apply button.
The Accounting Lines page will be displayed.

= The Line Amount has now been replaced with $300.00.
Click the Verify button.

Note: If error messages are displayed, review the messages, and
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correct the formaccordingly.

14. Click the Submit button.

Note: System message indicates the form was submitted for
processing successfully. Pegasysis updated with the changes.

9.21.2 Using Replace Values to Correct Multiple Lines

Replace Values functionality can be used to correct several lines of a document at one time. The
following steps describe how to use Replace Valuesto correct multiple lines on aform or document
simultaneoudy.

Notes
1 Select Transactions—[General System]—Correct from the Pegasys menu bar.
The Correct page will be displayed.
Correct
 Search Criteria
Subsystem: IPur:has\ng B3| Document Status ————————————————
Document Type: & Processed: [W Rejected: -
Document Number: GP0202916 Cancelled: [ Archived: r
Amendment Number: Scheduled: [T Pending Approval: [7
Document Category: I LI Field: B
From Accounting Period: User ID: #
To Accounting Period: Security Org: &
From Date: Title:
To Date:
Vendor
Code: & TIN (SSN/EIN):
DUNS: DUNS+4:
Customer Account: &
Search Clear
2 Check the desired document status check box from the Document Status group
box.
3 Enter adocument type in the Document Type box.
4 Enter the document number in the Document Number field.
5 Click the Sear ch button.
The matching search results will be displayed.
6 Select the appropriate document from the generated list and click the Correct
button.
The Header page of the selected form or document will be displayed.
Replace Values Finance
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7 Select the Header Accounting Lines tab.
The Header Accounting Lines page will be displayed.

8 Select the appropriate lines. To select multiple lines, click the selection boxes
for any/all the lines you want to select.

Note: In this example, the line amount for all lineswill be changed to $200.00
using Replace Values.
9 Click the Replace button.

Header Accounting Line

Expand All | Collapse All

= General
Transaction Tvpe: &
Prompt Pav Type:

Period of Performance
’75tart Date: End Date:
Related Cost Type: -

Return to Top

Source Mumber:

' IPAC Document Identifier:

= Line Amounts

Original Amount Change Amount Current Amount
Ordered
Applied Credit
Withholding Tax
Line Amount After Withholding
Withhalding Tax Allowance

Met Total

Return to Top

= Document Reference

Item: Subltem: Accounting: Nieal Boeant
4 4 4 # Final: [T Misc: [0

Type: Mumber:
&

Liquidate Items: [©

Return to Top

Note:

= The Header Accounting Line page will be displayed.

= Enter the appropriate field values. If no entry ismade in a given field, no
change will be made to that field.

= Search options are available for variousfields.

10. Inthe Amount field, enter the desired dollar amount. For this example, enter $200.00.

11. Click the Apply button.
12. TheHeader Accounting Lines page will be displayed. The line amount will be $200.00 for al lines.

13. Click the Verify button.
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Note: If error messages are displayed, review the messages, and correct the formaccordingly.
14. Click the Submit button.

Note: System message indicates the form was submitted for processing successfully. Pegasysis updated with the chal

9.2.1.3 Using Replace Values to Delete Line(s)

Replace Values functionality allows the user to simultaneoudy delete one, many, or al accounting
lines(s) associated with aform or document. From aform’s Summary page, select the appropriate line(s),
and click the Delete button. After clicking on the Delete button, Pegasys will prompt the user to confirm
whether or not the line(s) should actually be deleted. After confirming that the selected line(s) areto be
deleted, the form can be processed.

Once accounting lines are deleted and the form has been processed or held/saved, the deleted accounting
lines cannot berestored. If the form has not yet been processed or held/saved, the Refresh button can be
used to restor e the entire document back to the last save, which restores the del eted accounting lines, as
well as restores al other accounting lines back to when the document was last saved. In addition, you can
close the form without processing or saving and reopen the Form/Document.

The following steps describe how to delete lines from a document using Replace Values features.

Notes
1. Select Transactions—[General System]—Correct from the
Pegasys menu bar.
The Correct page will be displayed.
Correct
—Search Criteria
Subsystem: |Purchasing ;I Document Status
Document Type: y Processed: W Rejected:
Document Number: GP0202916 Cencelled: [ Archived:
Amendment Number: sScheduled: [T Pending Approv
Document Category: | ;I ield: i
From Accounting Period: User I0:
To Accounting Period: Security Org: &
From Date: Title:
To Date:
Vendor
Code: & TIN (SSN/EIN):
DUNS: DUNS+4:
Customer Account: &
Search Clear
2. Check the desired document status check box from the Document
Status group box.
Enter a document type in the Document Type box.
4.  Enter the document number in the Document Number field.
Replace Values Finance
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5. Click the Search button.
The matching search results will be displayed.

6. Select the appropriate document from the generated list and click the
Correct button.

The Header page of the selected form or document will be
displayed.

7. Select the Header Accounting Lines tab.
The Header Accounting Lines page will be displayed.

8. Select the appropriate ling(s). To select multiple lines, click the
selection boxes for any/all the lines you want to select.

Note: The Remove button will become enabled.

9. Click the Remove button.

10. Click the Verify button. Correct any errorsthat are returned.
Note:

= Thelineg(s) will immediately be removed from the Header
Accounting Lines page.
= At least one line must remain for the formto process.
11. Click the Submit button.

Note: System message indicates the form was submitted for
processing successfully. Pegasysis updated with the changes.

9214 How to Delete Values

Replace Values makesiit possible for the user to delete field values from drop-down menus, text fields,
and check boxes by entering the “ @” symbol in the appropriate Replace Vaues input field(s). This action
indicates that Pegasys should delete al pre-existing values for the specified field(s) on all selected lines.

The following steps describe how to use Replace Vaues functionaity to delete values from all selected
accounting lines simultaneously.

Notes

1. FromtheHeader Accounting Lines page, select the appropriate

line(s). To select multiple lines, click the selection boxes for any/all

the lines you want to select.
2. Click the Replace button.

The Header Accounting Line window will be displayed.
Finance Replace Values
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Header Accounting Line

Expand &ll | Collapse All

= General

Transaction Type: & Source Number:
Erompt Pav Tvpe: & IPAC Document Identifier:

Peried of Performance
’75tart Date: End Date:
Related Cost Type: hd

Return to Top

= Line Amounts
Original Amount Change Amaount Current Amount

Ordered

Applied Credit

Withholding Tax

Line Amount After Withholding

Withholding Tax Allowance

Net Total

Return to Top

= Document Reference

Tvpe: Number: Item: Subltem: Accounting: View  Default
7 7 7 & Final: T Mise: [0

Liguidate Ttems: [~

Return to Top

3. IntheProj (Project Code) field, enter the“ @" symbol.

Note:

= |f you wish to delete values from any drop-down menu, such as
the To/Fromfield, the“ @” symbol is provided as a drop-down
menu option.
= To delete values from check boxes, click twicein the check box
and it will become blank.
4.  Click the Apply button.

Thevaluesfor the Proj field will be deleted from all selected lines.

6. Click the Verify button.

Note: If error messages are displayed, review the messages, and
correct the formaccordingly.

7. Click the Submit button.

Note: System message indicates the form was submitted for
processing successfully. Pegasysis updated with the changes.

9215 How to Reset Lines

The Replace Vaues functionality provides a Reset feature that allows the user to restore information on
selected lines back to the state in which it was last saved. The Reset button is found on the Header
Accounting Lines page of the Order.

Replace Values Finance
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The following steps describe how to use the Reset button to restore the value of the lines selected in the
example.

Notes

1. FromtheHeader Accounting Lines page, select the appropriate

line(s). To select multiple lines, click the selection boxes for any/all

the lines you want to select.
2. Click the Reset button.
3. Click the Verify button and correct any errors that are returned.

The selected lines are restored to their previously saved state.
4. Click the Submit button.

System message indicates the form was submitted for processing

successfully.
Finance Replace Values
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10  Pegasys Capitalization Procedures

The project costs, asset depreciation, and prepaid amortization entries associated with the Pegasys project,
are recorded in Pegasys. The following sections provide step-by-step procedures for recording MOUS,
costs, periodic adjustments, phase deliveries, and recognition of expenses. Many of these procedures
have been replaced by the Fixed Assets Module within Pegasys. Pleaserefer to the Pegasys Fixed
Assets User Guides.

10.1 How do | Record Delivery of a Phase for WCF?

When a phase of the Pegasys project is completed, this delivery isrecorded in Pegasys by creating a
Standard V oucher (HZ) document. The HZ recognizes the delivery for the WCF only. See Section 10.3:
How do | Record Delivery of a Phase for Client Funds? for step-by-step instruction on recognizing
delivery against client funds.

1 Select Transactions—General System—New—Standard Voucher from the menu bar.
The New Standard Voucher page will be displayed.

| New Standard Voucher |

* HZ Software Capitalization 47

Document Type:

Document Number Format: &
(Document Number Prefix:

Document Number: HZ20110301000000 Generate
Security Org: F

Title:

Copy Document
& None

[ Copy From
' Copy Forward

2 Enter HZ in the Document Typefield.

3 A unigue document number will be automatically generated in the Doc Number field after the clicking the
Gener ate button.

4 Click the Finish button.

Finance Pegasys Capitalization Procedures
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| Header I Fixed Assets | Accounting Lines | Approval Routing I Memos | Summary | Correspondence
Workflow Status ~ Approval History.

Expand &ll | Collapse 2l

— = General

Document Type: HZ Software Capitalization Document Date:

Status: NEW * Accounting Period: 14
Document Number: HZ20110301000000 *® ¢ eporting Accounting Period: &
Title: | Document Classification: &+
Issued By: Security Org: GSA
Automatic Reversal: r Suppress Printing: r

Reversal Accounting Period: & Spending Qverride: r

Reverse After Period:
Agency DUNS Number:
Agency DUNS+4:

Return to Top

= The Header page of the Sandard Voucher formwill be displayed.

= The Document Date, Accounting Period, and Reporting Accounting Period will default to the current date
when the formis Verified or Processed.
5 Select the Accounting Linestab.

The Accounting Lines page will be displayed.
6 Click the Add button to create anew line.

The Accounting Line page will be displayed.

| Accounting Line I Contracts Pay |

Expand All | Collapse Al

= General

Line Number: 1 Receivable Type: 7

* Transaction Type: r Source Number:

Transaction Event:

Increase/Decrease: IIncrEase vl TROR Classification: I ;I

SF-224 Redlassification: [7

Obligation FY: TROR Category: | =
TROR Caollection Type: I LI

Return to Top

7 Enter 01 asthe Transaction Type.

8 Sdlect G/L Transfer from the Trans Event drop-down box.
9 Sdlect Increase from the I ncr ease/Decr ease drop-down box.
10. Enter the appropriate amount in the Amount field.

11. Gotothe Accounting Dimensions section and enter the appropriate WCF accounting template in the
Templatefield.

Pegasys Capitalization Procedures Finance
Privileged and Confidential/°Copyright 2011, CGI Federal Created: April 15, 2011
10-2 Final Version 1.0



=CGI

Federal Pegasys 6.5 User Guide for
Creating Solutions for Government Innovation | ISO 9001:2000 Certified General Services Administration

12. Click the Default button to populate fields in the Accounting Dimensions section. Enter additional fields as
needed.

13. Click the Verify button to ensure that the data has been entered correctly on the form.
If error messages are displayed, review the message and correct the form accordingly.
14. Click the Submit button.

System message indicates the form was submitted for processing successfully.

10.2 How do | Reclassify Expenses to the Asset?

To reclassify expenses to an asset, create a Standard VVoucher (HZ) document.

1. Select Transactions—General System—New—Standard Voucher from the menu bar.

The New Standard Voucher page will be displayed.

| New Standard Voucher

* Document Tvpe: HZ Software Capitalization 7

Document Number Format: +
(Document Number Prefix:

Document Number: \HZ20110301000000 Generate
Security Org: F

Title:

Copy Document
& None

[ Copy Frem
[ Copy Forward

2. Enter HZ in the Document Typefield.

3. A unique document number will be automatically generated in the Doc Number field after clicking the
Generate button.

4. Click the Finish button.
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| Header I Fixed Assets | Accounting Lines | Approval Routing | Memosl Summary | Correspondence
Workflow Status  Approval History

Expand &ll | Collapse All

— = General

Document Type: HZ Software Capitalization Document Date:

Status: NEW * Accounting Period: &
Document Number: HZ20110301000000 * ¢ eporting Accounting Period: 4
Title: | Document Classification: &
Issued By: Security Org: GSA
Automatic Reversal: r Suppress Printing: r

Reversal Accounting Period: & Spending Override: -

Reverse After Period:
Agency DUNS Number:
Agency DUNS+4:

Return to Tep

= The Header page of the Sandard Voucher formwill be displayed.

= The Document Date, Accounting Period, and Reporting Accounting Period will default to the current
date when the formis Verified or Processed.

5. Select the Accounting Lines tab.
The Accounting Lines page will be displayed.
6. Click the Add button to create anew line.
The Accounting Line page will be displayed.

| Accounting Line I Contracts Pay |

Expand All | Collapse All

=l General

Line Number: 1 Receivable Tvpe: F

* Transaction Type: & Source Number:

Transaction Event:

Increase/Decrease: III'ICI’EESE vl TROR Classification: I ;I

SF-224 Reclassification: [

Obligation F: TROR. Category: I ;I
TROR Caollection Type: I ;I

Return to Top

7. Enter 02 asthe Transaction Type.

8. Select G/L Transfer from the Trans Event drop-down box.
9. Sdect Increase from the I ncr ease/Decr ease drop-down box.
10. Enter the appropriate amount in the Amount field.

11. Go to the Accounting Dimensions section and enter the appropriate WCF accounting templatein the
Templatefield.

12. Click the Default button to populate fields in the Accounting Dimensions section. Enter additional fields as
needed.
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13. Click the Verify button to ensure that the data has been entered correctly on the form.
If error messages are displayed, review the message and correct the form accordingly.
14. Click the Submit button.

System message indicates the form was submitted for processing successfully.

10.3 How do | Adjust for Short/Long Term Assets?

Annual entries must be made which adjust the value of the asset from long to short term. Thisis
accomplished on a Standard V oucher (HZ) document.

1. Select Transactions—General System—New—Standard Voucher from the menu bar.
The New Standard Voucher page will be displayed.

| Mew Standard Voucher |

* e — | HZ Software Capitalization 47

Document Number Format: &
(Document Number Prefix:

Document Number: HZ20110301000000 Generate
Security Org: ra

Title:

Copy Document
& None
oo py From
" Copy Forward

2. Enter HZ inthe Document Typefield.

3. A unique document number will be automatically generated in the Doc Number field after clicking the
Gener ate button.

4. Click theFinish button.
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‘ Header i Fixed Assets | Accounting Lines | Approval Routing | Memaos | Summeary | Correspondence
Workflow Status ~ Approval History

Expand All | Collapse all

- General
Document Type: HZ Software Capitalization Document Date:
Status: NEW * pccounting Period: 7
Document Number: HZ20110301000000 * ¢ cporting Accounting Period: 4
Title: | Document Classification: &
Issued By: Security Org: GSA
Automatic Reversal: r Suppress Printing: r
Reversal Accounting Period: ' Spending Qverride: -
Reverse After Period:
Agency DUNS Number:
Agency DUNS+4:
Return to Top

= The Header page of the Standard Voucher form will be displayed.

= The Document Date, Accounting Period, and Reporting Accounting Period will default to the current
date when the form is Verified or Processed.

5. Select the Accounting Linestab.
The Accounting Lines page will be displayed.
6. Click the Add button to create anew line.
The Accounting Line page will be displayed.

| Accounting Line I Contracts Pay|

Expand &ll | Collapse All

—= General

Line Number: 1 Receivable Tvpe: 7

£ Transaction Type: & Seurce Number:

SF-224 Reclassification: [7

Transaction Event: / ansfe

Increase/Decrease: | Increase ,I TROR Classification: | ;I

Obligation FY: TROR Category: [ =
TROR Collection Type: | ;I

Return to Top

7. Enter 03 asthe Transaction Type.
8. Seect G/L Transfer from the Trans Event drop-down box.
9. Select Increase from the I ncr ease/Decr ease drop-down box.

10. Enter appropriate amount in the Amount field.
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11. Go to the Accounting Dimensions section and enter the appropriate 262X accounting template in the
Templatefield.

12. Click the Default button to populate fields in the Accounting Dimensions section. Enter additional fields as
needed.

13. Click the Verify button to ensure that the data has been entered correctly on the form.
If error messages are displayed, review the message and correct the form accordingly.
14. Click the Submit button.

System message indicates the form was submitted for processing successfully.

10.4 How do | Recognize Expenses against the Client Fund?

Monthly entries must be made to recognize expenses incurred by the client fund. Thisis accomplished on
a Standard V oucher (HZ) document.

1. Select Transactions—General System—New—Standard Voucher from the menu bar.

The New Standard Voucher page will be displayed.

| Mew Standard Voucher

* Docomenttused 1HZ Software Capitalization 47

Document Number Format: +
(Document Number Prefix:

Document Number: HZ20110301000000 Generate
Security Org: F

Title:

Copy Document
% None
o py From
oo py Forward

2. Enter HZ inthe Document Typefield.

3. A unique document number will be automatically generated in the Doc Number field after clicking the
Gener ate button.

4. Click the Finish button.
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‘ Header i Fixed Assets | Accounting Lines | Approval Routing | Memaos | Summeary | Correspondence
Workflow Status ~ Approval History

Expand All | Collapse all

= General

Document Type: HZ Software Capitalization Document Date:

Status: NEW * Accounting Period: 4
Document Number: HZ20110301000000 * o orting Accounting Period: 4
Title: | Document Classification: &
Issued By: Security Org: GSA
Automatic Reversal: r Suppress Printing: r

Reversal Accounting Period: ' Spending Qverride: -

Reverse After Period:
Agency DUNS Number:
Agency DUNS+4:

Return to Top

= The Header page of the Standard Voucher formwill be displayed.

= The Document Date, Accounting Period, and Reporting Accounting Period will default to the current
date when the formis Verified or Processed.

5. Select the Accounting Linestab.
The Accounting Lines page will be displayed.
6. Click the Add button to create anew line.
The Accounting Line page will be displayed.

| Accounting Line I Contracts Pay|

Expand &ll | Collapse All

—= General

Line Number: 1 Receivable Tvpe: 7

£ Transaction Type: & Seurce Number:

SF-224 Reclassification: [7

Transaction Event: / ansfe

Increase/Decrease: | Increase vl TROR Classification: I =l

Obligation FY: TROR Category: [ =
TROR Collection Type: | ;I

Return to Top

7. Enter 04 asthe Transaction Type.

8. Seect G/L Transfer from the Trans Event drop-down box.

9. Select Increase from the I ncr ease/Decr ease drop-down box.

10. Enter the amount of the adjustment in the Amount field for the appropriate client funds.

11. Go to the Accounting Dimensions section and enter the appropriate accounting template in the Template
field.
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12. Click the Default button to populate fieldsin the Accounting Dimensions section. Enter additional fields as
needed.

13. Select the Accounting Lines hyperlink. Repeat Steps 6-13 for each client fund.

14. Click the Verify button to ensure that the data has been entered correctly on the form.
If error messages are displayed, review the message and correct the form accordingly.

15. Click the Submit button.

System message indicates the form was submitted for processing successfully.

10.5 How do | Recognize Depreciation of the WCF?

Monthly entries must be made to recognize the depreciation of the asset against the WCF. Thisis
completed on a Standard Voucher (HZ) document.

1. Select Transactions—General System—New—Standard Voucher from the menu bar.
The New Standard Voucher page will be displayed.

| New Standard Voucher |

* T a— | H Software Capitalization 47

Document Number Format:
(Document Number Prefix:

Document Number: HZ20110301000000 Generate
Security Org: Fa

Title:

Copy Document
& None

[ Copy From
' Copy Forward

2. Enter HZ in the Document Typefield.

3. A unigue document number will be automatically generated in the Doc Number field after clicking the
Generate button.

4. Click the Finish button.

Finance Pegasys Capitalization Procedures
Created: April 15, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
Final Version 1.0 10-9



=CGI

Pegasys 6.5 User Guide for Federal
General Services Administration Creating Solutions for Government Innovation | ISO 9001:2000 Certified

| Header I Fixed Assets | Accounting Lines | Approval Routing | Memosl Summary | Correspondence
Workflow Status  Approval History

Expand &ll | Collapse All

— = General

Document Type: HZ Software Capitalization Document Date:

Status: NEW * Accounting Period: &
Document Number: HZ20110301000000 * ¢ eporting Accounting Period: 4
Title: | Document Classification: &
Issued By: Security Org: GSA
Automatic Reversal: r Suppress Printing: r

Reversal Accounting Period: & Spending Override: -

Reverse After Period:
Agency DUNS Number:
Agency DUNS+4:

Return to Tep

= The Header page of the Sandard Voucher formwill be displayed.
= The Document Date, Accounting Period, and Reporting Accounting Period will default to the current
date when the formis Verified or Processed.
5. Sedlect the Accounting Linestab.

The Accounting Lines page will be displayed.
6. Click the Add button to create anew line.
The Accounting Line page will be displayed.

| Accounting Line I Contracts Pay |

Expand All | Collapse Al

= General
Line Number: 1 Receivable Type: 7

* Transaction Type: r Source Number:

Transaction Event:

Increase/Decrease: IIncrEase vl TROR Classification: I ;I

SF-224 Redlassification: [7

Obligation FY: TROR Category: | =
TROR Caollection Type: I LI

Return to Top

7. Enter 05 asthe Transaction Type.

8. Sdect G/L Transfer from the Trans Event drop-down box.

9.  Select Increase from the | ncrease/Decr ease drop-down box.

10. Enter the amount of the adjustment in the Line Amount field for the appropriate client funds.

11. Go tothe Accounting Dimensions section and enter the appropriate accounting template in the Template
field.
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12.

13.
14.

15.

Click the Default button to popul ate fields in the Accounting Dimensions section. Enter additional fields as
needed.

Select the Accounting Lines hyperlink. Repeat Steps 6-13 for each client fund.

Click the Verify button to ensure that the data has been entered correctly on the form.
If error messages are displayed, review the message and correct the form accordingly.
Click the Submit button.

System message indicates the form was submitted for processing successfully.

10.6 How do | Recognize Income?

Income to the WCF must be recognized monthly by recording a Standard Voucher (HZ) document.

Select Transactions—General System—New—Standard Voucher from the menu bar.
The New Standard Voucher page will be displayed.

| New Standard Voucher |

* T a— | H Software Capitalization 47

” Document Number Format:

Document Number Prefix:

Document Number: HZ20110301000000 Generate

Security Org: &
Title:

Copy Document
& None

[ Copy From
' Copy Forward

Enter HZ in the Document Type field.

A unique document number will be automatically generated in the Doc Number field after clicking the
Gener ate button.

Click the Finish button.

Finance Pegasys Capitalization Procedures
Created: April 15, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
Final Version 1.0 10-11



=CGI

Pegasys 6.5 User Guide for Federal
General Services Administration Creating Solutions for Government Innovation | ISO 9001:2000 Certified

| Header I Fixed Assets | Accounting Lines | Approval Routing | Memosl Summary | Correspondence
Workflow Status  Approval History

Expand &ll | Collapse All

— = General

Document Type: HZ Software Capitalization Document Date:

Status: NEW * Accounting Period: &
Document Number: HZ20110301000000 * ¢ eporting Accounting Period: 4
Title: | Document Classification: &
Issued By: Security Org: GSA
Automatic Reversal: r Suppress Printing: r

Reversal Accounting Period: & Spending Override: -

Reverse After Period:
Agency DUNS Number:

Agency DUNS+4:

Return to Tep

= The Header page of the Sandard Voucher formwill be displayed.
= The Document Date, Accounting Period, and Reporting Accounting Period will default to the current
date when the formis Verified or Processed.
5. Sedlect the Accounting Linestab.

The Accounting Lines page will be displayed.
6. Click the Add button to create anew line.
The Accounting Line page will be displayed.

| Accounting Line l Contracts Pay |

Expand All | Collapse All

= General
Line Number: 1 Receivable Tvpe: &
* Transaction Tvpe: ra Source Number:
TenToiT EETE | SF-224 Reclassification: [~
Increase/Decrease: IIncrease 'I TROR Classification: | =l
Obligation Fy: TROR Category: | =l
TROR Collection Type: | =]

Return to Top

7. For thefirst four lines, enter 06 inthe Trans Typefield.
8.  Select Revenue from the Trans Event drop-down box
9. Sdect Increase from the I ncr ease/Decr ease drop-down box.

10. Enter the amount in the Amount field.
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11. Go to the Accounting Dimensions section and enter the appropriate accounting template in the Template
field.

12. Click the Default button to populate fields in the Accounting Dimensions section. Enter additional fields as
needed.

13. Select the Accounting Lines hyperlink. Repeat Steps 6-13 for each of three remaining client funds.

14. For thefifth line of the SV, enter 06 inthe Trans Type field.

15. Select G/L Transfer from the Trans Event drop-down box

16. Enter the depreciation amount in the Amount field.

17. Go tothe Accounting Dimensions section and enter the appropriate WCF accounting template in the
Templatefield.

18. Click the Default button to populate fields in the Accounting Dimensions section. Enter additional fields as
needed.

19. For the sixth line of the SV, enter O1 in the Trans Typefield.

20. Select G/L Transfer from the Trans Event drop-down box.

21. Enter the income recognition amount in the Amount field.

22. Gotothe Accounting Dimensions section and enter the appropriate WCF accounting template in the
Templatefield.

23. Click the Default button to populate fields in the Accounting Dimensions section. Enter additional fields as
needed.

24. Click the Verify button to ensure that the data has been entered correctly on the form.
If error messages are displayed, review the message and correct the form accordingly.

25. Click the Submit button.
System message indicates the form was submitted for processing successfully.
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11 Pegasys Judgement Claims Process

11.1 Introduction

Judgment Claims are entered into Pegasys. This user guide provides step-by-step instructions for
entering transactions in Pegasys to record accruals and payments of claims paid from either the
Department of Treasury’s (Treasury) Judgment Fund or GSA Funds.

11.1.1 Overview of Judgment Claims Process

There are two distinct processes required to record accounting and budgetary entries for open claims
(contingent liabilities) and the payment of settled claims.

11.1.1.1  Judgment Claim Accruals

At specified intervals during the year the Office of General Counsel (OGC) provides each
Controller/CFO of the Services and Staff Offices with alisting of open claims with an assessment of the
likelihood for loss; “probable”, “possible” or “remote.” The Controller’s Offices are responsible for
ensuring that accruals are recorded for open claimsin “probable” status.

11.1.1.2  Judgment Claim Settlements

The claim settlement process involves the request for payment to the claimant. Payment to the claimant
may be from the Treasury Judgment Fund or directly from GSA funds. OGC isresponsible for
providing settlement documentation and proper Treasury forms to the proper regional contact (i.e.
Contracting officer, other designated official). The contact is responsible for forwarding applicable
documentation to the Finance Center for payment processing. If aclaimisto be paid from the Treasury
Judgment Fund, the Finance Centers forward appropriate documentation to Treasury for payment of the
claim. Depending on the circumstances, GSA is responsible for reimbursing Treasury (Treasury
Judgment Fund) for claim payments made on behalf of the agency.

11.2 Tort Judgment Claims

The following step-by-step procedures describe how to enter accruals and payments for Tort Judgment
Claims. The Tort Judgment Claimsfall into two categories — L ess than $2,500 and Over $2,500.

Tort Claims less than and over $2,500 are initially recorded in Pegasys as contingent liabilities by
establishing an accrual to record the contingent liability. Oncethe Tort Claimis settled, the contingent
liability accrual is“reversed” and a payment is generated. If the Tort Claim settlement amount is less
than $2,500 the payment is generated using GSA Funds. For Tort Claim settlements over $2,500
payment is disbursed by Treasury using funding from the Treasury Judgment Fund.

Employee administrative and grievance claims (non-receivable related) are also recorded in Pegasys
using the Tort Claim procedures outlined on the following pages of this section.

11.2.1 Recording Tort Judgment Claims Under $2,500

Processing for Tort Claims under $2,500 involves recording an accrual, an accrual reversal, and
subsequently a payment to the claimant after settlement.

Finance Pegasys Judgement Claims Process
Created: April 15, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
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11.21.1 How Do | Enter an Accrual for a Tort Claim Under $2,500?
The following steps detail the procedures for establishing an accrual in Pegasysto record the
“contingent liability” for the “probableloss’ claim.
Notes
1. Select Transactions—General System—New—Standard
Voucher from the menu bar.
The New Standard Voucher page will be displayed.
| New Standard Voucher
X Document Type: Ju Judgement Claims &
Document Number Format: &
(Document Mumber Prefix:
Document Number: | JU20110301000000 Generate
Security Org: 4
Title:
Copy Document
% None
- Copy From
. Copy Forward
2. Enter JU— Judgment Claim Document Typein the Document
Typefield.
3. A unique document number will be generated in the Document
Number field after clicking the Gener ate button.
The Security Org defaults to GSA.
4. Click the Finish button.
The Header page of the Judgment Claim formwill be displayed.
Pegasys Judgement Claims Process Finance
Privileged and Confidential/°Copyright 2011, CGI Federal Created: April 15, 2011
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| Header | Fixed Assets | Accounting Lines | Approval Routing | Memos | Summary | Correspondence
Workflow Status  Approval History

Expand All | Collapse All

= General
Document Type: u Judgement Claims Document Date:
Status: NEW Accounting Period: &
Document Number: Ju20110301000000 Reporting Accounting Period: 2
Title: | Document Classification: 7
Issued By: Security Org: GSA
Automatic Reversal: r Suppress Printing: r

Reversal Accounting Period: 7 Spending Override: [l
Reverse After Period:

Agency DUNS Number:

Agency DUNS+4:

Return to Top

Note: The Treasury Judgment Claim Form date and period fields
will default to the current Document Date, Accounting Period, and
Reporting Accounting Period after the Formis Verified or
Processed.

Notes

5. Inthe Description field enter the appropriate information to
identify the “probable loss contingency” (e.g., LOSSCOXX).
6. Select the Accounting Lines Tab.
The Accounting Lines summary page will be displayed.
7. Click the Add button.
The Accounting Line page will be displayed.
‘ Accounting Line I Contracts Pay |
Expand All | Collapse All
;neslj;::;r: 1 Receivable Tvpe: 7
¥ 1 onesction Type: # Source Number:
Transaction Event: | Expenditure =] SF-224 Reclassification: [
Increase/Decreasa: m TROR Classification: had
Obligation FY: TROR Category: =
TROR Collection Type: | =]
8. Enter the appropriate Transaction Typein the Transaction Type
field.
9. Select the appropriate Transaction Event from the Trans Event
box.
10. Enter the “contingency probable loss” amount being accrued in the
Amount field.
Finance Pegasys Judgement Claims Process
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11.

12.

13.

14.

15.

16.

17.

11.2.1.2

In the Accounting Dimensions section, enter the appropriate
accounting template in the Templatefield.

Click the Default button to populate the fields in the Accounting
Dimensions section. Enter additional fields as needed.

Click the Accounting Lines hyperlink to return to the Accounting
Lines page.

New lines may be added by clicking the Add button.

A line may be copied by selecting the appropriate line, clicking the
Copy button, clicking the Accounting Line link and then making
the appropriate changes to the line.

Existing lines may be deleted by selecting the desired line and
clicking the Remove button.

Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

Click the Submit button.

System message indicates the form was submitted for processing
successfully.

$2,5007?

Notes

How Do | Establish Payment for a Settled Tort Judgment Claim Under

The following steps describe how to establish a Direct Pay Form in Pegasys to generate payment for a
Tort Settlement Claim under $2,500.

1

Select Transactions—Pur chasing—New—M atch I nvoice from the menu bar.

The New Match I nvoice page will be displayed.

Pegasys Judgement Claims Process
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| Mew Match Invoice

* Document Type: Dk Finance Direct Pay - Re 57

Document Number Format: 4
(Dncument Mumber Prefix:

Document Number: DK20110301000 Generate

Security Org: e
Title:

Copy Document
¥ None

f'“ Copy From
. Copy Forward

2. Enter one of the following Document Typesin the Document Typefield:

= DK—TFinance Direct Pay—Region 6
= DW—Finance Direct Pay—Region 7
3. A unique document number will be generated in the Document Number field after clicking the Gener ate button.
The Security Org defaultsto GSA.

4. Click the Finish button.
The Header page of the Direct Pay Formis displayed.

| Header I Fixed Assets | Office Addresses | Header Accounting Lines | Itemized Lines | Approval Rauting | Memas | Summary | Disbursing Information
Workflow Status  Approval History
Expand All | Collapse Al

= General

Document Type: DK Finance Direct Pay - Re Invoice Date: Reset: [C
Status: NEW Accounting Peried: ra
Document Number: DK20110301000 Reparting Accounting Period: &
Title: Decument Classification: &
Security Org: GsA
* 1 siced By na v ora

Additional Payee Name:
Invoice #:

Accomplished Date:
Vendor's Invoice Date:

Suppress Printing: [
*

Log Date: Fast Pay: r
Invoice Status: ' Electronic: ]
Invoice Status Reason: s

Period of Performance
’75tar’t Date:

End Date:

Return to Top

Finance
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© © N o O

10.

11.

12.

13.

14.

Note: The Invoice Date, Accounting Period, and Reporting Accounting Period fields default to the current date a

Enter your name in the Received By field.

Enter the current date in the Vendor Invoice Datefield.

Enter the current datein the L og Date field.

In the Vendor Codefield, enter the appropriate vendor code and address code.
Enter the vendor’ s remittance address code in the Remit To Addressfield.

Note: If you need to add a new Pegasys Vendor, refer to the Finance Users Guide, Chapter 3 — Direct Pays, Secti
procedures.

Enter the “ Settlement — Claim Docket Number” in the Invoice # field.

Note: Do not use any punctuation (i.e., hyphens or slashes)

If referencing a contract, delivery order, or blanket purchase agreement specify the information on the direct payr
In the Description field, enter “ Settlement — Claim Name” .

Select the Header Accounting Lines Tab.

The Header Accounting Lines page will be displayed.

Click the Add button.

The Header Accounting Line page will be displayed.

‘ Header Accounting Line I Contracts Pay I Receiptsl

Expand Al | Collapse All

— = General

Line Mumber: 1 Sgurce Number:
Transaction Type: e
Line Type: |Norrr|a| |

Period of Performance
’75tar‘t Date: End Date:

Related Cost Type: |N/A LI

Return to Top

15. IntheLine Amounts section, enter the Tort Claim Settlement amount in the | nvoiced field.

Note: The Transaction Type automatically defaults to the correct transaction type code once the formis verified or f
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16. In the Accounting Dimensions section, enter the appropriate accounting template in the Templatefield.
17.  Click the Default button to popul ate fields in the Accounting Dimensions section. Enter additional fields as need
18.  Go to the Payments section.
Note: Tort Claims are not subject to Prompt Pay.
19. In the Accept/Delivery Date field enter the current date.
20. In the Description field enter any required descriptive information about the claim payment.
21.  Click the Header Accounting Lines hyperlink to return to the Header Accounting Lines page.
22.  Click the Add button to create a new line on the Direct Pay form.
Select the appropriate line and click the Header Accounting Line link to modify aline.
To copy aline, select the appropriate line and click the Copy button. Click the Header Accounting Line link and
23.  Click the Verify button to ensure that the data has been entered correctly on the form.
If error messages are displayed, review the message and correct the form accordingly.
24.  Click the Submit button.

System message indicates the form was submitted for processing successfully.

11.2.1.3 How Do | Enter an Accrual Reversal for a Tort Claim Under $2,5007?

The following steps detail the procedures for reversing a“contingent liability” accrual previously
recorded for a“probable loss’ claim under $2,500.

1. Select Transactions—General System—Correct from the menu bar.

The Correct page will be displayed.

Correct
[ Search Criteria
Subsystem: W Document Status
Document Type: U Judgement Claims V. Processed: W Rejected: r
B (=T | Cancelled: [T Archived: r
Amendment Number: Scheduled: [T Pending Approval: [©
Document Category: | B3| Held: &
From Accounting Period: User ID: &
To Accounting Period: Security Org: r
From Date: Title:
Tco Date:
Vendor
Code: & TIN (SSN/EIN):
DUNS: DUNS+4:
Customer Account: F
Search  Clear
Finance Pegasys Judgement Claims Process
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2. Enter JU— Judgment Claim Document Type in the Document Typefield.

3. Enter the original Document Number associated with the contingent liability “accrual” established that you are now

Document Number figld.

4, Uncheck the Held box and check the Processed box under the Document Status group box.

5. Click the Sear ch button.

The Treasury Claim document record will be displayed.

6. Highlight the desired Treasury Claim document and click the Correct button.

The Header of the selected Treasury Claim Document will be displayed.

7.  Select the Accounting Lines Tab.

The Accounting Lines page will be displayed.
8. Select the appropriate Line.
9. Click the Copy button.

Note: All of the accounting information on the previous Accounting Line is copied to the new line.

10.  Select the new line and click the Accounting Line hyperlink to open the new line.
The Accounting Line page will be displayed.
| Accounting Line I Contracts Payl
Item: K| < 60 61 62 63 64 65 66 67 68 69 70 71 72 73 74 75 76 77 78 79 80
Expand All | Collapse &l
— = General
Line Number: 80 Receivable Type: &
* Trancaction Type: 29 # Source Mumber:
Transaction Event: W SF-224 Reclassification: [7
ey e — TROR Classification: |Adm\mstrative =l
obligation FY: TROR Category: | LI
TROR Collection Type: lm
11. Enter the appropriate Transaction Type in the Transaction Type field.
12. Enter the appropriate Transaction Event in the Trans Event drop-down box.
13. Select Decrease from the I ncr ease/Decr ease drop-down box.
14. Click the Verify button to ensure that the data has been entered correctly on the form.
If error messages are displayed, review the message and correct the form accordingly.
15. Click the Submit button.

Pegasys Judgement Claims Process
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System message indicates the form was submitted for processing successfully.

11.2.2 Recording Tort Judgment Claims Over $2,500

Processing Tort Claims over $2,500 involves establishing an accrual to record a contingent liability for
the probable loss amount. The contingent liability accrual is reversed once the Tort Claim has been
settled and paid by Treasury viathe Treasury Judgment Fund. Finally, atransaction is entered in Pegasys
to record the payment made by Treasury on GSA'’s behalf.

11.2.2.1 How Do | Enter an Accrual for a Tort Claim Over $2,500?

The following steps detail the procedures for establishing an accrual in Pegasys to record a “contingent
liability” for a“probable loss’ claim over $2,500.

1. Select Transactions—General System—New—Standard Voucher from the menu bar.

The New Standard Voucher page will be displayed.

| New Standard Voucher ‘

* Document Type: u Judgement Claims F

Document Number Format:
(Document Number Prefix:

Document Number: JU20110301000000 Generate
Security Org: &
Title:

Copy Document
' None

. Copy From
. Copy Forward

2. Enter JU—Judgment Claim Document Typein the Document Type box.

3. A unigue document number will be generated in the Document Number field after clicking the Generate

button.
The Security Org defaults to GSA.
4.  Click Finish button.
The Header page of the Treasury Judgment Claim Accrual Formis displayed.

Finance Pegasys Judgement Claims Process
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| Header | Fixed Assets | Accounting Lines | Approval Routing | Mamusl Summary | Correspondence

Workflow Status  Approval History

Expand All | Collapse All

= General

Document Type: u Judgement Claims Document Date:

Status: NEW Accounting Period: &
Document Number: Ju20110301000000 Reporting Accounting Period: 2
Title: | Document Classification: 7
Issued By: Security Org: GSA
Automatic Reversal: r Suppress Printing: r

Reversal Accounting Period: 7 Spending Override: [l

Reverse After Period:
Agency DUNS Number:
Agency DUNS+4:

Return to Top

The Treasury Claim Form date and period fields will default to the current Document Date, Accounting
Period, and Reporting Accounting Period after the Formis Verified or Processed.

5. Inthe Description field enter the appropriate information to identify the “probable |oss contingency” (e.g.,
LOSSCOXX).

6. Select the Accounting Lines Tab.

The Accounting Lines summary page will be displayed.
7. Click the Add button to create anew line.

The Accounting Line page will be displayed.

‘ Accounting Line I Contracts Pay |

Expand All | Collapse All

-/ General

Line Number: ] Receivable Tvpe: 7

* ransaction Type: & Source Number:

Transaction Event: | Expenditure =] SF-224 Reclassification: [

Increase/Decrease: |Increase TROR Classification: -
Obligation FY: TROR Category: =

TROR Collection Type: -

Return to Top

8.  Enter the appropriate Transaction Type in the Transaction Type field.

9.  Select the appropriate Transaction Event from the Trans Event box.

10. Enter the “contingency probable loss’ amount being accrued in the Amount field.

11. Inthe Accounting Dimensions section, enter the appropriate accounting template in the Template field.

12. Click the Default button to populate fields in the Accounting Dimensions section. Enter additional fields

as needed.
Pegasys Judgement Claims Process Finance
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13. Click the Verify button to ensure that the data has been entered correctly on the form.
If error messages are displayed, review the message and correct the form accordingly.
14. Click the Submit button.

System message indicates the form was submitted for processing successfully.

11.2.2.2 How Do | Enter an Accrual Reversal for a Tort Claim Over $2,500?

The following steps detail the procedures for reversing a“contingent liability” accrual previously
recorded for a“probable loss’ claim over $2,500.

Notes

1. Select Transactions—General System—Correct from the menu
bar.

The Correct page will be displayed.
Correct
—Search Criteria
Subsystem: W Document Status ——————————————————
Document Type: u Judgement Claims r Processed: [ Rejected: =
T T—r— | Cancelled: [T Archived: [l
Amendment Number: Scheduled: [ Pending Approval: [~
Document Categury:. l—;l Held: |7
From Accounting Period: User ID: &
To Accounting Period: Security Crg: &
From Date: Title:
To Date:
Vendor
Code: 4% TIN (55N/EIN):
. Cu;tnma;' Account: '
Search Clear

2. Enter JU—Judgment Claim Document Typein the Document
Type box.

3. Enter the original Document Number associated with the
contingent liability “accrual” established that you are now ready to
reverse in the Document Number field.

4. Uncheck the Held box and check the Processed box under the
Document Status group box.

5. Click the Search button.

6. Select the desired Treasury Claim document and click the Correct
button.

The Header of the selected Treasury Claim Document is

displayed.
Finance Pegasys Judgement Claims Process
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Notes
7. Select the Accounting Lines Tab.
The Accounting Lines page will be displayed.
8. Select the appropriate line.
9. Click the Copy button.

Note: All of the accounting information on the previous Accounting
Lineis copied to the new line.

10. Select the new line and click the Accounting Line hyperlink to
open the new line.

The Accounting Line page will be displayed.

‘ Accounting Line I Contracts Pay |

Expand All | Collapse All

Line Number: 1 Receivable Type: &+

* 7 Source Number:

Transaction Event:  [Expendire z] 7224 Redlassification: [

Increase/Decrease: | Increase =] TROR Classification: [ %]

Obligation Fr: TROR Category: =
TROR Collection Type: | =]

Return to Top

11. Enter the appropriate Transaction Typein the Transaction Type
field.

12. Enter the appropriate Transaction Event from the Trans Event box.
13. Select I ncrease from the | ncr ease/Decr ease drop-down box.

14. Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

15. Click the Submit button.

System message indicates the form was submitted for processing
successfully.

11.3 Contract Dispute Judgment Claims

This section of the document provide step-by-step procedures for entering accruals, estimated accruals,
and invoices to generate payments for Contract Dispute Judgment Claims. The Contract Dispute
Judgment Claims fall into two categories — Unfunded and Funded.

= Section 3.1 — Provides an overview of the unfunded contract disputes workflow and step-by-step
procedures for entering accruals, orders, and invoices to generate Pegasys payments for Treasury.
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= Section 3.2 — Provides an overview of the funded contract disputes workflow and step-by-step
procedures for entering estimated accruals and invoices to generate Pegasys payments for the
claimant or Treasury.

11.3.1 Recording Unfunded Contract Dispute Judgment Claims

The unfunded Contract Dispute Claims areinitially recorded in Pegasys by establishing an accrua to
record the contingent liability. A payment is disbursed to the claimant by Treasury (Treasury Judgment
Fund) after the Contract Disputeis settled. Treasury submits areimbursement billing to GSA. GSA
obtains funding to reimburse Treasury, the unfunded contingent liability accrual is“reversed” and a
payment is generated for repayment of the Treasury Judgment Fund.

11.3.1.1 How Do | Enter an Accrual for an Unfunded Contract Dispute Claim?

The following steps detail the procedures for establishing an accrual in Pegasys to record the “unfunded
contingent liability” for the “probable loss’ of the claim.

Notes
1. Select Transactions—General System—New—Standard
Voucher from the menu bar.
The New Standard Voucher page will be displayed.
| New Standard Voucher
X Decument Type: Ju Judgement Claims r
Document Number Format: &
(Document Number Prefix:
Document Number: JU20110301000000 Generate
Security Org: #
Title:
Copy Document
% None
- Copy From
- Copy Forward
2. Enter JU—Judgment Claim in the Document Type box. Pressthe
[Tab] key. A unique document number will be generated in the
Document Number field after clicking the Generate button.
The Security Org defaultsto GSA.
3. Click Finish button.
The Header page of the Treasury Judgment Claim formwill be
Finance Pegasys Judgement Claims Process
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displayed.

| Header I Fixed Assets | Accounting Lines | Approval Routing | Mamosl Summary | Correspondence
Workflow Status Approval History

Expand All | Collapse All

= General

Document Type: u Judgement Claims Document Date:

Status: NEW Accounting Period: 2
Document Number: JU20110301000000 Reporting Accounting Period: &
Title: | Document Classification: &
Issued By: Security Org: GSA
Automnatic Reversal: r Suppress Printing: r

Reversal Accounting Period: & Spending Override: -

Reverse After Period:
Agency DUNS Number:

Agency DUNS+4:

Return to Top

Note: The Treasury Claim Form date and period fields will default
to the current Document Date, Acctg Period, and Reporting Acctg
Period after the Formis Verified or Processed.

4. Inthe Description field enter the appropriate information to
identify the “probable loss contingency” (e.g., LOSSCOXX).

5. Select the Accounting Lines Tab.

The Accounting Lines summary page will be displayed.
6. Click the Add button.

The Accounting Line page will be displayed.

‘ Accounting Line | Contracts Pay |

Expand All | Collapse All

=/ General

Line Number: 1 Receivable Type: &
X 7 Source Number:

Transaction Type:
Tranzaction Event: ,m, SF-224 Reclassification: [
Increase/Decrease: [Increase =] TROR Classifications [ =]
Obligation FY: TROR Category: =
TROR Collection Type: [ =]

Return to Top

7.  Enter the appropriate Transaction Type in the Transaction Type
field.

8. Enter the appropriate Transaction Event in the Trans Event box.

9. Enter the “unfunded contingency” amount being accrued in the
Amount field.

10. Inthe Accounting Dimensions section, enter the appropriate
accounting template in the Templatefield.

11. Click the Default button to populate fields in the Accounting

Pegasys Judgement Claims Process Finance
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Dimensions section. Enter additional fields as needed.

12. Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

13. Click the Submit button.

System message i ndicates the form was submitted for processing
successfully.

11.3.1.2

with Treasury?

How Do | Reclassify a Contract Dispute Liability as an Interagency Liability

After the Finance Center reviews and forwards Contract Dispute Claim documentation (FM S Forms 197
or 197-A) to Treasury for payment via the Treasury Judgment Fund. Treasury generates a payment to the
Claimant on the behalf of GSA. Finally, an accounting transaction is entered in Pegasys to “reclassify the
unfunded contingent liability as an interagency liability” with Treasury.

The following steps detail the procedures for “reclassifying an unfunded contingent liability as an
interagency liability” with Treasury.

Notes

1. Select Transactions—General System—New—Standard
Voucher from the menu bar.

The New Standard Voucher page will be displayed.

| New Standard Voucher

* Ju

Document Type: Judgement Claims &

Document Number Format: &
(Document Mumber Prefix:

Document Number: | JU20110301000000 Generate
Security Crg: &

Title:

Copy Document
% None

- Copy From
. Copy Forward

2. Select the Treasury Judgment Claim from the Doc Type

Finance

Created:

April 15, 2011

Final Version 1.0
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drop-down list box.
3. A unique document number will be generated in the Document

Number field after clicking the Gener ate button.
The Security Org defaults to GSA.

4. Click the Finish button.
The Header page of the Treasury Judgment Claim formwill be
displayed.
| Header I Fixed Assets | Accounting Lines | Approval Routing | Mamosl Summary | Correspondence
Workflow Status Approval History
Expand All | Collapse All
= General
Document Type: u Judgement Claims Document Date:
Status: NEW Accounting Period: 4
Document Number: Juz20110301000000 Reporting Accounting Period: &
Title: | Document Classification: &
Issued By: Securnity Org: GSA
Automatic Reversal: r Suppress Printing: r
Reversal Accounting Period: 7 Spending Override: [
Reverse After Period:
Agency DUNS Number:
Agency DUNS+4:
Return to Top
The Treasury Claim Form date and period fields will default to the
current Document Date, Acctg Period, and Reporting Acctg
Period after the Formis Verified or Processed.
5. Inthe Description field enter the appropriate information to
identify the “probable loss contingency” (e.g., LOSSCOXX).
6. Select the Accounting Lines Tab.
The Accounting Lines summary page will be displayed.
7. Click the Add button.
The Accounting Line page will be displayed.
‘ Accounting Line I Contracts Pay |
Expand All | Collapse All
- General
Line Number: 1 Receivable Twpe: P
X 1 oneaction Type: rd Saurce Number:
Transaction Event: | Expenditure =] SF-224 Reclassification: [
Increase/Decrease: ,m TROR Classification: hd
Obligation FY: TROR Category: l—ll
TROR Collection Type: l—;[
Return to Top
8. Enter the appropriate Transaction Typein the Transaction Type
field.
Pegasys Judgement Claims Process Finance
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9. Enter the appropriate Transaction Event in the Trans Event box.

10. Enter the “unfunded contingency” amount being reclassified in the
Amount field.

11. Inthe Accounting Dimensions section, enter the appropriate
accounting template in the Templatefield.

12. Click the Default button to popul ate fields in the Accounting
Dimensions section. Enter additional fields as needed.

13. Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

14. Click the Submit button.

System message indicates the form was submitted for processing
successfully.

11.3.1.3 How Do | Enter an Accrual Reversal for an Unfunded Contract Dispute
Claim?

Treasury forwards a Reimbursement Billing to the Finance Center for repayment of the Contract Dispute
claim payment made on GSA’s behalf. The Service Office responsible for the Contract Dispute obtains
funding and informs the Finance Center that funding will be made available to reimburse the Treasury
Judgment Fund. The Finance Center reverses the unfunded contingent liability for the respective
Contract Dispute claim.

The following steps detail the procedures for reversing an “unfunded contingent liability” accrual
previoudy recorded asa*“ probable loss’

Contract Dispute claim.

Notes
1. Select Transactions—General System—Correct from the menu
bar.
The Correct page will be displayed.
Finance Pegasys Judgement Claims Process
Created: April 15, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
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10.
11.

Correct
[~Sesrch Criteria
Subsystem: [General system =] Document Status
Document Tvpe: u Judgement Claims & Processed: [ Rejected: r
Document Number: ‘ Cancelled: [T Archived: -
Amendment Number: Scheduled: [T Pending Approval: [
Document Category: I—Ll Held: 4
From Accounting Period: User ID: &
To Accounting Period: Security Org: &
From Date: Title:
To Date:
Vendor
Code: # TIN (SSN/EIN):
DUNS: DUNS+4:
Customer Account: &
Search  Clear

Enter JU—Judgment Claim in the Document Type field.

Enter the original Document Number associated with the unfunded
contingent liability “accrual” established that you are now ready to
reversein the Document Number field.

Uncheck the Held box and check the Processed box under the
Document Status group box.

Click the Sear ch button.
The Treasury Claim document record will be displayed.

Highlight the desired Treasury Claim document record and click
the Correct button.

The Header of the selected Treasury Claim Document is
displayed.

Select the Accounting Lines Tab.

The Accounting Lines summary page will be displayed.
Select the appropriate line.

Click the Copy button.

Note: All of the accounting information on the previous Accounting

Lineis copied to the new line.

Select the new line.

Click the Accounting Line hyperlink.

The Accounting Line page will be displayed.

Notes

Pegasys Judgement Claims Process
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Accounting Line | Contracts Pay
Item: 12
Expand All | Collapse All
= General
Line Number: 2 Receivable Type: 7
* Transa ction Type: 06 i Source Number:
Transaction Event: | Expenditure ] SF-224 Reclassification: [~
Increase/Decrease: m TROR Classification: Administrative hd

12.

13.
14.
15.

16.

TROR Category: Commercial -

TROR Collection Type: |Agency :I‘

Obligation FY:

Return to Top

Enter the appropriate Transaction Type in the Transaction Type
field.

Enter the appropriate Transaction Event in the Trans Event box.
Select the Decr ease option next to the Amount field.

Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

Click the Submit button.

System message indicates the form was submitted for processing
successfully.

11.3.1.4 How Do | Reverse a Contract Dispute Liability Classified as an Interagency

Liability with Treasury?

The following steps detail the procedures for reversing an “unfunded contingent liability” accrual
previoudy reclassified as an “interagency liability” with Treasury.

Notes
1. Select Transactions—General System—Correct from the menu
bar.
The Correct page will be displayed.
Finance Pegasys Judgement Claims Process
Created: April 15, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
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Correct
[ Search Criteria
Subsystem: General System - Document Status —————————————
Document Tvpe: u Judgement Claims & Processed: [ Rejected: r

Cancelled: Archived: r

Document Number: |

Amendment Mumber:

Document Category: :I'

From Accounting Period: User ID: F

-
Scheduled: [ Pending Approval: [~
Held: ~

To Accounting Period: Security Org: &
From Date: Title:

To Date:

Vendor
Code: # TIN (S5N/EIN):

DUNS: DUNS+4:

Customer Account: &

Search  Clear

2. Enter JU—Judgment Claim Document Type in the Document
Type box.

3. Enter the original Document Number associated with the unfunded
contingent liability “accrual” established that you are now ready to
reverse in the Document Number field.

4. Uncheck the Held box and check the Processed box under the
Document Status group box.

5. Click the Search button.

6. Select the desired document and click the Correct button.

Note: The Header of the selected Treasury Claim Document is
displayed.

7. Select the Accounting Lines Tab.

The Accounting Lines page will be displayed.
8. Select the appropriate line.
9. Click the Copy button.
Note: All of the accounting information on the previous Accounting
Lineis copied the new line.
10. Select the new line.
11. Click the Accounting Line hyperlink.
The new Accounting Line page will be displayed.
Pegasys Judgement Claims Process Finance
Privileged and Confidential/°Copyright 2011, CGI Federal Created: April 15, 2011
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Accounting Line | Contracts Pay

Item: 12

Expand All | Collapse All

06 | Source Nu

Transaction Event: | Expenditure +] SF-224Re
Increase/beerease: [FTmREER TROR Clas:

Obligation FY: TROR Cats

TROR Collection Type: |Agency d

12. Enter the appropriate Transaction Typein the Transaction Type
field.

13. Enter the appropriate Transaction Event in the Trans Event box.
14. Select Decrease from the I ncr ease/Decr ease drop-down box.

15. Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

16. Click the Submit button.

System message indicates the form was submitted for processing
successfully.

11.3.1.5 How Do | Establish an Interagency Order to secure Funding for the
Treasury Paid Contract Dispute Claim?

The Service Office responsible for the Contract Dispute claim establishes an Interagency Order to
reimburse the Treasury Judgment Fund. The Finance Center subsequently establishes a Match Invoice to
generate a Pegasys payment document.

The step-by-step procedures describing how to establish a Pegasys Interagency Order Form to secure
funding for Treasury paid Contract Dispute are provided in the Pegasys Purchasing Users Guide. Refer
to Chapter 6, Orders, Section — 6.1 “ Create a Purchase Order or Record an Oral Procurement” for the
detailed data entry instructions.

11.3.1.6 How Do | Establish an Invoice for the Interagency Order related to the
Treasury Paid Contract Dispute Claim?

After the Service Office responsible for the Contract Dispute claim has established and approved an
Interagency Order to reimburse the Treasury Judgment Fund. The Finance Center establishes a match
Invoice for the Interagency Order using Treasury as the Designated Agent for payment.

The step-by-step procedures describing how to establish a Pegasys match Invoice for a previously
established Interagency Order are provided in the Pegasys Finance Users Guide. Refer to Chapter 4,

I nvoices, Section —4.2.1 “ Creating Non-Itemized Match | nvoice Documents’ for the detailed data entry
instructions.

Finance Pegasys Judgement Claims Process
Created: April 15, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
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Note: In addition to the required Pegasys match Invoice data Treasury will be entered as the Designated
Agent. Assigning Treasury as the Designated Agent enables GSA to generate 1099 reporting data for the
contract’ s vendor and disburse a payment to reimburse the Treasury Judgment Fund.

Treasury will be assigned as the Designated Agent using the following Vendor Code and Vendor
Address Code:

= Treasury Vendor Code — TBP (To Be Provided)
= Designated Agent Address Code— TBP (To Be Provided)

The assigned Designated Agent Address Code for Treasury to support the Judgment Claims workflow will be
provided in the Final version of the Pegasys Judgment Claims Users Guide.

11.3.2 Recording Funded Contract Dispute Judgment Claims

Processing for funded Contract Dispute Claims involve recording an estimated accrual, an actual receipt,
and subsequently either a payment to the claimant or to reimburse Treasury for making a payment to the
claimant after settlement on GSA’s behalf.

Figures 3-3 and 3-4 on the following pages present an overview of each Pegasys Funded Contract Dispute
workflow.

11.3.2.1 How Do | Enter an Estimated Accrual for a Funded Contract Dispute Claim?

The following steps detail the procedures for establishing an Estimated Accrual in Pegasys to record the
“unfunded contingent liability” for the “probable loss’ claim.

Notes

1. Select Transactions—Purchasing—New—Estimated Accrual
from the menu bar.

The New Estimated Accrual page will be displayed.

| Mew Estimated Accrual

* Document Tvpe: AE Estimated Accrual 3-wz 47

" Document Number Format:

Document Mumber Prefix:

Document Number: AE201103020000 Generate

Security Org: &
Title:

Copy Document
i None

i Copy From
¥ Copy Forward

Pegasys Judgement Claims Process Finance
Privileged and Confidential/°Copyright 2011, CGI Federal Created: April 15, 2011
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2. Enter appropriate document type in the Document Typefield.
3. A unique document number will be generated in the Document
Number field after clicking the Gener ate button.
The Security Org defaults to GSA.
4. Select the Copy Forward radio button.
5. Click the Next button.
6. Inthe Document Type field, enter the appropriate Order Document
Type.
7. Inthe Document Number field, type the document number to
copy forward.
8. Click the Search button.
9. Select the appropriate document from the generated list.
10. Click the Finish button.
The Header page of the Treasury Judgment Claim Estimated
Accrual formwill be displayed.
‘ Header I Fixed Assets | Office Addresses | Header Accounting Lines | Ttemize: d Lines | Approval Routing | Memas | Summary | Correspondence
7;D:ri\len:a"ryp AE Estimated Accrual 3-w: Receipt Date: Reset: [
Status: NEW Accounting Peried: b4
Document it Number: AE201103020000 7
— O e .
o S
Disbursin g Office: & Fast Pay: o
Automatic Reversal - ccepted Date:
Reversal Accounting Period: & ﬁﬁ;mmam
11. Enter the name of the person creating the estimated accrual in the
Received By fidd.
The Treasury Judgment Estimated Accrual Form date and period
fieldswill default to the current Document Date, Acctg Period, and
Reporting Acctg Period after the Formis Verified or Processed.
Note: Do not use the Accepted Date and Delivery Date fields.
12. Select the Header Accounting Lines Tab.
The Header Accounting Lines page will be displayed.
13. Select the appropriate line.
Finance Pegasys Judgement Claims Process

Created: April 15, 2011
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Notes
14. Click the Header Accounting Line hyperlink link to open the line.
The Header Accounting Line page will be displayed.

Header Accounting Line

Expand &ll | Collapse All

- General
Line Mumber: i Source Number:
Transaction Tvpe: &

Accepted Date:
Delivery Date:

Related Cost Type:  [W/A -

Period of Performance
lrstar’t Date: End Date:

Return to Top

15. Inthe Line Amounts section, enter the estimated “funded
contingency” amount being reclassified in the Amount field.

16. Inthe Description field enter the appropriate information to
identify the “probable loss contingency” (e.g., LOSSCOXX).

17. Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

18. Click the Submit button.

System message indicates the form was submitted for processing
successfully.

11.3.2.2 How Do | Liguidate an Estimated Accrual for a Funded Contract Dispute
Claim?

Treasury forwards a Reimbursement Billing to the Finance Center for repayment of the Contract Dispute
claim payment made on GSA’s behalf. The Service Office responsible for the Contract Dispute obtains
funding and informs the Finance Center that funding is available to reimburse the Treasury Judgment
Fund. The Finance Center processes a Pegasys Receipt. The Receipt liquidates the estimated accrual and
the unfunded contingent liability for the respective Contract Dispute claim.

The step-by-step procedures describing how to liquidate a Pegasys Estimated Accrual using an Actua
Receipt are provided in the Pegasys Pur chasing Users Guide. Refer to Chapter 8, Estimated Accruals,
Section —8.1.5 “ Liquidating a Non-Itemized Estimated Accrual” for the detailed data entry instructions.

Pegasys Judgement Claims Process Finance
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11.3.2.3 How Do | Establish an Invoice for the Funded Order related to the Contract
Dispute Claim?

The next step isto process the match Invoice so that a payment can be generated by Pegasys Automated
Disbursement batch jobs. A Pegasys match Invoice is established to generate payment for either the
Claimant (GSA pays) or Treasury (Treasury paid claimant on GSA’s behalf).

11.3.2.3.1 GSA Pays Claimant

If, GSA is paying the claimant the normal match Invoice procedures are followed by the Finance Centers
as documented in the Pegasys Finance Users Guide. The step-by-step procedures describing how to
establish a Pegasys match Invoice are provided in the Pegasys Finance Users Guide. Refer to Chapter
4, Invoices, Section —4.2.1 " Creating Non-Itemized Match I nvoice Documents’ for the detailed data
entry instructions.

11.3.2.3.2 Reimbursing Treasury for Payment made to Claimant

If, GSA isreimbursing Treasury for a payment made to the claimant then Treasury must be entered as the
Designated Agent on the match Invoice. The step-by-step procedures describing how to establish a
Pegasys match Invoice are provided in the Pegasys Finance Users Guide. Refer to Chapter 4, I nvoices,
Section —4.2.1 “ Creating Non-Itemized Match I nvoice Documents” for the detailed data entry
instructions.

Note: In addition to the required Pegasys match Invoice data Treasury will be entered as the Designated
Agent. Assigning Treasury as the Designated Agent enables GSA to generate 1099 reporting data for the
contract’ s vendor and reimburse the Treasury Judgment Fund.

Treasury will be assigned as the Designated Agent using the following Vendor Code and Vendor
Address Code:

= Treasury Vendor Code— TBP (To Be Provided)
= Designated Agent Address Code— TBP (To Be Provided)

Finance Pegasys Judgement Claims Process
Created: April 15, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
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12  Purchasing Public Debt

12.1 Purchase at Par with Accrued Interest

Figure 12-1 Purchase at Par with Accrued Interest

Purchase —» | Accruelnt. —» | Collect Int. —» | Mature

12.1.1 How do | Record the Purchase of an Investment at Par with Accrued
Interest?

To record the purchase of an investment at par value with accrued interest at the time of the purchase,
create atwo-line SV document in Pegasys.

= Line 1 — Record the purchase price par value amount with document type IA and transaction type
01.The dollar amount used for this line isthe par value of the investment.

= Line 2 — Record the entries for the purchase of accrued interest (for amortized funds) by using
document type IA and transaction type 05 OR 06 (for non-amortized funds). The dollar amount used
for thisline isthe amount of accrued interest purchased with the investment at the time of purchase.

12.1.2 How do | Accrue Other Interest?

To accrue other interest, create asingle line SV document in Pegasys.

= Line 1 — Record the accrual of other interest with document type IA and transaction type 07. The
dollar amount used for thisline isthe newly accrued interest amount on the investment.

12.1.3 How do | Collect Interest?

To record the collection of Interest, create asingle line SV in Pegasys.

= Line 1 — Record the entries for the collection of interest (previously accrued) with document type 1A
transaction type 08 OR 09 (for interest not previously accrued). The dollar amount used for thisline
isthe current interest collected using document type IA and transaction type 08 for the amount that
was previously accrued and transaction type 09 for the amount that was not previously accrued. If a
portion of the interest collected was previoudy accrued and a portion was not previously accrued, the
document will need two lines. Thefirst line will be the amount that was previously accrued using
document type IA and transaction type 08 and the second line will be the amount that was not
previoudy accrued using |AQ9.

12.1.4 How do | Record the Maturation of an Investment?

To record the maturation of an investment, create asingle line SV in Pegasys.

= Line 1 — Record the maturity of the Investment at Par value with document type |A and transaction
type 11. The dollar amount used for thisline is the par value of the investment.

Finance Purchasing Public Debt
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12.2 Purchase at Par without Accrued Interest

A Blanket Purchase Agreement with Limitationsis 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 aPR will be required.

Figure 12-2 Purchase at Par without Accrued Interest

Purchase —» | Accruelnt. —» | Collect Int. —» | Mature

12.2.1 How do | Purchase an Investment at Par without Accrued Interest?

To record the purchase of an investment at par value, create asingle line SV document in Pegasys.

= Line 1 — Record the principal purchase price with document type IA and transaction type 01. The
dollar amount used for thisline isthe par value of the investment.

12.2.2 How do | Accrue Other Interest?

To accrue other interest, create asingle line SV document in Pegasys.

= Line 1 — Record the accrua of other interest with document type IA and transaction type 07. The
dollar amount used for thisline isthe newly accrued interest amount on the investment.

12.2.3 How do | Collect Interest?
To record the collection of Interest, create asingle/multi line SV in Pegasys.

= Line 1 — Record the entries for the collection of interest (previously accrued) with document type IA
and transaction type 08 OR 09 (for interest not previously accrued). The dollar amount used for this
lineisthe current interest collected using transaction type 08 for the amount that was previously
accrued and 09 for the amount that was not previously accrued. If a portion of the interest collected
was previously accrued and a portion was not previously accrued, the document will need two lines.
Thefirst linewill be the amount that was previously accrued using transaction type 08 and the second
line will be the amount that was not previously accrued using transaction type 09.

12.2.4 How do | Record the Maturation of an Investment?

To record the maturation of an investment, create asingle line SV in Pegasys.

= Line 1 — Record the maturity of the Investment at Par value with document type IA and transaction
type 11. The dollar amount used for thisline isthe par value of the investment.

12.3 Purchase at Premium with Accrued Interest not Amortizing the Premium

Figure 12-3 Purchase at Premium with Accrued Interest not Amortizing the Premium

Purchase — | Accruelnt. — | Collect Int. — | Mature
Purchasing Public Debt Finance
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12.3.1 How do | Purchase an Investment at Premium with Accrued Interest?

To record the purchase of an investment at a premium with accrued interest, create athree line SV
document in Pegasys.

= Line 1 — Record the principal purchase price with document type IA and transaction type 01. The
dollar amount used for thisline isthe par value of the investment.

= Line 2 — Record the entries for the purchase of accrued interest with document type A and
transaction type 06. The dollar amount used for thisline is the amount of accrued interest purchased
with the investment at the time of purchase.

= Line 3 - Record the entries for the premium with document type IA and transaction type 03. The
dollar amount used for thisline isthe amount of premium paid for the investment.

12.3.2 How do | Accrue Other Interest?

To accrue other interest, create asingle line SV document in Pegasys.

= Line 1 —Record the accrua of other interest with document type IA transaction type 07. The dollar
amount used for this line isthe newly accrued interest amount on the investment.

12.3.3 How do | Collect Interest?
To record the collection of Interest, create asingle/multi line SV in Pegasys.

= Line 1 — Record the entries for the collection of interest (previously accrued) with document type I1A
and transaction type 08 OR 09 (for interest not previously accrued). The dollar amount used for this
lineisthe current interest collected using transaction type 08 for the amount that was previously
accrued and 09 for the amount that was not previoudy accrued. If a portion of the interest collected
was previously accrued and a portion was not previously accrued, the document will need two lines.
Thefirst line will be the amount that was previously accrued using transaction type 08 and the second
line will be the amount that was not previously accrued using transaction type 09.

12.3.4 How do | Record the Maturation of an Investment?

To record the maturation of an investment, create atwo line SV in Pegasys.

= Line 1 — Record the maturity of the Investment at Par value with document type | A transaction type
11. The dollar amount used for thislineisthe par value of the investment.

= Line 2 — Record the premium maturity with document type |A and transaction type 12. The dollar
amount used for this line isthe amount of premium paid for the investment.

Finance Purchasing Public Debt
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12.4 Purchase at Premium with Accrued Interest Amortizing the Premium

Figure 12-4 Purchase at Premium with Accrued Interest Amortizing the Premium

Purchase | —» Accrue Int. —» | Collect Int. — Amortize Premium

Mature

12.4.1 How do | Purchase an Investment at Premium with Accrued Interest at time
of purchase and amortize the premium?

To record the purchase of an investment at a premium with accrued interest and also amortize the
premium, create athree-line SV document in Pegasys.

= Line 1 —Record the principal purchase price with document type IA and transaction type 01. The
dollar amount used for thisline isthe par value of the investment.

= Line 2 — Record the entries for the purchase of accrued interest with document type IA and
transaction type 05. The dollar amount used for thisline is the amount of accrued interest purchased
with the investment at the time of purchase.

= Line 3 - Record the entries for the premium with document type IA and transaction type 02. The
dollar amount used for thisline is the amount of premium paid for the investment.

12.4.2 How do | Accrue Other Interest?

To accrue other interest, create asingle line SV document in Pegasys.

= Line 1 — Record the accrual of other interest with document type IA and transaction type 07. The
dollar amount used for thisline is the newly accrued interest amount on the investment.

12.4.3 How do I Collect Interest (All)?
To record the collection of Interest, create a single/multi line SV in Pegasys.

= Line 1 — Record the entries for the collection of interest (previously accrued) with document type 1A
and transaction type 08 OR 09 (for interest not previously accrued). The dollar amount used for this
lineisthe current interest collected using transaction type 08 for the amount that was previously
accrued and 09 for the amount that was not previously accrued. If a portion of the interest collected
was previously accrued and a portion was not previously accrued, the document will need two lines.
Thefirst line will be the amount that was previously accrued using transaction type 08 and the second
line will be the amount that was not previously accrued using transaction type 09.

12.4.4 How do | Amortize the Premium?

To amortize the premium, create asingle line SV in Pegasys.

= Line 1 — Record the amortization of the premium with document type IA and transaction type 10 with
aDecreaseindicator. The dollar amount used for thisline isthe amount of premium paid for the

investment.
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12.4.5 How do | Record the Maturation of an Investment?

To record the maturation of an investment, create atwo-line SV in Pegasys.

= Line 1 — Record the maturity of the Investment at Par value with document type |A and transaction
type 11. The dollar amount used for thisline isthe par value of the investment.

= Line 2 — Record the premium maturity with document type IA and transaction type 12. The dollar
amount used for this line isthe amount of premium paid for the investment.

12.5 Purchase at Premium without Accrued Interest not amortizing the Premium

Figure 12-5 Purchase at Premium without Accrued Interest not Amortizing the Premium

Purchase —» | Accruelnt. —» | Collect Int. —» | Mature

12.5.1 How do | Purchase an Investment at Premium without Accrued Interest at
time of purchase and amortize the premium?

To record the purchase of an investment at a premium with accrued interest and also amortize the
premium, create atwo-line SV document in Pegasys.

= Line 1 — Record the principal purchase price with document type IA and transaction type 01. The
dollar amount used for thisline isthe par value of the investment.

= Line 2 — Record the entries for the premium with document type IA and transaction type 02. The
dollar amount used for thisline isthe amount of premium paid for the investment.

12.5.2 How do | Accrue Other Interest?

To accrue other interest, create asingle line SV document in Pegasys.

= Line 1 — Record the accrua of other interest with document type IA and transaction type 07. The
dollar amount used for thisline is the newly accrued interest amount on the investment.

12.5.3 How do I Collect Interest?
To record the collection of Interest, create a single/multi line SV in Pegasys.

= Line 1 — Record the entries for the collection of interest (previously accrued) with document type IA
and transaction type 08 OR 09 (for interest not previously accrued). The dollar amount used for this
lineisthe current interest collected using transaction type 08 for the amount that was previously
accrued and 09 for the amount that was not previoudly accrued. If a portion of the interest collected
was previously accrued and a portion was not previousdly accrued, the document will need two lines.
Thefirst line will be the amount that was previously accrued using transaction type 08 and the second
line will be the amount that was not previously accrued using 09.

12.5.4 How do | Record the Maturation of an Investment?

To record the maturation of an investment, create atwo-line SV in Pegasys.
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= Line 1 — Record the maturity of the Investment at Par value with document type IA and transaction
type 11. The dollar amount used for thisline isthe par value of the investment.

= Line 2 — Record the premium maturity with document type IA and transaction type 12. The dollar
amount used for this line isthe amount of premium paid for the investment.

12.6 Purchase investment at a Premium without Accrued Interest amortizing the
Premium

Figure 12-6 Purchase Investment at a Premium without Accrued Interest Amortizing the Premium

Purchase | —» Accrue Int. —» | Collect Int. — Amortize Premium

}

Mature

12.6.1 How do | Purchase an Investment at a Premium with Accrued Interest at time
of purchase and amortize the premium?

To record the purchase of an investment at a premium with accrued interest and also amortize the
premium, create atwo-line SV document in Pegasys.

= Line 1 — Record the principal purchase price with document type IA and transaction type 01. The
dollar amount used for thisline isthe par value of the investment.

= Line 2 — Record the entries for the premium with document type IA and transaction type 02. The
dollar amount used for thisline isthe amount of premium paid for the investment.

12.6.2 How do | Accrue Other Interest?

To accrue other interest, create asingle line SV document in Pegasys.

= Line 1 — Record the accrua of other interest with document type IA and transaction type 07. The
dollar amount used for thisline is the newly accrued interest amount on the investment.

12.6.3 How do I Collect Interest?
To record the collection of Interest, create a single/multi line SV in Pegasys.

= Line 1 — Record the entries for the collection of interest (previously accrued) with document type IA
and transaction type 08 OR 09 (for interest not previously accrued). The dollar amount used for this
lineisthe current interest collected using transaction type 08 for the amount that was previously
accrued and 09 for the amount that was not previously accrued. If a portion of the interest collected
was previously accrued and a portion was not previously accrued, the document will need two lines.
Thefirst linewill be the amount that was previously accrued using transaction type 08 and the second
line will be the amount that was not previously accrued using 09.
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12.6.4 How do | Amortize the Premium?

To amortize the premium, create asingle line SV in Pegasys.

= Line 1 — Record the amortization of the premium with document type IA and transaction type 10 with
aDecreaseindicator. The dollar amount used for thisline isthe amount of premium paid for the
investment.

12.6.5 How do | Record the Maturation of an Investment?

To record the maturation of an investment, create atwo-line SV in Pegasys.

= Line 1 — Record the maturity of the Investment at Par value with document type IA and transaction
type 11. The dollar amount used for thisline isthe par value of the investment.

= Line 2 — Record the premium maturity with document type IA and transaction type 12. The dollar
amount used for this line isthe amount of premium paid for the investment.

12.7 Purchase investment at a Discount with Accrued Interest amortizing the Discount

Figure 12-7 Purchase Investment at a Discount with Accrued Interest Amortizing the Discount

Purchase | —» Accrue Int. —» | Collect Int. — Amortize Discount

|

Mature

12.7.1 How do | Purchase an Investment at a Discount with Accrued Interest at time
of purchase and amortize the discount?

To record the purchase of an investment at a premium with accrued interest and also amortize the
premium, create athree-line SV document in Pegasys.

= Line 1 — Record the principal purchase price with document type IA and transaction type 01. The
dollar amount used for thisline isthe par value of the investment.

= Line 2 — Record the entries for the purchase of accrued interest with document type A and
transaction type 05. The dollar amount used for thisline is the amount of accrued interest purchased
with the investment at the time of purchase.

= Line 3 - Record the entries for the discount with document type IA and transaction type 04. The
dollar amount used for thisline is the amount of the discount given with the purchase of the
investment.

12.7.2 How do | Accrue Other Interest?

To accrue other interest, create asingle line SV document in Pegasys.

= Line 1 — Record the accrua of other interest with document type IA and transaction type 07. The
dollar amount used for thisline is the newly accrued interest amount on the investment.
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12.7.3 How do | Collect Interest?
To record the collection of Interest, create asingle/multi line SV in Pegasys.

= Line 1 — Record the entries for the collection of interest (previously accrued) with document type IA
and transaction type 08 OR 09 (for interest not previously accrued). The dollar amount used for this
lineisthe current interest collected using transaction type 08 for the amount that was previously
accrued and 09 for the amount that was not previously accrued. If a portion of the interest collected
was previously accrued and a portion was not previously accrued, the document will need two lines.
Thefirst line will be the amount that was previously accrued using transaction type 08 and the second
line will be the amount that was not previously accrued using transaction type 09.

12.7.4 How do | Amortize the Discount?

To amortize the discount, create asingle line SV in Pegasys.

= Line 1 — Record the amortization of the discount with document type |A and transaction type 10. The
dollar amount used for thisline is the amount of the discount given with the purchase of the
investment.

12.7.5 How do | Record the Maturation of an Investment?

To record the maturation of an investment, create atwo-line SV in Pegasys.

= Line 1 — Record the maturity of the Investment at Par value with document type IA and transaction
type 11. The dollar amount used for thisline is the par value of the investment.

= Line 2 — Record the discount maturity with document type IA and transaction type 14. The dollar
amount used for this line isthe amount of the discount given with the purchase of the investment.

12.8 Purchase at Discount without Accrued Interest Amortizing the Discount

Figure 12-8 Purchase at Discount without Accrued Interest Amortizing the Discount

Purchase —> Accrue Int. —» | Collect Int. —> Amortize Discount

}

Mature

12.8.1 How do | Purchase an Investment at Discount with Accrued Interest at time
of purchase and amortize the discount?

To record the purchase of an investment at a discount with accrued interest and also amortize the
discount, create atwo-line SV document in Pegasys.

= Line 1 —Record the principal purchase price with document type IA and transaction type 01. The
dollar amount used for thisline isthe par value of the investment.
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= Line 2 — Record the entries for the discount with document type IA and transaction type 04. The
dollar amount used for this line isthe amount of the discount given with the purchase of the
investment.

12.8.2 How do | Accrue Other Interest?

To accrue other interest, create asingle line SV document in Pegasys.

= Line 1 — Record the accrual of other interest with document type IA and transaction type 07. The
dollar amount used for thisline isthe newly accrued interest amount on the investment.

12.8.3 How do | Collect Interest?
To record the collection of Interest, create asingle/multi line SV in Pegasys.

= Line 1 — Record the entries for the collection of interest (previously accrued) with document type I1A
and transaction type 08 OR 09 (for interest not previously accrued). The dollar amount used for this
lineisthe current interest collected using transaction type 08 for the amount that was previously
accrued and 09 for the amount that was not previously accrued. If a portion of the interest collected
was previously accrued and a portion was not previously accrued, the document will need two lines.
Thefirst line will be the amount that was previously accrued using transaction type 08 and the second
line will be the amount that was not previously accrued using 09.

12.8.4 How do | Amortize the Discount?

To amortize the discount, create asingle line SV in Pegasys.

= Line 1 — Record the amortization of the discount with document type IA and transaction type 10. The
dollar amount used for thisline is the amount of the discount given with the purchase of the
investment.

12.8.5 How do | Record the Maturation of an Investment?

To record the maturation of an investment, create atwo-line SV in Pegasys.

= Line 1 — Record the maturity of the Investment at Par value with document type |A and transaction
type 11. The dollar amount used for thisline isthe par value of the investment.

= Line 2 — Record the discount maturity with document type IA and transaction type 14. The dollar
amount used for this line isthe amount of the discount given with the purchase of the investment.
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13 Refund Payment Procedures

Beginning October 1, 2002, Refund Payments are now processed in Pegasys. Refunds can be recorded
against known Funds (i.e., 262X, 110) or against Deferred Funds such as 206X, 207X, or 197X. Step-by-
step instructions for recording Refund Payments are listed below.

13.1 How do | Process a Refund Against a Known Fund?

The refund process in Pegasys begins with the creation of a Direct Pay Match Invoice document. Once
the Direct Pay Match Invoice has been processed, the document will run through the Automated Match
(AM) Batch Job and create a payment. The payment will then be disbursed for the amount listed on the
Match Invoice to the designated vendor. Please refer to Figure 13-1 Fund Refunds Document Type
Table below, for alisting of Refund Reasons and associated Document Types.

Figure 13-1 Fund Refunds Document Type Table

Refund Reason NEAR G/L Account Document Type
A/R Reclassification 2018/1032 E3
Refunds/Prepayments 2921,2923,2924/1032 El
Advances from Others TAPS 2943/1032 E4
Deferred Credit (General) 2901/1032 E5
Deferred Credits (Unamortized Short 2919/1032 E6

Term)

To Create a Direct Pay Match Invoice:

Notes
1. Select Transactions—Purchasing—New—M atch Invoice from the menu bar.
The New Match I nvoice page will be displayed.
Finance Refund Payment Procedures
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Notes
| New Match Invoice
* Document Type: 4
Document Number Format: #
(Dccument Number Prefix:
Document Number: Generate
Security Org: #
Title
Copy Document
* None
o Copy From
L@ Copy Forward
2. Inthe Document Type field, enter the appropriate document type. Please refer to Figure
13-1 Fund Refunds Document Type Table.
3. A unique document number will be automatically generated in the Doc Number field after
clicking the Gener ate button.
4. Click the Finish button.
The Header page of the Match Invoice formwill be displayed.
| Header | Fixed Assets I Office Addresses | Header Accounting Lines | Itemnized Lines I Approval F‘.Uutingl Memos I Summaryl Disbursing Information
Workflow Status Approval History
Expand All | Collapse All
— - General
Document Type: E3 Refunds - A/R Reclass Invoice Date: Reset: [T
Status: NEW Accounting Period: &
Document Number: E3201102140000 Reporting Accounting Period:
Title: | Cocument Classification:
* e = Security Org: GSA
2dditional Fayee Name:
RISt Accomplished Date:
Vendor's Invoice Date:
- Suppress Printing: [l
* Log Date: Fast Pay: -
Invoice Status: & Electronic: |
Invoice Status Reason: & Period of Perfermance
Start Date:
End Date:
Return to Top

5. IntheTitlefield, enter any unique identifying information (e.g., customer’s name) that will
aid in identifying the refund transaction when generating Pegasys queries and reports

Note: Vendor’s I nvoice Date, Log Date, Accounting Period, and Reporting Accounting
Period fields will default to the current date and period when the formis Verified or
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10.
11.

12.

13.

14.

Notes
Processed.

Enter the Vendor Code and Vendor Address Code. The vendor name will be inferred
from the vendor code.

Note: When recording a NARA refund enter NARAREFUND in the Vendor Code field.
Pressthe[Tab] key. The Vendor Address Code field will default to 00001. For NARA
refunds only, follow Steps 6-8 below

For non-NARA refunds, proceed to Step 10.

Click the M or e button in the Vendor group box.

Note: The Vendor Details page will be displayed.

Enter the Name, Address, City, State, and Zip Code of the person receiving the refund.
Click the OK button.

Enter the Vendor’s invoice number in the I nvoice # field.

In the Description field, enter descriptive information about the refund.

Note: Extended description text field allows for a maximum disk space of 60K (whereas
regular description fields hold 255 characters), but printing of the extended description
field on forms or reportswill be determined by the room available on the form or report.

Select the Header Accounting Linestab.

The Header Accounting Lines page will be displayed.
To add anew line, click the Add button.

The Header Accounting Line page will be displayed.

Header | Fixed Assets | Office Addresses | Header Accounting Lines | Itemized Lines | Approval Routing | Memos | Summary | Disburs

| Header Accounting Line | Contracts Fay I Receipts |

Expand All | Collapse All

= General
Line Number: 1 Source Number:
Transaction Type: 4

Line Type: INcrmaI 'I

Period of Performance
(Start Date: End Date:

Related Cost Type: |N/A -

Return to Top

= Prepayment/Holdback/Suspension Reference

Tvpe: Humber: Item: Accounting: ey
& 4 & .

Return to Top

In the Line Amounts section, enter the dollar amount in the I nvoiced field.
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15. In the Accounting Dimensions section, enter the appropriate accounting template for the
Fund the refund is to be recorded against.

Note: Special templates have been set up for Refunds. These templates are named,
“ REFUND-FY03-XXXX" where XXXX stands for the Fund Code.

16. Click the Default button to popul ate fields in the Accounting Dimensions section. Enter
additional fields as needed.

17. Go to the Summary tab to view a summary of the accounting lines. To update an existing
line, select theling, click in the text box for the field you would like to update, and make the
update.

To add anew line, click the Add button and follow the instructions above on how to enter a
header accounting line. To delete aline, select the line and click the Remove button.

18. Click the Verify button to ensure that the data has been entered correctly on the form.
If error messages are displayed, review the message and correct the form accordingly.
19. Click the Submit button.

System message indicates the form was submitted for processing successfully.

13.2 How Do | Process a Refund Against a Deferred Fund?

The process for recording arefund against a Deferred Fund also begins with the establishment of a Direct
Pay Match Invoice (E2). A different Doc Type and the use off aspecia Cost Element and Function
Code in the accounting templ ate are what distinguish the two Refund Payment processes.

To Create a Direct Pay Match Invoice:

Notes
1. Select Transactions—Purchasing—New—M atch Invoice from the menu bar.
The New Match I nvoice page will be displayed.
Refund Payment Procedures Finance
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Notes
| Mew Match Invoice
* Document Type: 7
Document Number Format: # ————
(Dccument Mumber Frefix:
Coccument Mumber: Generate
Security Org: g
Title:
Copy Document
¥ None
r Copy From
L, Copy Forward
2. Inthe Document Typefield, enter E2.
3. A unique document number will be automatically generated in the Doc Number field after
clicking the Gener ate button.
4. Click the Finish button.
|- Header |7waed' Assets | Office Addresses | Header Accounting Lines | Itemized Lines | Approval Reuting | Memos | Summary | Disbursing Information
Workflow Status  Approval History
Expand &ll | Collapse All
— = General
Document Type: E2 Prepayments/Refunds Inveice Date: Reset: [
Status: NEW Accounting Period: &
Deocument Number: E2201102140000 Reporting Accounting Period: #
Title: Document Classification: '
R i By na Security Grg: GsA
i Additional Payes Name:
frverce =: Accomplished Date:
Vendor's Inveice Date:
Suppress Printing: -
* Log Date: Fast Pay: O
Invoice Status: 7 Electronic: |
Invoice Status Reason: # Period of Performance
Start Date:
End Date:
Return to Top
Note: The Header page of the Direct Pay Match Invoice formwill be displayed.
Note: Vendor’s I nvoice Date, Log Date, Accounting Period, and Reporting Accounting
Period fields will default to the current date and period when the formis Verified or
Processed.
Finance Refund Payment Procedures
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5. Enter the Vendor Code and Vendor Address Code. The vendor name will be inferred from
the vendor code.
6. Enter the Vendor’sinvoice number in the Invoice # field.
7. Inthe Description field, enter descriptive information about the refund.
Note: Extended description text field allows for a maximum disk space of 60K (whereas
regular description fields hold 255 characters), but printing of the extended description field
on forms or reports will be determined by the room available on the form or report.
8. Select the Header Accounting Lines tab.
The Header Accounting Lines page will be displayed.
9. Click the Add button to add anew line.
The Header Accounting Line page will be displayed.
Verify Save Submit  Schedule Fund Currency  Add Shortcut  Attachments  Route Invoice Image
Header | Fixed Assets | Office Addresses | Header Accounting Lines | Itemized Lines | Approval Routing | Memos | Summary | Disburs
Header Accounting Line | Contracts Pa_y R_ec.eipts
Expand All | Cellapse All
— = General
Line Mumber: [t Source Number:
Transacticn Type: & %
Line Type: Im
lrstaar:;:;e:enwmsnca End Date:
Related Cost Type: |N-\ ;I
Return to Top
10. IntheLine Amount section, enter the dollar amount in the Invoiced field.
11. Inthe Accounting Dimensions section, enter the appropriate accounting template.
12. Enter the appropriate Cost Element and Function Code, please refer to,
Figure13-2  Refunds-— Deferred Funds (206X, 207X, 197X)below:
Figure 13-2 Refunds — Deferred Funds (206X, 207X, 197X)
Refund Reason NEAR DR Account Sub-Object Class Activity
Refunds — Liability for 2402 998 GXR01
Deposit (General) 2403
GI/L Acct: 2400.01 2405
Refund Payment Procedures Finance
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Refund Reason NEAR DR Account Sub-Object Class

Activity

Refunds — Liability for 2407 998
Deposit (Personal)
G/L Acct: 2400.02

Refunds — Liability for 2408 998
Deposit (Real)
G/L Acct: 2400.03

GXR02

GXRO03

13. Gotothe Summary tab to view a summary of the accounting lines.
To update an existing line, select the line, click in the text box for the
field you would like to update, and make the update.

To add anew line, click the Add button and follow the instructions
above on how to enter a header accounting line. To delete aline,
select the line and click the Remove button.

14. Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct the
formaccordingly.

15. Click the Submit button.

System message indicates the form was submitted for processing

Notes

successfully.
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14  Special Payment Procedures

The following chapter details the procedures for processing Deferred Payments, Payment over
Cancellation and Payment Only Chains for Expenditure Refunds.

14.1 How Do | Process Deferred Payments?

Beginning October 1, 2002, Deferred Payment transactions (NEAR Action Codes D9, G9, and M9) will
be processed in Pegasys. Transactions entered online in Pegasys will immediately impact budgets.
Therefore, Deferred Payment transactions recorded against expense-based funds, such as 255X, will
immediately draw down against available budget amounts. Step-by-step instructions for recording
Deferred Payment transactions are listed in Section 14.1.1: How do | make a Payment against a
Deferred Fund? and Section 14.1.2: How do | Allocate Deferred Payments?

14.1.1 How do | make a Payment against a Deferred Fund?

The Deferred Payments process in Pegasys begins with the creation of a Direct Pay Match Invoice
document.

To Create a Direct Pay Match Invoice

Notes

1. Select Transactions—Purchasing—New—Match I nvoice from
the menu bar.

The New Match I nvoice page will be displayed.

| New Match Invoice ‘

*Dccumer-tT';“e: E2 Prepayments/Refunds 4

Document Number Prefix:

” Document Number Format: &

Document Number: Generate

Security Org: #
Title:

Copy Document
* hone

L9 Copy From
o Copy Forward

h

2. Inthe Document Typefield, enter E2 — Prepayment/Refunds
(General, PersProp, Real Prop).

3. A unique document number will be automatically generated in the
Document Number field after clicking the Generate button.
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4. Click the Finish button.

The Header page of the Direct Pay Match Invoice formwill be

displayed.

‘ Header IF\xed Assets | Office Addresses | Header Accounting Lines | Itemized Lines | Approval Routing | Memos | Summary | Disbursing Information

Workflow Status  Approval History

Expand All | Collapse &l

= General
Document Type: E2  Prepayments/Refunds
Status: NEW

Documen t Number: E2201102230000

Title:

* [yciced By:

Invoice #:

vender's Invoice Date:

Invoice Status Reacon: &

Invoice Date: Reset: [

ccounting Period:

Reporting Accounting Period: &7
Document Classification: by &
Security Grg: GSA

Additional Payee Name:

Accomplished Date:

Suppress Printing:

Fast Pay:

HOO

erformsance ———————————————
’7Evd Date:

5.  Enter the appropriate information in the Title or Description field.

Note: Information entered in either the Titlefield or the
Description field of the Header page will be used to track the
transaction. This information will appear on the Deferred
Payments report, which is currently under development.

6. Enter the vendor’'sinvoice date in the Vendor Invoice Date field.

Note: Vendor’s I nvoice Date, Log Date, Acctg Period, and
Reporting Accounting Period fields will default to the current date
and period when the formis Verified or Processed

7. Enter the Vendor’sinvoice number in the Invoice # field.

8.  Enter the date in the Accomplished Datefield.

Enter the Vendor Code and Vendor Address Code. The vendor
name will be inferred from the vendor code.

10. Inthe Description field enter descriptive information about the

refund.

Note: Extended description text field allows for a maximum disk
space of 60K (whereasregular description fields hold 255
characters), but printing of the extended description field on forms
or reports will be determined by the room available on the form or

report.

11. Select the Header Accounting Lines tab.

The Header Accounting Lines summary page will be displayed.

Notes
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12. Click the Add button to add anew line.

The Header Accounting Line page will be displayed.

Header Accounting Line ICuntracts Pay | Rece\ptsl

Expand 2l | Cellapse 21l

Notes

= General

Line Number: h Source Number:

Transaction Tvpe: &

Line Type: Normal

erio erformance
’75tart Date: End Date:

-

Related Cost Type: /A

Return to Tep

= Prepayment/Haldback/Suspension Reference

Type: Mumber: Item: Accounting: View
@ &

s #

Return to Top

13. IntheLine Amounts section, enter the dollar amount in the

Invoiced field.

14. Inthe Accounting Dimensions section, enter the appropriate

accounting template in the Templatefield.

15. Click the Default button to populate the fields in the Accounting

Dimensions section. Enter additional fields, as needed.

16. Enter the appropriate Sub Object Class and Activity, please refer
to Figure 14-1 Deferred Payments Accounting Elements Table.

Deferred Payments Accounting Elements Table

Figure 14-1
Refund Reason Sub Object Class Activity
Deferred Charges/Prepaid 999 GXP24
G/L Acct: 1450.24
GXP99

Prepay (Other) 999

G/L Acct: 1450.99
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17. ClicktheTax Linestab. To add anew ling, click the Add
button.Select the newly created line and click the Tax Lines
hyperlink. Enter the Withholding Type and the Tax Amount.

18. Gotothe Summary tab to view a summary of the accounting lines.
To update an existing line, select the line, click in the text box for
the field you would like to update, and make the update.

To add anew line, click the Add button and follow the instructions
above on how to enter a header accounting line. To delete aline,
select the line and click the Remove button.

19. Click the Verify button.

One-error message will be returned, indicating that the payment
may not be grouped.

20. Click the Submit button.

14.1.2 How do | Allocate Deferred Payments?

Once the Direct Pay Match Invoice has been processed, the deferred costs must then be allocated to either
apreviously obligated expense or to a non-previoudly obligated expense. Step-by-step instructions are
provided in Section 14.1.2.1: Allocating Deferred Coststo a Previous Obligated Expense and Section
14.1.2.2: Allocating Deferred Costs to a Non-Previously Obligated Expense.

14.1.2.1  Allocating Deferred Costs to a Previously Obligated Expense

Thefirst step in alocating Deferred Costs to a previously obligated expense is to create a Pegasys
Payment document (PU).

Notes
1. Select Transactions—Accounts Payable—New—Payment
Authorization from the menu bar.
The New Payment Authorization page will be displayed.
Special Payment Procedures Finance
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‘ Mew Payment Authorization ‘

* Document Tvpe: FY Allocate Prepayment | 47
D vpe:

Document Number Format: 4
’7Dccument Mumber Prefix:

Document Number: Generate

Security Orq: #
Title:

Copy Document
* None

o Copy From
@ Copy Forward

2. Enter PU — Allocate Payment in the Document Typefield.
3. A unique document number will be automatically generated in the
Doc Number field after clicking the Gener ate button.
4. Select the Copy Forward radio button.
5. Click the Next button.
The Copy Forward page will be displayed.
6. Enter the Purchase Order Doc Type (e.g., GP, FP, TP, NP, etc.) of
the obligation the Deferred Costs are to be allocated to in the Doc
Typefield.
7.  Enter the Purchase Order document number in the Doc Number
field.
8.  Click the Search button.
The matching search results will be displayed.
9. Select the appropriate document from the generated list.
10. Click the Finish button.
Finance Special Payment Procedures
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11.

12.

13.

14.

15.

| Header l Fixed Assets | Header Accounting Lines | Itemized Lines | Approval Routing | Memos | Summary | Disbursing Information | Correspondence

Workflow Status  Approval History

Expand All | Cellapse all

—/= General

Document Type: PU Allocate Prepayment Authorization Date:

Status: NEW Accounting Period: #

Documen t Number: PU20110223000000
Title: Project Management it Training Document Classification: &
Authorized By: Candace M. Alvarado Security Org: GSA

Post Code: & Additional Payee Name

Reverse After Period:

Agency DUNS Number:

Agency DUNS+4:

Return to Top

Note:

= The Header page of the payment form will be displayed.
Information entered on the obligation will be displayed on the

payment.
= Information entered in either the Title field or the Description

field of the Header page will be used to track the transaction.
Thisinformation will appear on the Deferred Payments report,
which is currently under devel opment.

Enter your name in the Authorized By field.

Note: Authorization Date, Acctg Period, and Reporting
Accountingg Period fieldswill default to the current date and
period when the formis Verified or Processed.

Enter the date in the Accomplished Datefield.

Note: The Accomplished Date on the PU- Allocate Payment must
be the same as the date on the EU- Clear Payment

In the Vendor section, enter the appropriate vendor in the Code
field.

Select the Header Accounting Linestab.

The Header Accounting Lines summary page will be displayed.
Click the Add button to create anew line.

The Header Accounting Line page will be displayed.

Notes

Special Payment Procedures
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Header Accounting Line | Contracts Pay | Payment Articles | Tax Lines

Ttem: 1 2

Expand All | Collapse All

= General
Line Number: i Source Number:

Line Type: - SF-224 Reclassification: [0
Transaction Type: &

Erompt Pav Tvpe: 14

Fast Pay: O

Peried of Perfo e
lrstart Date; |02/02/2008 | End Date: [11/30/2009 |

Related Cost Type: N/A -
Pay.gov Informatio
Agency Id: Application Name: Form Id:
Agency Tracking Id: Tracking Id: Status:

16. Enter the appropriate dollar amount in the Payment Amount field.

17. Click the Header Accounting Line link. Delete any accounting lines
that are not related to the Deferred Payment by selecting the
appropriate line on the Header Accounting Lines page and
clicking on the Remave button.

18. Click the Tax Linestab. To add anew line, click the Add
button.Select the newly created line and click the Tax Lines
hyperlink. Enter the Withholding Type and the Tax Amount.

19. Select the Disbursing Information tab.

The Disbursing Information page will be displayed.
\ Header | Fixed Assets | Header Accounting Lines | Itemized Lines_| Approval Routing | Memos | Summary I Disbursing Information
Ex :nd All | Collapse &I
Disbursing Method:  [TRNG——G_-— ~
* Disbursing Office: 14
* poyee's Disbursing Office: £
¥ partition: 7
Customer BETC: &+ Disbursement Number:

20. Select No Check from the Disbursing M ethod drop-down list box.

21. Inthe Disbursing Office field, enter the appropriate disbursing
office information.

22. Enter the date in the Check/Disbur sement Number field.

23. Go to the Summary tab to view a summary of the accounting lines.
To update an existing line, select the ling, click in the text box for

Finance Special Payment Procedures
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the field you would like to update, and make the update.

To add anew line, click the Add button and follow the instructions
above on how to enter a header accounting line. To delete aline,
select the line and click the Remove button.

24. Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

25. Click the Submit button.

System message indicates the form was submitted for processing
successfully.

26. Now that a payment has been created, which references the original
obligation, the account balance related to the charge must be
backed out of the Deferred Fund (206X, 207X, 197X). This process
is accomplished by creating a Pegasys Standard V oucher (steps
2645 below).

27. Select Transactions—General System—New—Standard
Voucher from the Pegasys menu bar.

The New Standard Voucher page will be displayed.

| New Standard Voucher

* Clear Prepayment - 13 4

Coccument Type: EU

” Document Number Format: +

Document Number Prefix:

* Document Number: EOOT 2 S TN Generate
Security Org: &

Title:

Copy Document
% None

o Copy From
" Copy Forward

28. Enter EU — Clear Prepayment in the Document Type field.

29. A unique document number will be automatically generated in the
Doc Number field after clicking on the Gener ate button.

30. Click theFinish button.

Notes

Special Payment Procedures
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31.

32.

33.

35.
36.

The Header page of the EU — Clear Prepayment formwill be
displayed.

| Header | Fixed Assets | Accounting Lines | Approval Reuting | Memes | Summary | Correspondence
Workflow Status  Approval History.

Expand All | Collapse All

= General
Document Type: EU | [Clear Prepayment - 19 Document Date;
Status: NEW ¥ ccounting Period: 4
Document Number: EU20110223000000 * peporting Accounting Period: &
Title: Document Classification: '3
Issued By: Security Org: GSA
Automatic Reversal: E Suppress Printing: r
Reversal Accounting Period: & Spending Override: [ m]
Reverse After Period:
Agency DUNS Mumber:
Agency DUNS+4:

Return to Top

Note:

= The Header page of the EU — Clear Prepayment form will be
displayed. Do not check the Automatic Reversal check box.

= The Document Date, Accounting Period, and Reporting
Accounting Period will default to the current date and period
when the formis Verified or Processed.

Select the Accounting Lines tab.

The Accounting Lines summary page will be displayed.
Click the Add button to create a new accounting line.
The Accounting Line page will be displayed.

| Accounting Line I Contracts Pay ‘

Expand All | Collapse All

= General

Line Number: It Receivable Type: 4

* Transacticn Type:

R . .
Transaction Event: IExpend\ture =] SF-224 Reclassification: O
Increase/Decrease: m Yo i e I LI

Obligation FY:

# Source Number:

TROR Category: I LI

TROR Collection Type: I =

Return to Top

Enter 01 in the Transaction Typefield.

Select G/L Transfer from the Transaction Event drop-down box.

Select Decr ease from the | ncr ease/Decr ease drop-down box.

Enter the appropriate vendor information in the Vendor
Information section.

Notes
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37. Enter the appropriate amount in the Line Amount field.

38. Inthe Accounting Dimensions section, enter the appropriate
accounting template in the Template field.

39. Click the Default button to populate the fields in the Accounting
Dimensions section. Enter additional fields, as needed.

40. Enter the appropriate Activity Code. Pleaserefer to Figure 14-1
Deferred Payments Accounting Elements Table

41. Inthe Description field, enter any descriptive information about
this line of the expense transfer.

Note: Extended description text field allows for a maximum disk
space of 60K (whereasregular description fields hold 255
characters), but printing of the extended description field on forms
or reports will be determined by the room available on the form or
report.

42. Inthe Payment | nfo section, enter the appropriate disbursing office
information in the Disbur sing Officefield.

43. Go to the Summary tab to view a summary of the accounting lines.
To update an existing line, select the ling, click in the text box for
the field you would like to update, and make the update.

To add anew line, click the Add button and follow the instructions
above on how to enter a header accounting line. To delete aline,
select the line and click the Remove button.

44. Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

45. Click the Submit button.

System message indicates the form was submitted for processing
successfully.

14.1.2.2  Allocating Deferred Costs to A Non-Previously Obligated Expense

Allocating Deferred Costs to a non-previoudly obligated expense is accomplished by creating a 2-Line
Pegasys Standard V oucher called an ET- Expense Transfer to move the balances to the proper Fund and
expense account. Step-by-step instructions for creating an ET are provided below.

Notes

Special Payment Procedures Finance
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1. Select Transactions—General System—New—Standard
Voucher from the menu bar.

The New Standard Voucher page will be displayed.

Mew Standard Voucher

* e ET on-Line InterFund/Inte 4

Document Number Format: 4 ——
’7Dccument Number Prefix:

* Document Number: [ET20110223000000 Generate
Security Org: &
Title:

Copy Document
* None

& Copy From
" Copy Forward

2.  Enter ET —Expense Transfer in the Document Typefield.

3. A unique document number will be automatically generated in the
Doc Number field after clicking the Gener ate button.

4, Click the Finish button.

‘ Header | Fixed Assets | Accounting Lines | Approval Routing | Memos | Summary | Correspondence

Workflow Status  Approval History

Expand All | Collapse All
= General
Document Type: ET On-Line Interfund/Inte BoaimentiDates
Status: NEW Accounting Period: ¢
Document Number: ET20110223000000 Reporting Accounting Period: &
Title: Document Classification: &
Issued By: Security Org: GsA
Automatic Reversal: [m} Suppress Printing: m}
Reversal Accounting Period: & Spending Override: O
Reverse After Period:
Agency DUNS Number:
Agency DUNS+4:
Return to Top

Note:

= The Header page of the Expense Transfer form will be
displayed. Do not check the Automatic Reversal check box.

= Information entered in either the Title field or the Description
field of the Header page will be used to track the transaction.
Thisinformation will appear on the Deferred Payments report,

Finance
Created: April 15, 2011
Final Version 1.0
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which is currently under development.
= The Document Date, Accounting Period, and Reporting
Accounting Period will default to the current date and period
when the formis Verified or Processed.
5. Select the Accounting Lines tab.

The Accounting Lines summary page will be displayed.
6. Click the Add button to create anew line.
The Accounting Line page will be displayed.

| Accounting Line I Contracts Pay ‘

Expand All | Collapse All
= General
Line Number: It Eeceivable Type: F
* TRy pes & Source Number:
rans ypeE:
SF-224 i T
Transaction Event: Expenditure 7] SF-22¢ Reclassification: [
Increase/Decrease: m Yo i e I LI
Cbligation Fr: TROR:Cateqory: I Il
TROR Collection Type: I =

Return to Top

7. Enter 03 inthe Transaction Typefield.

8. Select G/L Transfer from the Transaction Event drop-down box.
9. Select Decr ease from the I ncr ease/Decr ease drop-down box.

10. Enter the appropriate amount in the Line Amount field.

11. Inthe Accounting Dimensions section, enter the accounting
template for the Interfund Cash Credit — Deferred Account in the
Templatefield.

12. Click the Default button to populate the fields in the Accounting
Dimensions section. Enter additional fields, as needed.

13. Enter the appropriate Activity Code. Please refer to Figure 14-1
Deferred Payments Accounting Elements Table.

14. Inthe Description field, enter any descriptive information about
this line of the expense transfer.

Note: Extended description text field allows for a maximum disk
space of 60K (whereasregular description fields hold 255
characters), but printing of the extended description field on forms
or reports will be determined by the room available on the form or

report.
Special Payment Procedures Finance
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15.

16.
17.
18.
19.
20.
21.

22

23.

24,

Return to the Accounting Lines page by clicking the Accounting
Lines hyperlink.

Click the Add button to create a new accounting line.

Enter 01 in the Transaction Typefield.

Select G/L Transfer from the Transaction Event drop-down box.
Select I ncrease from the | ncr ease/Decr ease drop-down box.
Enter the same amount asLine 1 in the Line Amount field.

In the Accounting Dimensions section, enter the appropriate
accounting template for the proper fund in the Template field.

Go to the Summary tab to view a summary of the accounting lines.
To update an existing line, select the ling, click in the text box for
the field you would like to update, and make the update.

To add anew ling, click the Add button and follow the instructions
above on how to enter a header accounting line. To delete aline,
select the line and click the Remove button.

Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

Click the Submit button.

System message indicates the form was submitted for processing
successfully.

14.2 How do | Record a Payment Over Cancellation?

The following procedures outline how to record a payment over cancellation in Pegasys.

Notes
1. Select Transactions—General Sysstem—New—Standard
Voucher from the menu bar.
The New Standard Voucher page will be displayed.
Finance Special Payment Procedures
Created: April 15, 2011 Privileged and Confidentialf@Copyright 2011, CGlI Federal
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{ Mew Standard Voucher

* Document Type: [l Payment Over Cancell: 47

Document Number Format:
’7Dccument Number Prefix:

Document Number: | PC20110223000 Generate
Security Org: Fa
Title:

Copy Document
* None

o Copy From
O Copy Forward

2. Enter PC —Payment over Cancellation in the Document Type
field.

3. A unique number will automatically generate in the Doc Number
field after clicking the Gener ate button.

4, Click the Finish button.

The Header page of the PC — Payment over Cancellation formwill
be displayed.

Header

Fixed Assets |Accuunting Lines | Approval Routing | Memos | Summary | Correspondence
Workflow Status Approval History

Expand All | Collapse 2l

= General
Document Type: PC Payment Over Cancell: Document Date:
Status: MEW Accounting Period: ra
Document Number: PC20110223000 Reparting Accounting Period: Ed
Title: Document Classification: &
Issued By: Security Org: GSA
Automatic Reversal: O Suppress Printing: O

Reversal Accounting Feriod: + Spending Override: [m]

Reverse After Period:

Agency DUNS Number:

Agency DUNS+4:

Return to Top

5. Select the Accounting Lines tab.
The Accounting Lines summary page will be displayed.

Note: Refer to the chart below for the Trans Type, Trans Event
and Activity Code appropriate to the type of payment over
cancellation you wish to process.

Special Payment Procedures Finance
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Transaction Trans Type Trans Event Activity
Description

Payment Over 02 Expenditure N/A

Cancellation —

Reimbursable

Payment Over 01 Expenditure N/A

Cancellation — Non
Reimbursable

Payment Over 03
Cancellation — 206X

G/L Transfer

GXP99-1450.99/1010.02
GX000-1450.24/1010.02

6. Click the Add button to create anew line.

The Header Accounting Line page will be displayed.

| Accounting Line | Contracts Paﬂ

Expand All | Collapse All

= General
Line Number: I Receivable Type: 7
X F Source Number:

Transaction Type:

Transacticn Event:

IExpend\ture -
Increase/Decrease: I Increase x

Obligation FY:

Beturn to Top

SF-224 Reclassification: [T

TROR Classification: | =l
TROR Category: | ;l
TROR Collection Type: | =l

7.  Enter the appropriate Transaction Type in the Transaction Type

field.

8. Select the appropriate Transaction Event from the Transaction

Event drop-down box.

9. Select Increase from the | ncr ease/Decr ease drop-down box.

10. Enter the amount in the Line Amount field.

11. Inthe Accounting Dimensions section, enter the appropriate
accounting template in the Templatefield.

Notes

Note: In the Document Reference section, enter the appropriate
payment document in the Type field, and the document number and
accounting line number in the Document and Line Number fields.

Finance
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Click the Default button to bring forward the accounting strip
information from the payment and popul ate the Template field.

12. Inthe Payment Info section, enter the appropriate valuein the
Disbursing Office field.

13. Enter the cancdlation confirmation number in the Number field.
14. Enter the accomplish date in the Accomplished Date field.

Note: If avalueis not entered, the Accomplished Date field will
default to the current date when the formis verified or processed.

15. Gotothe Summary tab to view a summary of the accounting lines.
To update an existing line, select the line, click in the text box for
the field you would like to update, and make the update.

To add anew line, click the Add button and follow the instructions
above on how to enter a header accounting line. To delete aline,
select the line and click the Remove button.

16. Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

17. Click the Submit button.
System message indicates the form was submitted for processing

successfully.

14.3 How do | Record a One Way Expenditure Refund?

On May 3, 2002, Credit Procedures were provided for five distinct scenarios. Since then, aneed has been
established for addressing no-way chains, or chainsin which only a payment exists. The procedures
provided in this memo address the particular scenario where an Expenditure Refund must be created on
an SV rather than a payment document so that it may reference the original payment.

For tracking purposes, users should correct the original payment to add a memo with descriptive
information about the SV. Procedures are provided below for correcting the original payment. Please note
this may only be accomplished within the same book month as the payment was processed. If the
payment was created in a previous book month, it is not possible to correct the original payment. If
needed, procedures for using the Vendor Activity Query to research the original payment are also
provided below.

Notes

Special Payment Procedures Finance
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1. Select Transactions—General Sysstem—New—Standard
Voucher from the menu bar.

The New Standard Voucher page will be displayed.

‘ New Standard Voucher

* Document Type: [PK Expenditure Refund (C 47

" Document Number Formst:

Document Number Prefix:

X PK201102230000 Generate

Document Number:

Security Org: &
Title:

oy Document
MNone

Copy From

e ReNC I

Copy Forward

2. Enter PK — Expenditure Refund (One Way) in the Document
Type box.

3. A unique document number will be automatically generated in the
Doc Number field after clicking the Gener ate button.

4. Click the Finish button.

The Header page of the PK — Expenditure Refund (One Way)
formwill be displayed.

{ Header I _leed Ass_et;_l ,_Qggu_un_tmg_ L\_r_\gs_] eppr_'_u_val Routlp_g_l Me!'n_o_s_ l Sum_mary C_or[’espondence
Workflow Status  Approval History
Expand All | Caollapse All
= General
Document Type: PK Expenditure Refund (C Document Date:
Status: NEW Accounting Peried: -
Document Number: PK201102230000 Eeporting Accounting Period: &
Title: Document Classification: '
Iccued By: Security Org: GSA
Automatic Reversal: [ ] Suppress Printing: r
Reversal Accounting Pericd: r 4 Spending Override: - [%
Reverse After Period:
Agency DUNS Mumber:
Agency DUNS+4:
Return to Top
Finance Special Payment Procedures
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Select the Accounting Lines tab.
The Accounting Lines page will be displayed.
Click the Add button to create a new line.

A new Accounting Line page will be displayed.

Expand All | Collapse All

= General
Line Number: L Receivable Tvpe: &

5 5 .
* Transaction Type: 4 Eolrce Nimbeor:

SF-224 7 SE
Transaction Event: IExpanditure 'l SF-224 Reclassification: [7
Increase/Decrease: IIncrease VI TROR Classification: I ;I

TROR Category: I ;I

TROR Collection Type: I %

CObligation Fy:

Return to Top

Enter the appropriate transaction type in the Transaction Type
field.

Note: Refer to the chart below for the Trans Type, Trans Event,
and Function Code appropriate to the Expenditure Refund
transaction you wish to process

Transaction Trans Type Trans Event Activity
Description

Expenditure Refund — | 01 Expenditure N/A
Non Reimbursable

Expenditure Refund - 02 Expenditure N/A
Reimbursable

Expenditure Refund - 03 GL Transfer GXP99 — 1450.99/Cash
206X Only GXP11 —1450.11/Cash
GXR01 —2400.01/Cash
GXR02 —2400.02/Cash
GXR03 —2400.03/Cash

IPAC Refund — Non 04 Expenditure N/A
Reimbursable -No

Check

IPAC Refund — 05 Expenditure N/A
Reimbursable — No

Check

Special Payment Procedures
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Transaction Trans Type Trans Event Activity
Description

IPAC Deferred 06 Expenditure N/A
Prepayment
(1450.11/Cash)

IPAC Deferred 07 Expenditure N/A
Prepayment
(1450.24/Cash)

IPAC Deferred 08 Expenditure N/A
Prepayment
(1450.99/Cash)

IPAC Refund (206X) 09 GL Transfer GXP99 — 1450.99/Cash
GXP11 —1450.11/Cash
GXR01 —2400.01/Cash
GXR02 —2400.02/Cash
GXR03 —2400.03/Cash

One-Way 10
Expenditure Refund
- Non Reimbursable
non-224

Receipt of cash from | 11
imprest fund

IPAC receipt of 12
Other revenue

Travel Advance 13
Refund - Collection

DEPOSIT FUND 14
COLLECTIONS 15

Inventory Held for 16
future sale

Interfund Charges 20

One-Way 21
Expenditure P/R
Offset - Non
Reimbursable
(1010.02)

One-way 22
Expenditure P/R
Offset -
Reimbursable
(1010.02)
Finance Special Payment Procedures
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10.

11.

12.
13.

14.

15.

16.

17.

Enter the appropriate transaction event in the Trans Event field.
Select Decr ease from the I ncr ease/Decr ease drop-down figld.

In the Document Refer ence section, enter the appropriate payment
document in the Type field. Enter the appropriate document
number in the Document field, and line number in the Item and
Accounting fields.

Click the Default button to bring forward the accounting strip
information from the payment and popul ate the Template field.

Enter the credit amount in the Line Amount field.

Go to the Payment | nfo section.

= Enter the appropriate value in the Disbur sing Office field.

= Enter the schedule number in the Number field to identify the
payment for SF 224 reporting purposes.

Note: Inthe Number field, enter the date associated with the

document number. For example, if the document number is
L.C20020430000003, the Number field will display 20020430.

Enter the accomplish date in the Accomplished Datefield.

Note: If avalueisnot entered, the Accomplished Date field will
default to the current date when the formis Verified or Processed.

Go to the Summary tab to view a summary of the accounting lines.
To update an existing line, select the ling, click in the text box for
the field you would like to update, and make the update.

To add anew line, click the Add button and follow the instructions
above on how to enter a header accounting line. To delete aline,
select the line and click the Remove button.

Click the Verify button to ensure that the data has been entered
correctly on the form.

If error messages are displayed, review the message and correct
the form accordingly.

Click the Submit button.

System message indicates the form was submitted for processing

Notes
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successfully.

If therefund occursin the same month asthe payment, correct the original payment to add the
reference infor mation.

Notes
1. Select Transactions—Accounts Payable—Correct from the menu bar.
The Correct page will be displayed.
Correct
[Pty e —
Document Tvpe: Vi Frocessed: [V Rejected: [
Document Number: €ancelled: l_ Archived: I-
. SR Scheduled: [T Pending Approval: [0
Document Category: I ;I Held: '7
From Accounting Period: User 10 4
To Accounting Period: Security Org: ¥
From Date: Title:
g?r # TIN (SSN/EIN): %
DUNS: DUNS+4:
Custemer Account: &
Search Clear
2. Enter the appropriate payment in the Document Type box.
3. Enter the payment document number in the Document Number field.
4. Inthe Document Status group box, select the Processed check box and desel ect
any other check boxes that are checked.
5. Click the Search button.
The matching search results will be displayed.
6. Select the appropriate document record from the generated list and click the
Correct button.
The Header page of the payment document formwill be displayed.
7. Click the Memostab.
The Memos page will be displayed.
Finance Special Payment Procedures
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| Header | Fixed Assetsl Header Accounting Lines | Itemized Lines | Approwval Routing Ir Memos | Summary | Disbursing Information Cnrraspnndan:EL
Add Display IID | Items= View as C5V  Sort...
| fcreatedsy  pateTime  |subjed  [Memo |
- NO ITEMS TO DISPLAY -
Memo Number: Date Time:
Created By:
Subject:
|
Message Text:
=

8. Click the Add button.
9. Enter an appropriate subject in the Subject field.

10 Inthe Message Text field, enter a description and the SV document number of the
SV document.

11 Click the Verify button to ensure that the data has been entered correctly on the
form.

If error messages are displayed, review the message and correct the form
accordingly.

12 Click the Submit button.

System message indicates the form was submitted for processing successfully.

Special Payment Procedures Finance
Privileged and Confidential/°Copyright 2011, CGI Federal Created: April 15, 2011
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15 How do | Record Payment Credits in Pegasys?

The following procedures are used to record credits in Pegasys.

15.1 How do | Record an Expenditure Refund?

A vendor sends a check back to GSA and the GSA lockbox cashes the check. This check could have been
sent as aresult of avendor misunderstanding or in responseto abill for arefund.

Notes

1. Select Transactions—Accounts Payable—New—Payment Authorization from
the menu bar.

The New Payment Authorization page will be displayed.

| New Payment Authorization

X Document Type:

Document Number Format: 4
(Dccument Mumber Prefix:

*

Document Number: Generate

Security Org: &
Title:

Copy Document
% None

O Copy From
L8 Copy Forward

2. Enter PM —Manual Payment Authorization in the Document Type field.
3. A unique document number will be automatically generated in the Document
Number field when you click the Gener ate button.
4. Click the Finish button.
The Header page of the payment formwill be displayed.

Finance How do | Record Payment Credits in Pegasys?
Created: April 15, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
Final Version 1.0 15-1



Pegasys 6.5.0 User Guide for
General Services Administration

=CGI

Federal

Creating Solutions for Government Innovation | ISO 9001:2000 Certified

Notes
‘ Header .Fixed Aesets .HEEdEr Accounting Lines | Itemized Lines | Approval Routing | Memos | Summary | Disbursing Informaticn .Curraspundanca
Workflow Status Approval History
Expand All | Collapse All
= General
Document Type: PM Manual Payment Autho Authorization Date:
Status: NEW Accounting Period: &
Document Number: PM20110225000000 Reporting Accounting Period; &
Title: Document Classification: Fa
Authorized By: Security Org: GSA
Post Code: & Additional Payee Name:
Automatic Reversal: [m] Accomplished Date:
Reversal Accounting Period: & Suppress Printing: |
Reverse After Pericd: [%
Agency DUNS Number:
Agency DUNS+4:
Return to Top

5. Enter the date in the Accomplished Datefield.

6. Note: The Authorization Date, Accounting Period, and Reporting Accounting
Period fields will default to the current date and period when the formis Verified or
Processed

7. IntheVendor Codefield, enter the vendor code for the vendor of the bounced
check. Pressthe [Tab] key or enter the vendor address code if not aready popul ated
inthe Address Code field.

8. Select the Header Accounting Lines tab.

The Header Accounting Lines page will be displayed.
9. Click the Add button to add anew line.
The Header Accounting Line page will be displayed.
| Header Accounting Line Iéontrads Pay | Payment Articles | Tax Lines |
Expand &ll | Collapse All
= General
Line Number: I Source Number:
Line Type: II‘-lcrmaI vl SF-224 Reclassification: [©
Transacticn Tvpe: &
Prompt Fav Tvpe: &
Fast Pay: [
Period of Performance
lrstart Cate: End Cate:
Related Cost Type: |I‘l-\ LI

10 Select aLine Type of Credit and enter the credit amount in the Payment Amount

field.

How do | Record Payment Credits in Pegasys? Finance
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11 = For Non Reimbursable expenditure refunds, enter 01 in the Trans Type field.
= For Reimbursable expenditure refunds, enter 02 in the Transaction Type fied.

12 Miscellaneously reference the Order (regardless of 2-way or 3-way) in the
Document Reference section or click the Header Accounting line link and click the
Copy Forward button to reference the Order.

13 Miscellaneoudly reference the Vendor Invoicein the Vendor I nvoice Reference
section.

14 In the Accounting Dimensions section, enter the appropriate accounting template in
the Template field. Use the same accounting strip listed on the Order.

15 Click the Default button to populate fields in the Accounting Dimensions section.
Enter additional fields as needed.

16 Select the Disbursing Information tab.
The Disbursing Information page will be displayed.

| Header’l Fixed Assets | Header Accounting Lines | Itemized Lines | Approval Routing | Memos I Surmmary | Disbursing Information | Correspondence
Workflow Status Approval History
Expand All | Collapse All

=l General

Disbursing Method: I vl
* &

Disbursing Office:
Return to Top

— = Inter-Agency Transfer Information

Type: | =] Pavee's ALC: &
nter-Agency Sub-level Prefix: it E =

Payes's Disburs -
¥ partition: Ea

Customer BETC: # Disbursement Number: %
1PAC Schedule Date:

Return to Top

17 Select No Check from the Disbursing M ethod drop-down list.
18 Inthe Disbursing Office field, enter the appropriate disbursing office information.

19 Go to the Summary tab to view a summary of the accounting lines. To update an
exigting line, select the ling, click in the text box for the field you would like to
update, and make the update.

To add anew line, click the Add button and follow the instructions above on how to
enter a header accounting line. To delete aline, select the line and click the Remove
button.

20 Click the Verify button to ensure that the data has been entered correctly on the
form.

If error messages are displayed, review the message and correct the form

Finance How do | Record Payment Credits in Pegasys?

Created: April 15, 2011 Privileged and Confidentialf@Copyright 2011, CGlI Federal
Final Version 1.0 15-3



=CGI

Pegasys 6.5.0 User Guide for Federal
General Services Administration Creating Solutions for Government Innovation | ISO 9001:2000 Certified
Notes
accordingly.

21 Click the Submit button.

System message indicates the form was submitted for processing successfully.

If Necessary, Create a New Payment in Pegasys
Notes

1. CreateaDirect Pay invoice document (DK or DW) in Pegasys.
Please refer to the Pegasys Finance User’s Guide for step-by-step
instructions on how to create a Direct Pay invoice.

2. Miscellaneoudy reference the original Order in the Document
Reference section or click the Header Accounting linelink and
click the Copy Forward button to reference the Order.

3. Complete the document with the information needed to re-create
the original invoice.

Note:

It is not necessary to enter the same dates from the previous

invoi ce because the payment being created is not subject to
Prompt Pay and will therefore not incur interest. The dates, if left
untouched, will default to the current.

When entering the I nvoice Number on the document, you will
need to modify the number dlightly (i.e., add the letter “A” to the
end of the number) because you cannot reference the exact same
I nvoice Number on a second invoice.

4. Processthe document as usua and allow Automated Match to
create the payment.

15.2 How do | Apply a Credit to a Subsequent Invoice?

A vendor issues acredit to GSA after a payment has been made. GSA wants to apply this credit to a
subsequent invoice.

To resolve this scenario record an Applied Credit on the Invoice.

Recording an Applied Credit

Notes
1. When the next Invoice comesin from the vendor, create the
appropriate Invoice document and enter the invoice information as
usual. Please refer to the Pegasys Finance User’s Guide for step-
How do | Record Payment Credits in Pegasys? Finance
Privileged and Confidentialf@Copyright 2011, CGI Federal Created: April 15, 2011
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by-step instructions on creating Invoice documents.

2. Enter the Applied Credit amount in the Applied Credit field in
the Line Amounts section of the Accounting Linestab. For
example, if the credit was for $100 and your invoice was $1000.
Enter $1000 in the I nvoiced field and $100 in the Applied Credit
fiedld. Automated Match will create a match and a payment for the
net amount of $900.

Note: Snce Automated Match creates a payment and a match for
the net amount, $100 remains unmatched. If you would like to
return the money to the budget, use the Final flag check box on
the Invoice. In Pegasys, the Final flag will copy to the payment. If
the Receipt has a Final flag set to true, the open amount will be
returned to the Budget. If the receipt has a Final flag set to false,
the open amount will return to the Order.

If Necessary, Move the Applied Credit to the Appropriate
Accounting Strip

In Pegasys, process an ET- Expense Transfer. Thiswill be a2-line ET where one line contains a
Decr ease flag and the other an I ncrease flag. The decrease line would contain the correct accounting
strip and the increase line would contain the incorrect accounting strip.

Note: Make surethe Trans Event is set to “ Expenditure” and the Trans Typeiseither ‘01’ for non-
reimbursable or ‘02’ for reimbursable activity on each of the lines. For tracking purposes,
miscellaneously reference the associated invoices on each line.

Create an ET- Expense Transfer in Pegasys

Notes
1. Select Transactions—General System—New—Standard Voucher.
The New Standard Voucher page will be displayed.
Finance How do | Record Payment Credits in Pegasys?
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| New Standard Voucher

* Document Type:

Document Number Format:
(Dccument Mumber Prefix:

*

Document Number: Generate

Security Org: &
Title:

Copy Document
% None

o Copy From
O Copy Forward

2. Enter ET — Expense Transfer in the Document Typefield.

3. A unique number will automatically generate in the Document Number field after
clicking the Gener ate button.

4. Click the Finish button.

| Header [Fixed Assets | Accounting Lines I Approval Routing I Memos I Summary | Correspondence

Workflow Status Approval History

| Expand &ll | Collapse All

— = General
Document Type: EE On-Line InterFund/Inte ploclinEanhates
Status: NEW * Accounting Period: 2,
Document Number: ET20110225000000 * Reporting Accounting Period: Fa
Title: Document Classification: 7
Issued By: Security Org: GSA
Automatic Reversal: [} Suppress Printing: [}
Reversal Accounting Period: 7 Spending Cverride: [}
Reverse After Period:
Agency DUNS Number: %
Agency DUNS+4:
Return to Top

Note: The Header page of the ET — Expense Transfer formwill be displayed. Do
not check the Reversal Options Automated Reversal check box.

5. Select the Accounting Linestab.
The Accounting Lines page will be displayed.
6. Click the Add button to add a new line.

How do | Record Payment Credits in Pegasys? Finance
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The Accounting Line page will be displayed.

Accounting Line I Contracts Pay ‘

Expand &l | Collapse &ll
= General
Line Number: 1 Receivable Type: &
* Transaction Type: F Source Number:
rans ype:
Transaction Event: IExpEn\:IiturE vl SF-224 Reclassification: [
Increase/Decrease: IIncrease 'I TROR:Classification: I ;I
obligation F: TROR Category: I ;I
TROR Collection Type: | Ed|

Return to Top

7. Enter 01 (Non Reimbursable) or 02 (Reimbursable) in the Transaction Typefield.
8. Confirm that the Trans Event drop-down box defaults to Expenditure.

9. Select Decr ease from the Incr ease/Decr ease drop-down box.

10 Enter the expense amount to be transferred in the Line Amount field.

11 Inthe Accounting Dimensions section, enter the correct accounting template
information in the Template field.

12 Click the Default button to populate the fields in the Accounting Dimensions
section. Enter additional fields, such as Cost Element and Function Code, as
needed.

13 Return to the Accounting Lines summary page by clicking on the Accounting
Lines hyperlink.

14 Add anew line by clicking the Add button.
The Accounting Line page will be displayed.
15 Enter 01 (Non Reimbursable) or 02 (Reimbursable) in the Transaction Typefield.
16 Confirm that the Trans Event drop-down box defaults to Expenditure.
17 Select Increase from the | ncr ease/Decr ease drop-down box.
18 Enter the expense amount to be recorded in the Line Amount field.

Note: The amount entered should equal the Line Amount entered on Line 1 of the
Expense Transfer form. Thiswill ensure that the Expense Transfer form netsto
“zero.”

19 In the Accounting Dimensions section, enter the incorrect accounting template
information in the Template field.

20 Click the Default button to populate the fields in the Accounting Dimensions
section. Enter additional fields, such as Sub Object Class and Activity, as needed.

Finance How do | Record Payment Credits in Pegasys?
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21 Go tothe Summary tab to view a summary of the accounting lines. To update an
exigting line, select the line, click in the text box for the field you would like to
update, and make the update.

To add anew line, click the Add button and follow the instructions above on how to
enter a header accounting line. To delete aline, select the line and click the Remove
button.

22 Click the Verify button to ensure that the data has been entered correctly on the
form.

If error messages are displayed, review the message and correct the form
accordingly.

23 Click the Submit button.

System message indicates the form was submitted for processing successfully.

15.3 How do | Apply Part of a Large Overpayment to a Smaller Future Invoice?

GSA hasaclaim against avendor for an overpayment and wants to apply a portion of the claimto a
subsequent invoice, for which the dollar amount is SMALLER than that of the claim.

In Pegasys, users will record a no-check payment against the new invoice and then create aone-line ET —
Expense Transfer document.

Applying the Overpayment in Pegasys

Notes
1. Create aninvoice document (M6, M7, DK, or DW).
2. BesuretouseaDisbursing Method of No Check.

3. Usethe No Check Information section fields to reference the
original overpayment and/or claim code.

Note: Alphanumeric values may be entered in the Disbursed By
field. Only numeric values may be entered in the Check/Dish. #
field.

4.  Process the document and automated match will create a no-check
payment.

5. Createasingle-line ET- Expense Transfer to remove the excess
money from the budget where the overpayment occurred. This
document should reflect the dollar amount of the Invoice and the
accounting strip from the document where the overpayment
occurred. Usethe Decrease option , a Trans Type of 01 (non-
reimbursable) or 02 (reimbursable), and a Trans Event of
Expenditure on the line. Process this transaction.

How do | Record Payment Credits in Pegasys? Finance
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15.4 How do | Record an Invoice/Payment Processed Against an Incorrect
Receipt/Order?

A payment was sent to the correct vendor, but was processed against an incorrect purchasing chain.
Specifically, the invoice was matched to the wrong receipt and order.

The procedures for this scenario include creating a payment in Pegasys with a Credit line type to re-open
the order of the inaccurately referenced chain. In addition, a no-check invoice/payment will be processed
against the appropriate chain to record the expenditure against the correct ACT number.

Re-Opening the Order in Pegasys
Notes

1. Manually create aP6 (for Region 6) or P7 (for Region 7) by
copying forward from the erroneoudly referenced order. If that
order is closed, create this payment without copy forward and do a
manual reference to the order.

2. Select aLine Type of Credit and enter the dollar amount of the
credit in the Amount field on the Accounting Lines page.

3. Enter aDisbursing Method of No Check on the Disbursing
Information page. Thiswill enable the No Check Information
fields, which should be filled in appropriately.

4. Thisstep appliesto a 3-way Chain only. In Pegasys, the
payment credit line will open the order in the amount of the credit.
The receipt that was referencing this order will remain in Pegasys
and is essentially not useful. Correct the receipt and place the
words “Erroneous Receipt” in the Titlefield. If it has an open
amount, it will be important to reduce the receipt by the open
amount and prepare to re-enter a new receipt on its behalf.

5. Thisstep appliesto a 3-way Chain only. Create a new receipt to
replace the receipt that was erroneously referenced.

Booking the Expenditure Against the Correct Chain
Create a No-Check invoice in Pegasys against the correct order. Automated Match will create a payment
that will not be disbursed.

15.5 How Do | Correct an Overbooked IPAC Transaction?

An IPAC transaction is double-booked in Pegasys.

Theresolution for this scenario involves creating a payment with a credit line type to reduce the IPAC
booking against a given chain. The payment document will reopen the Order for the amount of the credit.

Notes
Finance How do | Record Payment Credits in Pegasys?
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1. Select Transactions—Accounts Payable—New—Payment Authorization from the

w

© ®© N o g &

menu bar.

The New Payment Authorization page will be displayed.

| Mew Payment Authorization

* Document Type:

” Document Number Format:

Document Number Prefix:

*

Document Number: Generate

Security COrg: o
Title:

Copy Document
% None

o Copy From
o Copy Forward

Enter PM —Manual Payment Authorization in the Document Type field.

A unique document number will be automatically generated in the Document Number
field after clicking the Generate button.

Click the Copy Forward radio button.

Click the Next button.

Enter the purchase order document type in the Document Type field.
Enter the purchase order number in the Document Number field.
Click the Search button.

Select the appropriate document from the generated list.

. Click the Finish button.

Note: The Header page of the payment formwill be displayed.

How do | Record Payment Credits in Pegasys? Finance
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| Header I Fixed Assets IHEader Accounting Lines l Itemized Lines | Approval Routing I Memnsl Summary | Disbursing Information | Correspondence

Workflow Status Approval History

Expand All | Collapse All

= General
Document Type: FM Manual Payment Autho Authorization Date:
Status: MEW Accounting Period: 7
Document Number: PM20110225000004 Reporting Accounting Period: #
Title: | Document Classification: &
Authorized By: Security Org: GsA
Post Code: & Additicnal Payee Name:
Automatic Reversal: O Accomplished Date:
Reversal Accounting Period: F g Suppress Printing: Q a
Reverze After Period:
Agency DUNS Number:
Agency DUNS+4:
Return to Top

11. Enter the date in the Accomplished Datefield.

12. Note: The Authorization Date, Accounting Period, and Reporting Accounting Period
fieldswill default to the current date and period when the formis Verified or
Processed.

13. Inthe Vendor Codefield, enter the vendor code for the vendor of the bounced check.
Pressthe [Tab] key or enter the vendor address code if not aready populated in the
Address Codefield.

14. Select the Header Accounting Linestab.

The Header Accounting Lines page will be displayed.
15. Click the Add button to add anew line.

The Header Accounting Line page will be displayed.

Header Accounting Line I Contracts Pay | Payment Articles | Tax Lines |

Expand All | Collapse All

= General
Line Mumber: 1 Source Number:

Line Type: lm SF-224 Reclassification: [7
Transacticn Tyvpe: &

EBrompt Pav Tvpe: &

Fast Pay: O

’—.Derfsd of Performance ‘

Start Date: End Date:

16. Select aLine Type of Credit.
17. Enter either 01 (Non Reimbursable — No Check) or 02 (Reimbursable — No Check) in

Finance How do | Record Payment Credits in Pegasys?
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the Transaction Type field.

18. Inthe Line Amounts section, enter the dollar amount of the credit in the Payment
field..

19. Inthe Accounting Dimensions section, enter the appropriate accounting template in the
Template field.

20. Click the Default button to populate fields in the Accounting Dimensions section.
Enter additional fields as needed.

21. Select the Disbursing I nformation tab.
The Disbursing Information page will be displayed.
Header | Fixed Assets | Header Accounting Lines | Itemnized Lines I Approval Routing | Memos | Sumrnar',!l Disbursing Information

Workflow Status Approval History

Expand &1l | Collapse all

—= General

Disbursing Method: I B3|

* Disbursing Office:

Return to Top

— = Inter-Agency Transfer Information

Type: I 'l Favee's ALC: &

o _A nov Sub-level Brefis: 2 _ 2 s 3
Inter-Agency Sub-level Prefix: & e Disbursing Office: % Fa
* Inter-Agency Symbol: 24 Fartition: &
Customer BETC: F Disbursement Number:

IPAC Schedule Date:

22. Select No Check from the Disbursing M ethod drop-down list.
23. In the Disbursing Office field enter the appropriate disbursing office information.

24. Go to the Summary tab to view a summary of the accounting lines. To update an
exigting line, select the line, click in the text box for the field you would like to update,
and make the update.

To add anew line, click the Add button and follow the instructions above on how to
enter a header accounting line. To delete aline, select the line and click the Remove
button.

25. Click the Verify button to ensure that the data has been entered correctly on the form.
If error messages are displayed, review the message and correct the form accordingly.
26. Click the Submit button.
System message indicates the form was submitted for processing successfully.

27. (For 3-way chainsonly.) In Pegasys, the payment credit line will open the Order in the
amount of the credit. The receipt that was referencing this order will remain in Pegasys

How do | Record Payment Credits in Pegasys? Finance
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and is essentially no longer useful. Correct the Receipt and place the words “ Erroneous
Receipt” inthe Titlefield. If it has an open amount, it will be important to reduce the
receipt by the open amount and prepare to re-enter a new receipt on its behalf. Create a

new receipt to replace the receipt that was erroneously referenced. This receipt should
reflect only what should be open.

Finance
Created: April 15, 2011
Final Version 1.0
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16 How Do | Record Prior Year Cost Transfers in Pegasys?

Occasionaly it may be necessary to correct or change the budget fiscal year in which an expense was
recorded. To accomplish thistype of correction or change, create a Pegasys standard voucher document
type ET —Expense Transfer. The ET — Expense Transfer will move the expense from the incorrect
Budget Fiscal year to the correct one. Because the ET only references the Payment Authorization, this
adjusting entry must be completed after disbursement has occurred. To create an ET— Expense Transfer,
follow the steps outlined below.

Note: These instructions are applicable whenever a partial or full disbursement has been made out of
Pegasys and thereis a need to change the fiscal year in which the expense was recor ded.

16.1 How Do | Create a Prior Year Cost Transfer?

Notes

1. Select Transactions—General System—New—Standard Voucher from the
menu bar.

The New Standard Voucher page will be displayed.

| Mew Standard Voucher |

* Document Type:

Document Number Format: +
(Dccument Number Frefix:

Cocument Number: Generate

Security Org: F
Title:

Copy Document
% None

o Copy From
9 Copy Forward

2. Enter ET —Expense Transfer in the Document Typefield.

3. A unique number will automatically generate in the Doc Number field after
clicking the Gener ate button.

4. Click the Finish button.

Finance How Do | Record Prior Year Cost Transfers in Pegasys?
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| Header Fi_xz_ad Assets Accountin_g L_in_es Approval Rouping_l_Me_mqs Summary Corresponden_ce

Workflow Status Approval History

Expand All | Collapse All

— = General
Document Type: ET On-Line InterFund/Inte Cocument Date:
Status: NEW * Accounting Period: 24
Document Number: ET20110225000002 * BREaRREA e &
Title: | Document Classification: 7
Issued By: Security Org: GSA
Automatic Reversal: O Suppress Printing: ]
Reversal Accounting Period: ' Spending Override: % [}
Reverse After Period:
Agency DUNS Number:
Agency DUNS+4:

Note: The Header page of the ET — Expense Transfer formwill be displayed.
Do not check the Reversal Options Automated Reversal check box.

5. Enter the accounting period in which the expense transfer should be recorded in
the Accounting Period field.

6. Inthe Description field, enter any descriptive information related to the expense
transfer.

Note: Extended description text field allows for a maximum disk space of 60K
(whereas regular description fields hold 255 characters), but printing of the
extended description field on forms or reports will be determined by the room
available on the form or report.

7.  Select the Accounting Lines tab.

The Accounting Lines page will be displayed.
8. Toaddanew line, click the Add button.

The Accounting Line page will be displayed.

| Accounting Line | Cantracts ray |

Cxpand 4% | Collapse &1

Ganeral

* o ananction Tan; ¢ Recarvable Tyoe; — 4
Trans Event: [Erpendmore =]  Source Number:
Increase/Dacrease:  |Incresse 5] SF-224 Reclssificaton: [~

obligation Fr: | — Public Law Marmber 4

Transies Agercy

Trnasury Symbel; [ .
TarFram I -1

Vendar Infarmatian
Vendor

o T e

9. Enter the appropriate transaction type in the Transaction Typefield.
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10.
11.
12.
13.

14.

15.

16.

17.

18.

19.
20.

21.

22.

23.

24,

Confirm that the Trans Event drop-down box defaults to Expenditure.
Select Decrease or | ncrease from the I ncr ease/Decr ease drop-down box.
Enter the expense amount to be transferred in the Line Amount field.

In the Accounting Dimensions section, enter the incorrect budget fiscal year
accounting template information in the Template field.

Click the Default button to populate the fields in the Accounting Dimensions
section. Enter additional fields, such as Sub Object Class and Activity, as
needed.

Return to the Accounting Lines summary page by clicking the Accounting
Lines hyperlink.

Add anew line by clicking the Add button.

The Accounting Line page will be displayed.

Enter the appropriate transaction type in the Transaction Typefield.
Confirm that the Trans Event drop-down box defaults to Expenditure.
Select Decrease or I ncrease from the I ncr ease/Decr ease drop-down box.
Enter the expense amount to be recorded in the Line Amount field.

Note: The amount entered should equal the Line Amount entered on Line 1 of
the Expense Transfer form. Thiswill ensure that the Expense Transfer form nets
to“zero.”

In the Accounting Dimensions section, enter the correct budget fiscal year
accounting template information in the Template field.

Click the Default button to populate the fields in the Accounting Dimensions
section. Enter additional fields, such as Sub Object Class and Activity, as
needed.

Go to the Summary tab to view a summary of the accounting lines. To update
an exigting line, select theling, click in the text box for the field you would like
to update, and make the update.

To add anew ling, click the Add button and follow the instructions above on
how to enter a header accounting line. To delete aline, select the line and click
the Remove button.

Click the Verify button to ensure that the data has been entered correctly on the
form.

If error messages are displayed, review the message and correct the form
accordingly.

25. Click the Submit button.
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Created: April 15, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal

Final Version 1.0 16-3



=CGI

Pegasys 6.5.0 User Guide for Federal
General Services Administration Creating Solutions for Government Innovation | ISO 9001:2000 Certified

Notes

System message indicates the form was submitted for processing successfully.
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17 How Do | Record Bounced Checks in Pegasys?

When GSA receives a check that subsequently bounces, thisinformation will be recorded in Pegasys by
following the instructions provided below. Separate instructions are provided in Section 3 for recording
bounced checks associated with Travel Relocation transactions.

Note: These procedures are applicable only for recording bounced checks resulting from a previous
disbursement in Pegasys. (For example, these procedures are not applicable for handling bounced checks
resulting fromthe sale of surplus property, billed receivable, etc.)

17.1 How Do | Record a Bounced Check from a Non-Reimbursable Expenditure
Refund?

Notes

1. Sedlect Transactions—Accounts Payable—New—Payment Authorization from
the menu bar.

The New Payment Authorization page will be displayed.

| Mew Payment Authorization

* Cocument Type:

Document Number Format:
(Dccument Mumber Prefix:

Document Mumber: Generate

Security Cra: o
Title:

Copy Document
= None

@ Copy From
@ Copy Forward

2. Enter PM —Manual Payment Authorization in the Document Type box.

3. A unigque document number will be automatically generated in the Document
Number field when you click the Gener ate button.

4. Click the Finish button.
The Header page of the payment formwill be displayed.
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| Header I Fixed Assets lHEadEI’ Accounting Lines l Itemized Lines | Approval Routing | Memﬂsl Summary | Disbursing Information | Correspondence
Workflow Status Approval History

Expand &ll | Collapse All

= General
Document Type: FM Manual Payment Autho Authorization Cate:
Status: MNEW Accounting Period: s
Document Number: PM20110225000004 Reporting Accounting Pericd: I
Title: | Document Classification: &
Authorized By: Security Crg: GSA
Post Code: # Additional Payee Name:
Automatic Reversal: O Accomplished Date:
Reversal Accounting Period: F 4 Suppress Printing: [% [m]

Reverse After Period:
Agency DUNS Number:

Agency DUNS+4:

Return to Top

5. Enter the date in the Accomplished Datefield.

6. Note: The Authorization Date, Accounting Period, and Reporting Accounting
Period fields will default to the current date and period when the form is verified or
processed

7. IntheVendor Codefigld, enter the vendor code for the vendor of the bounced
check. Pressthe [Tab] key or enter the vendor address code if not already popul ated
in the Address Codefield.

8. Select the Header Accounting Linestab.

The Header Accounting Lines page will be displayed.
9. Click the Add button to add anew line.

The Header Accounting Line page will be displayed.

Header Accounting Line I Contracts Pay | Payment Articles | Tax LinEs|

Expand &ll | Collapse Al

= General
Line Number: 1 Source Number:

Line Type: Im SF-224 Reclassification: [©
Transaction Tvpe: #

Prompt Pay Tvpe: #

Fast Pay: O

Start Date: End Date:

’—Der.’sd of Performance ‘

10 Enter 01 in the Transaction Type field.

11 Inthe Line Amounts section, enter the dollar amount of the check that bounced in
the Payment field.

How Do | Record Bounced Checks in Pegasys? Finance
Privileged and Confidential/°Copyright 2011, CGI Federal Created: April 15, 2011
17-2 Final Version 1.0



=CGI

Federal Pegasys 6.5.0 User Guide for
Creating Solutions for Government Innovation | ISO 9001:2000 Certified General Services Administration
Notes

12 In the Accounting Dimensions section, enter the appropriate accounting templatein
the Templatefield.

13 Click the Default button to populate fields in the Accounting Dimensions section.
Enter additional fields as needed.

14 Select the Disbursing Information tab.
The Disbursing I nformation page will be displayed.

Header | Fixed Assets | Header Accounting Lines | Itemized Lines | Approval Routing | Memos | Summar',!' Disbursing Information

Workflow Status Approval History

Expand All | Collapse All

= General

Disbursing Method: I ;I

* Disbursing Cffice:

Return to Top

— = Inter-Agency Transfer Information

Type: I 'l Pavee's ALC: &

taro A noy Sub-level Prefix: P . - 2 o ;
Inter-2gency Sub-level Prefix 7 * Payee's Disbursing Cffice: % 4
* Inter-Agency Symbaol: 7 Partition: 7

Customer BETC: 7 Disbursement Number:

IPAC Schedule Date:

15 Select No Check from the Disbursing M ethod drop-down list.
16 Inthe Disbursing Office field enter the appropriate disbursing office information.

17 Goto the Summary tab to view a summary of the accounting lines. To update an
exigting line, select the ling, click in the text box for the field you would like to
update, and make the update.

To add anew line, click the Add button and follow the instructions above on how to
enter a header accounting line. To delete aline, select the line and click the Remove
button.

18 Click the Verify button to ensure that the data has been entered correctly on the
form.

If error messages are displayed, review the message and correct the form
accordingly.

19 Click the Submit button.

System message indicates the form was submitted for processing successfully.

17.2 How Do | Record a Bounced Check from a Reimbursable Expenditure Refund?
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1. Select Transactions—Accounts Payable—New—Payment Authorization from the
menu bar.
The New Payment Authorization page will be displayed.
| Hew Payment Authorization
* Document Type: v
Document Number Format: 4
(Dccument MNumber Prefix:
Document Number: Generate
Security Org:
Title:
Copy Document
& MNone
O Copy From
O Copy Forward
2. Enter PM —Manual Payment Authorization in the Document Type box.
3. A unique document number will be automatically generated in the Document
Number field when you click the Gener ate button.
4. Click the Finish button.
The Header page of the payment formwill be displayed.
| Header |.F\>(et;| Assets | Header Accounting Lines | Ttemized Lines | Approval Routing | Memos | Summary | Disbursing Information | Carrespandence
Werkflow Status  Approval Histery
Expand &ll | Collapse Al
= General
Document Type: M Manual Payment Autho Authorization Date:
Status: NEW Accounting Period:
Document Number: PM20110225000004 Reporting Accounting Period:
T | Document Classification:
Authorized By: Security Org: GSA
Post Code: # Additional Payee Name:
Automatic Reversal: O Accompliched Date:
Reversal Accounting Period: 7 Suppress Erintings [y T
Reverse After Period:
Agency DUNS Mumber:
Agency DUNS+4:
Return to Top
5. Enter the date in the Accomplished Date field.
How Do | Record Bounced Checks in Pegasys? Finance
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10
11

12

13

14

Note: The Authorization Date, Accounting Period, and Reporting Accounting
Period fields will default to the current date and period when the formis Verified or
Processed

Inthe Vendor Codefidd, enter the vendor code for the vendor of the bounced check.
Pressthe [Tab] key or enter the vendor address code if not already populated in the
Address Codefield.

Select the Header Accounting Lines tab.

The Header Accounting Lines page will be displayed.
Click the Add button to add anew line.

The Header Accounting Line page will be displayed.

Header Accounting Line I Contracts Pay | Payment Articles | Tax Lines |

Expand All | Collapse All

= General
Line Mumber: 1 Source Number:

Line Type: Im SF-224 Reclassification: 7
Transaction Tvpe: #

Prompt Pav Tvpe: &7

Fast Pay: O
Period of Performance
(Sta:’t Date: End Date: ‘ %

Enter 02 in the Transaction Typefield.

In the Line Amounts section, enter the dollar amount of the check that bounced in the
Payment field.

In the Accounting Dimensions section, enter the appropriate accounting template in
the Templatefield.

Click the Default button to popul ate fields in the Accounting Dimensions section.
Enter additional fields as needed.

Select the Disbursing I nfor mation tab.
The Disbursing I nformation page will be displayed.
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| Headerl Fixed Assets | Header Accounting Lines | Itemized Lines | Approval Routing | Memos | Summary I Disbursing Information | Correspondence

Workflow Status Approval History

Expand &Il | Collapse All

= General

Disbursing Method: -

* Dicbursing Cffice: k4

Beturn to Top

/= Inter-Agency Transfer Information

Pavee's ALC: &+
* payee's Disbursing Office: &
# partition: '
Customer BETC: & Disbursement Number: %

1PAC Schedule Date:

Return to Top

15 Select No Check from the Disbursing M ethod drop-down list.
16 In the Disbursing Office field enter the appropriate disbursing office information.

17 Goto the Summary tab to view a summary of the accounting lines. To update an
exigting line, select the ling, click in the text box for the field you would like to
update, and make the update.

To add anew line, click the Add button and follow the instructions above on how to
enter a header accounting line. To delete aline, select the line and click the Remove
button.

18 Click the Verify button to ensure that the data has been entered correctly on the form.

If error messages are displayed, review the message and correct the form
accordingly.

19 Click the Submit button.

System message indicates the form was submitted for processing successfully.

17.3 How do | record a Bounced Check associated with Travel Relocation
Transaction?

After an advance refund or expenditure refund has been received from an employee and recorded for
Travel Relocation, the check may bounce. In order to correct this, GSA must record another payment
document to cancel out the effect of the refund.

Create a Travel Relocation Collection document to record a bounced check for an Advance Refund by
following the steps below:

Notes
1. Select Transactions—Accounts Payable—New—Payment Authorization from the
menu bar.
How Do | Record Bounced Checks in Pegasys? Finance
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The New Payment Authorization page will be displayed.

| New Payment Authorization

* Cocument Type:

Document Number Format: 4
(Dccument Mumber Prefix:

*

Document Number: Generate

Security Orq: #
Title:

Copy Document
* None

@ Copy From
" Copy Forward

2. Enter P4—Travel Relocation Collection in the Document Type box.

3. A unique document number will be automatically generated in the Document Number
field after clicking the Gener ate button.

4. Click the Finish button.

| Header | Fixed Assets | Header Accounting Lines | Itemized Lines | Approval Routing | Memosl Summary | Disbursing Information

Workflow Status  Approval History

Expand All | Collapse All

= General
Document Type: Fd Travel Relocation Colle Authorization Date:
Status: MNEW Accounting Period: &
Document Number: P420110225000000 Beporting Accounting Period: 7
Title: Cocument Classification: &
Authorized By: Security Org: GSA
Post Code: Fa Additicnal Payee Name:
Automatic Reversal: O Accomplished Date: %
Eeversal Accounting Period: & Suppress Printing: O
Reverse After Period:
Agency DUNS Number:
Agency DUNS+4:

The Header page payment formwill be displayed.

5. Note: The Authorization Date, Accounting Period, Reporting Accounting Period
and Accomplished Date fields will default to the current date and period when the form
isVerified or Processed
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6. IntheVendor Codefidd, enter the vendor code for the vendor of the bounced check.
Pressthe [Tab] key or enter the vendor address code if not already populated in the
Address Codefield.

7. Select the Header Accounting Linestab.

The Header Accounting Lines page will be displayed.
8. Click the Add button to add anew line.

The Header Accounting Line page will be displayed.

Header Accounting Line I Contracts Pay | Payment Articles | Tax Lines |

Expand All | Collapse All

= General
Line Mumber: 1 Source Number:
Line Type: lm SF-224 Reclassification: [
Transacticn Tvpe: &

Brompt Pav Tvpe: &

Fast Pay: O
Period of Performancs
lrsta:’t Cate: End Date: ‘ %

Note: The Transaction Type will default to 01 when the formis Verified or Processed.

9. Inthe Document Reference section, enter LT in the Type field. Enter the document
number in the Document field, and the appropriate line number in the Item and
Accounting fields

10. Click the Default button to bring forward the accounting strip information from the
obligation that will be displayed under the Document Reference View button.

11. Check the Misc. check box in the Refer ence Document section.

Note: This causes the document line number to disappear and disable the Default
button.

12. Enter the dollar amount of the check that bounced in the Payment field in the Line
Amounts section.

13. Inthe Description button enter the name of the employee who bounced the check.

Note: If necessary, use the Extended Description text field to enter additional
description details. The Extended Description text field will hold an additional 60
KB.

14. Select the Disbursing Information tab.
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Header | Fixed Assets | Header Accounting Lines | Itemized Lines | Approval Routing | Memos | Summary I Disbursing Information
Workflow Status Approval History

Expand All | Collapse All

= General

Disbursing Method: | |

* Disbursing Cffice:

Return to Top

— = Inter-Agency Transfer Information

Type: | vl Favee's ALC: &

R e e i EEE P 5
Inter-Agency Sub-level Prefi: v * Payee's Disbursing Cffice: % 4
* Inter-Agency Symbaol: 4 Fartition: &

Customer BETC: & Disbursement Number:

IPAC Schedule Date:

The Disbursing I nformation page will be displayed.
15. Select No Check from the Disbursing M ethod drop-down list.

16. Go to the Summary tab to view a summary of the accounting lines. To update an
exigting line, select the lineg, click in the text box for the field you would like to update,
and make the update.

To add anew line, click the Add button and follow the instructions above on how to
enter a header accounting line. To delete aline, select the line and click the Remove
button.

17. Click the Verify button to ensure that the data has been entered correctly on the form.
If error messages are displayed, review the message and correct the form accordingly.
18. Click the Submit button.

System message indicates the form was submitted for processing successfully.
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18 PBS Construction Contracts Procedures

The following chapter details the procedures for processing PBS Construction Contracts in Pegasys as
well as specific instructions for using Holdbacks and Holdback Rel eases.

18.1 How Do | Record PBS Construction Contracts in Pegasys?

Record PBS Construction Contract obligations using PN—PBS Construction Obligation forms.
Chapter 6 of the Purchasing User’s Guide will provide adequate instruction for entering these forms on-
line. The only additional step isto manually enter the Document Number of the abligation you create by
following these steps:

Step 1 — Obligate
Notes
1. Select Transactions-Purchasing-New-Order from the menu bar.

The New Order page will be displayed.

| MNew Order

X RPN L PES Construction Oblig 47

Document Number Format:
(Dccument Mumber Prefix:

*

Document Mumber:

Security Org: i
Title:

Copy Document
% None

o Copy From
8 Copy Forward

2.  Enter PN—PBS Construction Obligation in the Document Typefield.

3. Inthe Document Number field, enter the letters PN followed by the PBS
ACT Number.

Note: Creating the document number thisway, will allow for easier tracking
of the contract in Pegasys

Step 2 — Receipt

Finance PBS Construction Contracts Procedures
Created: April 15, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
Final Version 1.0 18-1



=CGI

Pegasys 6.5.0 User Guide for Federal
General Services Administration Creating Solutions for Government Innovation | ISO 9001:2000 Certified

Record receipts RW—Receipt forms by copying forward the information from the PN—PBS
Construction Obligation created in Step 1. Chapter 7 of the Purchasing User’s Guide will provide
adequate instruction for entering these forms on-line.

Notes

1. FromtheHeader Accounting Linessummary page, open the
appropriate Header Accounting Line.

The Header Accounting Line page will be displayed.

2. IntheLine Amounts section, enter the holdback amount in the
Holdback Amount field.

- Line Amounts
Amount: $831,055.83
Holdback Amount: |$0.00

Eeturn to Top

Step 3—Invoice

Record invoices on MF—M atch Invoice 3-Way R7 forms by copying forward the information from the
PN—PBS Construction Obligation created in Step 1. Chapter 4 of the Finance User’s Guide will
provide adequate instruction for entering these forms on-line. In the event of afina payment, the Prompt
Pay Typeischanged to "CONSTR30". To record adifferent Prompt Pay Type, follow the directions
below:

Notes
1. FromtheHeader Accounting Linessummary page, open the
appropriate Header Accounting Line.
The Header Accounting Line page will be displayed.
2. Inthe Prompt Pay Typefield, enter the appropriate code.
3. Tosearchfor aPrompt Pay Type, click the Prompt Pay Type
hyperlink.
The Search — Prompt Pay Type page will be displayed.
4.  Enter the appropriate search criteriaand click the Sear ch button.
The matching search results will be displayed.
5.  Select the appropriate code.
The Header Accounting Line page will be displayed and the selected
Prompt Pay code will be populated.
Step 4 — Pay
PBS Construction Contracts Procedures Finance
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P7—Payment Authorization documents will be created by the Pegasys Automated Match batch job.
The Finance User’ s Guide and the Automated Disbursements User’ s Guide may be helpful resources that
address payment functionality. If a holdback was entered on the receipt, then this information will copy
forward to the payment and the net amount will be disbursed.

Step 5 — Releasing or Canceling Holdbacks

A Holdback entered on the receipt indicates that a specified amount of money is to be withheld on the
vendor payment until or unless certain criteriaare met. If a Holdback amount was entered on the receipt
created in Step 3 that amount will not generate on the Step 4 payment. After the Step 4 payment has been
generated there are two ways to address the Holdback amount from the receipt created in Step 3: Release
the Holdback or cancel the Holdback. Both approaches are detailed below.

Releasing a Holdback

UseaPM—Manual Payment Authorization to record a Holdback Release. When recording a Hol dback
Release, you must specify the holdback you are releasing by referencing the payment document on which
the holdback occurred. The oldest holdback should be released first. Use the PBS Construction Contracts
Report to determine the oldest payment with an un-released holdback. If you need to release more than
one holdback, simply add another Header Accounting Line referencing an additional payment with a
holdback. Follow the directions below.

Notes

1. Select Transactions—Accounts Payable—New-Payment Authorization from
the menu bar.

The New Payment Authorization page will be displayed.

| New Payment Authorization

* Document Type:

Document Number Prefix:

" Document Number Format:

*

Cocument Mumber: Generate

Security Org: i
Title:

Copy Document
% None

i Copy From
i Copy Forward

2. Enter PM inthe Document Typefield.

3. A PM—Manual Payment Authorization document number will be generated
in the Document Number field after clicking the Gener ate button

4. Select the Copy Forward option.
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Click the Next button.

6. Enter PN inthe Document Typefield.

7. Enter the PN—PBS Construction Obligation document number, for which the
releaseis being created, in the Document Number field.

8. Click theFinish button.

The Header page of the Payment Authorization formwill be displayed.
| Header I Fixed Assets | Header A_ccounting Lines | Itemized Lines |Approva\ Routing | Memos | Summary I Disbursing Inf_ormat!on | Correspondence
Workflow Status Approval History
Expand 2l | Collapse All
— - General
Document Type: P Manual Payment Autho Authorization Date:
Status: NEW Accounting Period: Fa
Document Number: PM20110225000004 Reporting Accounting Perisd: &
Title: | Document Classification: &
Authorized By: Security Org: GSA
Fost Code: y Additicnal Payee Name:
Automatic Reversal: O Accomplished Date:
& Suppress Printing: % =
Reverse After Period:
Agency DUNS Number:
Agency DUNS+4:
Return to Top

9. Enter your namein the Authorized By field.

10. Click the Header Accounting Lines page and select the appropriate Header
Accounting Line for which the release is being created. Then click the Header
Accounting Line hyperlink.

The Header Accounting Line page will be displayed.
Header Accounting Line I Contracts Pay I Payment Articles I Tax Lines |
Expand Al | Collapse All
— = General
Line Mumber: i Source Number;
Line Type: Mermal hd SF-224 Reclassification: [0
Transaction Type: Fa
Brompt Pav Tvpe: &
Fast Pay: O
Period of Performance
’VSta:'t Cate: End Date: ‘ %

11. Inthe Line Amounts section, enter the holdback release amount in the
Holdback Amount field.

12. Deletethe value PN displayed in the Type field of the Reference Document
section. Thiswill delete the entire reference to the obligation.

Note: Copying forward the PN—PBS Construction Obligation allowed all the
information noted on the obligation, to be automatically entered on the payment

PBS Construction Contracts Procedures Finance
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document. Pegasys will not allow a direct reference to the order when the form
isprocessed so it must be deleted.

13. Go to the Accounting Dimension section and delete the Sub Object Class
value.

Note: The Sub Object Class must be deleted because a Holdback Release is a
balance sheet transfer. Therefore, the Sub Object Class value is prohibited.

14. Go to the Refer ence Prepayment/Holdback/Suspension section and reference
the oldest holdback payment. Enter P7 or PM in the Typefield and the
document number in the Document field, and appropriate line number in the
Item and Accounting fields.

Note: Use the PBS Construction Contracts Report to deter mine the oldest
payment with an un-released holdback. If you need to release more than one
holdback, simply add another Accounting Line referencing an additional
payment with a holdback.

15. Go to the Summary tab to view a summary of the accounting lines. To update
an existing line, select the ling, click in the text box for the field you would like
to update, and make the update.

To add anew line, click the Add button and follow the instructions above on
how to enter a header accounting line. To delete aline, select the line and click
the Remove button.

16. Click the Verify button to ensure that the data has been entered correctly on the
form.

If error messages are displayed, review the message and correct the form
accordingly.

17. Click the Submit button.

System message indicates the form was submitted for processing successfully.

Canceling a Holdback

Should GSA determine never to release a Holdback, the Holdback amount should be liquidated and the
money returned to the obligation (The PN created in step 1). To do this create a PU—Allocate
Prepayment. Line 1 will release the Holdback and the Line 2 will credit the dollar amount back to the
obligation (The PN created in step 1).

Notes

1. Select Transactions—Accounts Payable—New-Payment Authorization from

the menu bar.

The New Payment Authorization page will be displayed.
2. Enter PU inthe Document Typefield.
3. A PU—AIllocate Prepayment document number will be generated in the
Finance PBS Construction Contracts Procedures
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Document Number field after clicking the Generate button
Select the Copy Forward option.

Click the Next button.

The Copy Forward page displays.

Enter PN in the Document Typefield.

© N o g A&

Enter the appropriate PN—PBS Constr uction Obligation document number
(from step 1) in the Document Number field.

9. Click the Finish button.
The Header page of the Allocate Prepayment formwill be displayed.

‘ Header I Fixed Assetsl Header Accounting Lmesl Itemized Lines | Approval Routing | Memos | Summary | Disbursing Information I Correspondence

Workflow Status Approval History

Expand All | Collapse All

= General
Document Type: U Zllocate Prepayment Authorization Date:
Status: NEW Accounting Period: &
Document Number: PU20110225000000 Reporting Accounting Period: &
Title: Upgrade Test CP 6616 Decument Classification: &
Authorized By: Zlata Gedsel Security Org: GSA
Post Code: & Additional Payee Name: I
Automatic Reversal: ] * Accomplished Date:
Rewversal Accounting Period: & Suppress Printing: -
Reverse After Period:
Agency DUNS Number:
Agency DUNS+4:

10. Enter your name in the Authorized By field.
11. Click the Header Accounting Linestab.
The Header Accounting Lines page will be displayed.

12. Open the appropriate Header Accounting Line for which the release is being
created.

Header Accounting Line | Contracts Pay | Payment Articles | Tax Lines

Expand &Il | Collapse All

- General
Line Number: 1 Source Number:
Line Type: Im SF-224 Reclassification: [
Transaction Twpe: &
Erompt Pav Tvpe: &
|
End Date: ‘ %

13. Enter Holdback Releaseinthe Line Typefield. Enter the Holdback release
amount in the Amount field.

PBS Construction Contracts Procedures Finance
Privileged and Confidential/°Copyright 2011, CGI Federal Created: April 15, 2011
18-6 Final Version 1.0
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14,

15.

16.

17.
18.

19.
20,

21
22

23,

24,

25,

Note: Reference the Holdback payment that will never be released in the
Prepayment/Holdback/Suspension Reference group box. Enter P7 in the Type
field and the relevant document number in the Document field, tab to enter the line
number that should be referenced.

Use the PBS Contracts Report to determine the oldest payment with un-released
holdback. If you need to release more than one holdback, add another Header
Accounting Lineto reference an additional payment with a holdback.

Delete the value PN displayed in the Type field of the Refer ence Document group
box. Thiswill delete the entire reference to the obligation (the PN created in step
1).

Note: Copying forward the PN-PBS Contract Obligation allowed all the
information notated on the obligation to be automatically inferred on the payment
document. Pegasys will not allow a direct reference to the Purchase Order when the
form is processed, so the obligation must be deleted.

Go to the Accounting Dimensions section and del ete the Sub Object Class value.

Note: Sub Object Class must be deleted because a Holdback Release is abalance
sheet transfer. Therefore the Sub Object Class valueis prohibited.

Return to the Header Accounting Lines page by clicking on the Header
Accounting Lines hyperlink.

Select the Header Accounting on which you just worked.
Click the Copy button.

A new line will display on the Header Accounting Lines page list (contains the
datafrom previous line).

Select the newly created line.

Click the Header Accounting Line hyperlink.

The (new) Header Accounting Line page will display.
Enter Credit inthe Line Typefield.

Go to the Accounting Dimensions section and enter the appropriate Sub Object
Class value.

In the Reference Document section, enter PN in the Type field. Then enter the PN
document number (from step 1) in the Document field. Enter the line number that
should be referenced. Y ou can also click the header accounting line link and the
Copy Forward button to reference the document.

Return to the Header Accounting Lines page by clicking the Header Accounting
Lines hyperlink.

Click the Disbursing I nformation tab.
The Disbursing I nformation page will be displayed.

Finance PBS Construction Contracts Procedures
Created: April 15, 2011 Privileged and Confidentialf@Copyright 2011, CGlI Federal
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| Headerl Fixed Assets | Header Accounting Lines | Itemized Lines | Approval Routing | Memos | Summary | Disbursing Information Correspundence.
Workflow Status Approval History
Expand &l | Collapse All

= General

Disbursing Method: vl

* Disbursing Cffice: #

Return toc Top

= Inter-Agency Transfer Information

7
vee's Disbursin : v
# partition: &
Customer BETC: ¥ Disbursement Number: %

1PAC Schedule Date:

Return to Top

26. Enter No Check in the Disbursing M ethod field.
27. Inthe Disbursing Office field, enter the appropriate value.

28. Go to the Summary tab to view a summary of the accounting lines. To update an
existing line, select theline, click in the text box for the field you would like to
update, and make the update.

To add anew line, click the Add button and follow the instructions above on how
to enter aheader accounting line. To delete aline, select the line and click the
Remove button.

29. Click the Verify button to ensure that the data has been entered correctly on the
form.

If error messages are displayed, review the message and correct the form
accordingly.

30. Click the Submit button.

System message indicates the form was submitted for processing successfully.

Refer to the chart below for selecting the correct Transaction Type for appropriate posting(s). *
Indicates there are Flexible Definitions that exist. Transaction Types 23 and 25 are to be used when
entering Program PGB80. Identified accountsin bold print cite negative posting amounts.

Doc Trans Trans Description Acctg GL Posting Debit Credit Flex
Type Type Event = Acctg Seq Acct Acct Def
PU 22 Holdback Release- SPN5 4102 1 2130 2110.02 N/A
Check/EFT

PU 23 Holdback Release SPN8 4102 1 2130 2110.02 N/A
Reimbursable-
Check/EFT

PU 24 Holdback (restore SPN3 2030 1 4610 4901 *

money to order)

PBS Construction Contracts Procedures Finance
Privileged and Confidential/°Copyright 2011, CGI Federal Created: April 15, 2011
18-8 Final Version 1.0
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Doc Trans Trans Description Acctg GL Posting Debit Credit Flex

Type Type Event Acctg Seq Acct Acct Def

PU 24 Holdback (restore SPN3 2030 2 (6100.01) | (2110.02) | *
money to order)

PU 25 Holdback-Reimbursable | SPN7 2060 1 4610 4901 N/A
(restore money to order)

PU 25 Holdback-Reimbursable | SPN7 2060 2 6500.01 2110.02 N/A
(restore money to order)

Finance PBS Construction Contracts Procedures

Created: April 15, 2011

Final Version 1.0
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A.  Field Descriptions

A.1 Direct Payments

Direct Payment forms are created in Pegasys to record an accrued expenditure, record delivery,
acceptance of goods or services, record receipt of the vendor invoice, and initiate payment once
all required approvals have been applied. The Direct Payment is a modified Match Invoice form.

A.l1 Direct Payment Header Page

Whether you are using D6, D7, DK, DW, or DX document types the first page of the Direct
Payment form is the header page. This page contains general information about the direct
payment. Figure A-1: Direct Payment Header Page displays the Header page of the Direct
Payment form.

Figure A-1: Direct Payment Header Page

| Header | Fixed Assets l Office Addres=es I Header Accounting Lines I Itemized Lines | Approval Routing | Memos I Summary | Disbursing Information

Workflow Status Approval History

Expand All | Collapse All

— /= General
Document Type: [l Direct Pay - Region 6, Invoice Date: Reset: [
Status: NEW Accounting Peried: o
Document Number: D6201102150000 Reporting Accounting Periad: &+
Title: | Document Classification: Fa
; Security Org: GSA
* Invoiced By: g
Additional Payee Name:
Invoice £

Accomplished Cate:
VWendor's Invoice Date:

Suppress Printing: r
* Log Date: Fast Fay: |
Invoice Status: & Electronic: -
Invoice Status Reascn: & Period of Performance
Start Date:
End Date:

Return to Top

Thetablein Figure A-2: Direct Payment Header Page Field Descriptions provides additional
information about the Direct Payment Header Page fields.
Figure A-2: Direct Payment Header Page Field Descriptions

Field Name Description Features
Title Used to store the ACT number in Phase 1 of System-generated when the direct
Pegasys Implementation. payment is created.
Invoiced By The name of the person who received the goods or | Optional.
service.
Finance Field Descriptions
Created: April 15, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
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Field Name

Description

Features

Invoice Date

Vendor’s Invoice
Date

Log Date

Accounting Period

Reporting
Accounting Period

Document
Classification

Security Org

Accomplished Date

Additional Payee
Name

Date Due To Vendor
If Defective

Date Returned To
Vendor

Date Received Back
From Vendor

The date the invoice is entered into Pegasys. Enter
the value in one of the following formats:
MM/DD/YY

MM/DD/YYYY

The date on the vendor’s invoice. Enter the value in
one of the following formats:

MM/DD/YY
MM/DD/YYYY

The date stamp of the designated billing office
(Service/Finance).

The accounting period in which this transaction is to
be recorded. Enter the value in the following
formats, where MM is fiscal month and YY is fiscal
year:

MM/YY
MM/YYYY

The accounting period, in which this transaction
should be reported, based on when the transaction
should have been entered. Enter the value in the
following formats, where MM is fiscal month and YY
is fiscal year:

MM/YY
MM/YYYY

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

The security organization established when the
form was created. Only users in the specified
security organization will have access to the form.
Note: If sending to other services for approval,
users must select “GSA” as the security
organization.

For inter-agency transfer payments, the date the
direct fund transfer actually occurred. Enter the
value in the following format:

MM/DD/YY
MM/DD/YYYY

The name of the additional vendor receiving the
disbursement.

The date the defective invoice is due to the vendor.

The date the defective invoice was returned to the
vendor.

The date the corrected invoice was received back
from the vendor.

Required by GSA.

If blank, defaults to the current
date.

Required by GSA.

If blank, defaults to the current
date.

Required by GSA..

Required by GSA.

If blank, defaults to the reporting
accounting period associated
with the Date field.

Required by GSA..

If blank, defaults to the reporting
accounting period associated
with the Date field.

GSA is not using for Phase 1.

System-maintained.

Defaults to the user’s security
organization.

Optional..

GSA not using.

Optional.

Optional.

Optional.

Field Descriptions
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Field Name

Description

Features

Suppress Printing
(check box)

Fast Pay (check box)
Totals (group box)
Net Amount

Cost + Fee Amount

Holdback Amount
Applied Prepayment
Amount

Prorate Amount

Prorate (button)

Vendor (group box)
Code

Name

More (button)

Remit To Address
More (button)

If checked, inhibits the ability to print the form.

Currently not in use.

The net amount of the transaction
The cost amount of the transaction.

The amount of the order total that is being held
back from payment.

The amount of prepayments to be applied to this
prepayment accounting line.

The sum of all accounting lines on the form. This
field is updated by clicking on the Prorate button.

Recalculates the document totals across all
accounting lines while maintaining the same
percentage amounts for each accounting line.

Displayed in two fields:

Field 1: Vendor Code—A code specifically assigned

to a particular vendor listed on the Vendor
Maintenance table. This code is generally the
vendor 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.

The name of the vendor providing the goods or
services.

Displays the Vendor Information dialog box that
identifies address information about the vendor.

Address code of the vendor receiving the payment.

Displays the Vendor Information dialog box that
identifies address information about the vendor.

GSA not using.

GSA not using.

System-maintained.
System-maintained.

GSA is not using for Phase 1.

GSA not using.

Required.

The combination of vendor code
and vendor address code must
be valid on the Vendor
Maintenance table.

Required.
System-maintained.

The value will be defaulted from
the Vendor Maintenance table
once a vendor code is specified.

Unavailable unless the vendor
criteria are entered in the code
fields.

Required.

Unavailable unless the vendor
criteria are entered in the Remit

To Address field.
Period of Performance (group box)
Start Date The date on which the ordered services began. Optional.
Enter the value in one of the following formats:
MM/DD/YY
MM/DD/YYYY
Finance Field Descriptions
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Field Name Description Features
End Date The date on which the ordered services ceased. Optional.
Enter the value in one of the following formats:
MM/DD/YY
MM/DD/YYYY
Designated Agent (group box)
Code Displayed in two fields: Optional.
Field 1: Designated Agent Code—The code that Click on the hyperlink for Search
specifically identifies the vendor to be used as a options.
designated agent. Used for assignments only.
Field 2: Address Code—The address code linked to
the Designated Agent code listed in Field 1.
Name The name of the designated agent. Optional.

More (button)

Customer Account

Invoice #
Invoice Status

Description

Extended
Description

Contracts (group
box)

Contracts Number

Blanket Agreement
Number

Delivery Order
Number

Contracts Specialist:

Expiration Date:

Type of Action:

Order Type:

Displays the Designated Agent Information dialog
box that identifies additional information about the
designated agent.

Select ALC (Agency Location Code) here, if needed
orders for inter-agency agreements.

The number on the invoice sent from the vendor.
The status of the invoice.

Displays the Description box, a free-text field 255
characters long used to enter additional information
about the line.

Displays the Order Contract Information dialog
box in which details of the contract the direct
payment are associated.

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

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

The number of the delivery order to which this form
applies.

The name of the contract specialist.
The expiration date for the agreement.

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

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

System-maintained.
Unavailable unless criteria are
entered in the code fields.

Optional.

Required.
Optional.
Optional.

Optional.

Optional.

Optional.

Optional.

Optional.
Optional.
Optional.

Optional.

Field Descriptions Finance
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Field Name Description Features
Priority: The priority level associated with this item. Optional.
Priority Rating: The priority rating associated with this document (1- | Optional.

10).
Date Signed The date the agreement was signed. Enter the Optional.
value in the following format: MM/DD/YYYY.
Discount Terms Displays the Terms dialog box that describes Optional.
(group box ) specifics of the direct payment such as, the direct
payment’s tender type, information regarding place
of inspection, and the estimated holdback
percentage.
Negotiated Payment | The number of days after an invoice is received Optional.
Days within which payment must be made to avoid
interest charges.
Discounts Discount Amount, Date, and Percentage. Optional.
Shipping Info (group | Displays the shipping information for the invoice. Optional
box)
Freight On Board: The freight on board location determining who pays | Optional
the shipping charges.
Additional Markings Additional information that will be used to further Optional
identify the shipping location or delivery method.
Govt Bill if Lading The government bill of lading for the shipment. Optional
Delivery Date The date the purchased goods or services were Optional
delivered. Valid format: MM/DD/YY or
MM/DD/YYYY.
Payment Adjustment | Displays the payment adjustment code and details Optional
Details (group box) for the invoice.
External System Displays the external system id and document Optional

Information

number.

A.l.2

Direct Pay Disbursing Information Page

The Direct Pay Disbursing Information page contains the disbursement information that is
used for payment. Figure A-3: Direct Pay Disbursing Information Page displays the
Disbursing Information page of the Direct Pay form.

Finance
Created: April 15, 2011
Final Version 1.0
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Figure A-3: Direct Pay Disbursing Information Page

Worlkflow Status Approval History

Expand &ll | Collapse &ll

—=l General
Disbursing Method: [RNBMRSRRNNE ~
Cisbursing Cffice: 7

Return to Top

—/=l Inter-figency Transfer Information

Type: I 'I Pavee's ALC: Fd

Inter-Agency Sub-level Prefix: & Eartition: &

4 Disbursement Number:

Return to Top

—/=/ No Check Information
Disbursed By: Check/Disb #:

Date:

Return to Top

| Header] Fixed Assets | Office Addresses |.Header Accounting Lines I-Itemized Lines I.Approval Routing I Mernos] Summary-l Disbursing Information

Thetablein Figure A-4: Direct Pay Disbursing Information Page Field Descriptions provides
additional information about Direct Pay Disbursing Information fields.
Figure A-4: Direct Pay Disbursing Information Page Field Descriptions

Field Name Description

Features

Disbursing Method | Indicates whether the payment is a no check payment (i.e.,
manual payment), an inter-agency transfer (i.e., a payment
which will occur through a direct transfer of funds between
government agencies), or a check/EFT payment.

Disbursing Office The code that identifies the office that will disburse the given
payment. The value must be valid on the Disbursing Office
Maintenance table

Inter-Agency Transfer Information (group box)

Disbursement The Treasury-assigned number which identifies the direct
Number funds transfer (e.g., the SF-1081 number).

Inter-Agency Symbol of the fund being disbursed

Symbol

Required.
Drop-down list box.

Automatically defaults to the
vendor's preferred
disbursing method based
on the site ID once the form
verified. However, this field
can also be completed
manually.

Required.

Automatically defaults to the
disbursing office once the
form is verified. However,
this field can also be
completed manually.

Enabled when the disbursing
method is inter-agency
transfer.

Use only for OPAC payments.

Required.

Field Descriptions
Privileged and Confidential/°Copyright 2011, CGI Federal
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Field Name

Description

Features

Type

Inter-Agency Sub-
level Prefix:

Payee's ALC:

Can be either 1080, 1081, or OPAC. Cannot be entered
unless the Disbursing Method is Inter-Agency Transfer.

The unique code that is a component piece of the Inter-
Agency Treasury Symbol, representing a programmatic
breakdown of the account for Treasury publication purposes.
The code is up to 2 characters long, in numeric format. It is
displayed at the beginning of the Treasury Symbol inside
parenthesis. Example: Treasury Symbol 27 characters:
(41)18-4704/051234.888 where Sub-level Prefix = 41,
Agency = 18, Source Agency = 47, Fiscal Year From = 2004,
Fiscal Year To = 2005, Main Account = 1234 and Sub
Account = 888.

The Agency Location Code for the payee.

No Check Information (group box)

Disbursed By

Check/Disb #

Date

The entity or system responsible for disbursing the no check
payment.

The check number or identifying information for the no check
payment.

The date a no check payment was actually disbursed.

Check/EFT Information (group box)

Disbursing Model

Indicates the method of disbursement for this payment. The
agency can print its own check using the system or choose
to disburse the payment using FRB Disbursing, State
Disbursing, Bank Disbursing, or Treasury Disbursing.

Treasury/FRB Disbursing Information (group box)

Payment Category
Line Code

Schedule (box)
Payment Type
Fiscal Year

Category

Type

Number

Sequence Number

The payment category. Determines whether or not the
payment is subject to Treasury Offsets.

Used to crosswalk category to type. Valid values are Vendor
and Miscellaneous.

The type of disbursement method to be used.
Identifies the fiscal year to which the item is assigned.

Identifies the schedule category to which the payment type is
assigned. Schedule category is used by the Automated
Disbursements process to determine the appropriate format
for the generated payment schedule. Each schedule
category may be used for only one payment type. Updated
by the Treasury reconciliation process.

Indicates the type of check selected (for example, mailed,
hand pick-up, comment card, etc.).

Identifies the schedule number to which the payment type
is assigned.

Identifies the schedule sequence number to which the
payment type is assigned.

Required for inter-agency.
Drop-down-list box.

Optional

Optional

No check.

Person requesting the
manual.

Disabled.

Disabled.

Drop down box

Optional

Drop Down box.

Optional
Optional

System Maintained

Optional

Optional

Optional

Finance
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Field Name

Description

Features

Agency Printing Information (group box)

Payment Category

Line Code

Check Type

Agency Printing
Type

The payment category. Determines whether or not the
payment is subject to Treasury Offsets.

Used to crosswalk category to type. Valid values are Vendor
and Miscellaneous.

Indicates the type of check selected (for example, mailed,
hand pick-up, comment card, etc.).

Indicates whether the agency disbursements office will print
a check for this payment using the automated disbursements
process or will use the manual check transaction to record a
hand written check or print a check on demand.

State Disbursing Information

Payment Type:

Mail Code:

Post Dated Check
Date

Eligible for
Revaluation

Comments to Print

A.1.3

The type of disbursement method to be used.

The mail code of the disbursement information. Valid options
include Mail Direct, Pouch to Post, Return to USDO, Special
Handling and Save for Vendor Pick-up.

The post dated check date of the disbursement information.

Signifies whether the disbursement is eligible for revaluation.

Any comments to be printed on a bill beyond the standard
text included in the bills text code. The user must specify

whether these comments are to be included on the forms
printed bill, any related dunning letters, or both.

Direct Pay Header Accounting Line Page

Optional.
Defaults to not selected.

Drop Down box. No Values

Drop Down box. No Values

Drop Down box

Optional.

Drop down box. Defaults to
not selected.

Optional.

Optional.

Optional

The Direct Pay Header Accounting Line page contains the disbursement information that is
used for payment. Figure A-5: Direct Pay Header Accounting Line Page displays the
Accounting Line page of the Direct Pay form.

Field Descriptions
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Figure A-5: Direct Pay Header Accounting Line Page

1
Header Accounting Line | Contracts Pay | Receipts |

Expand All | Collapse &ll

= General
Line Number: 1 Source Number:
Transacticn Type: &
Line Type: |Ncrmal LI
Period of Performance
(Star‘t Date: End Date:
Related Cost Type: |N_-'A ;l

Return to Top

— = Prepayment/Holdback/Suspension Reference

Number: Item:

7 & 7

Type: Accounting: Mo

Return to Top

Thetablein Figure A-6. Direct Pay Header Accounting Line Page Field Descriptions
provides additional information about Direct Pay Accounting Linesfields.

Figure A-6: Direct Pay Header Accounting Line Page Field Descriptions

Field Name Description

Features

Line Number A number that uniquely identifies the line.

Optional.

If blank, system will default to
the value of the next
sequential number from the
highest line number already
entered.

Line Type The type of item accounting line.

Optional.
Defaults to Normal.

Transaction Type An alphanumeric code is used in combination
with the transaction’s document type that
determines general ledger postings and
budgetary impact. Valid values are listed in the

Transaction Definition Maintenance table.

Required, defaults based on
document type.

Period of
Performance

The beginning effective date of the referenced
contract.

Optional

Related Cost Type | The category to which the accounting line relates

to.

Drop Down Box

Source Number The specific source of the financial transaction

activity.

The specific source of the
financial transaction activity.

Line Amounts (group box)

Finance
Created: April 15, 2011
Final Version 1.0
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Field Name

Description

Features

Invoiced

Applied Credit

Net Amount

Prepayment/Holdb
ack/Suspension
Amount

Holdback Amount

Applied
Prepayment

The dollar amount of the accounting line. Must be
greater than zero.

The credit amount applied to the accounting line.

The difference between the original line amount
and the applied credit.

Of the net authorized, the amount to be held back

based on the contract terms.

The amount of prepayments to be applied to this
payment accounting line.

Required.

GSA not using.

System-maintained.

GSA not using.

Optional.

Accounting (group box)—will copy forward from the order except for Direct Pay

Template

BFYs

Fund

Reg

Program

Org

Sub Object Class

Activity

Proj

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

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).

The fund code of the accounting strip.

The region code of the accounting strip. Valid
values are listed in the Region Maintenance
table.

The program code of the accounting strip. Valid
values listed in the Program Maintenance table.

The organization code of the accounting strip.
Valid values are listed in the Organization
Maintenance table.

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

The activity code of the accounting strip. Valid
values are listed in the Activity Maintenance
table.

The project/grant/case humber/audit number
code/profit center of the accounting strip. Valid

values are listed in the Project Maintenance table.

Required.

Required.

Will default based on the
accounting template
selected.

Required.

Will default based on the
accounting template
selected.

Will default based on the
accounting template
selected.

Will default based on the
accounting template
selected.

Will default based on the
accounting template
selected.

Required.

Object class is inferred from the
Cost Element.

May default and/or may
become required, based on
the accounting template
selected.

May default and/or may
become required, based on
the accounting template
selected.

Field Descriptions
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Field Name Description Features

Sub Currently not in use.

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

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

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

selected.

Cost Org Currently not in use. GSA not using.

CBFY’s Canceled Budget Fiscal Year(s) of the accounting | GSA not using.

CanceledFund

strip for which the form is being processed
against.

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

Document Reference (group box)

Type

Document

Final (checkbox)

Misc (checkbox)

Default (button)

View (button)

The document type of the referenced document.

Consists of two fields:

Field 1: The document number of the referenced
document.

Field 2: The line number of the referenced
accounting line.

If checked, liquidates the referenced document
and returns unused money to the budget..

If checked, the accounting line will update the
referenced document’s miscellaneous amount
and does not liquidate a specific accounting line
amount.

Brings over accounting data from a purchase
order or receipt (if the Copy Forward feature was
not used). However, will not bring forward the
ACT number.

The View button shows the document selected in
the record display box.

GSA not using.

Required unless entering a
purchasing document that
follows the one-way
automated match model.

Drop-down list provides list of
valid values.

Required unless entering a
purchasing document that
follows the one-way
automated match model.

Click on the hyperlink to search.

Optional.

A check will default when the
request is processed and the
line amount equals the
referenced line amount.

Optional.
Defaults to unchecked.

Optional.

Optional.

Finance
Created: April 15, 2011
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Field Name

Description

Features

Prepayment/Holdback/Suspension Reference (group box)

Type

Document

The document type of the referenced
prepayment/holdback document.

Consists of two fields:

Field 1: The document number of the referenced
prepayment/holdback document.

Field 2: The line number of the referenced
accounting line.

Period of Performance (group box)

Start Date

End Date

Description

Extended
Description

Agreement (box)

Contracts Line
(box)

Contracts Number:

Blanket Agreement
Number:

Delivery Order
Number:

The date ordered services begin. Enter the value
in one of the following formats:

MM/DD/YY
MM/DD/YYYY

The date ordered services cease. Enter the value
in one of the following formats:

MM/DD/YY
MM/DD/YYYY

Displays the Description dialog box, a free-text
field 255 characters long used to enter additional
information about the line.

Displays the Extended Decscription dialog box, a
free text field which allows more characters than
the Description box.

Used to specify an agreement (e.g., RWA, IBAA)
to be associated with the direct payment.
Displayed in two fields:

Field 1: Agreement number. Valid values are
listed in the Direct Agreements Maintenance
table.

Field 2: Line number of the referenced
agreement line.

Used to specify a contract line item number
(CLIN)or sub-contract line item number that is
referenced by the direct payment.

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

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

The number of the delivery order to which this
form applies.

Required unless entering a
purchasing document that
follows the one-way
automated match model.

Drop-down list provides list of
valid values.

Required unless entering a
purchasing document that
follows the one-way
automated match model.

Optional.

Click the hyperlink for date
options.

Optional.

Click the hyperlink for date
options.

Optional.

Optional

Optional.

Only entered by PBS Phase I.

Optional.

Optional.

Optional.

Optional.

Field Descriptions
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Field Name Description
Contracts Line The number of the contract line to which this form | Optional.
Item Number: applies.
Sub Contracts Line | The number of the sub-contract line to which this | Optional.
Item Number: form applies.
Blanket Agreement | The line item number of the blanket purchase Optional.
Line Item Number: | agreement associated with this form.
Sub Blanket The line item number of the sub blanket purchase | Optional.
Agreement Line agreement associated with this form.
Item Number:
Payments (box) Displays the Payment Information dialog box Optional.
that identifies the interest reason, discount lost
reason, and prompt pay type.
Interest Reason: An alphanumeric code identifying the reason why | Optional.
the payment will incur an interest penalty. The
value must be valid in the Interest Reason
maintenance table.
Discount Lost An alphanumeric code identifying the reason why | Optional.
Reason: the payment will not include a discount.
Prompt Pay Type: Used to classify payments subject to prompt Optional.
payment regulations. Identifies payment terms,
such as number of payment days, interest and
penalty rates, etc.
Quantity Indicates quantity number of itemized line. Optional.
Unit: The standard unit of measure of the commodity. Optional.
The field defaults to the value associated with the
commodity code as defined on the Commodities
table.
Delivery Date: The date the purchased goods or services were Optional.
delivered. Valid format: MM/DD/YY or
MM/DD/YYYY.
Acceptance Date: The date goods or services were accepted. Valid | Optional.

format: MM/DD/YY or MM/DD/YYYY.

A.1.3.1 Receipts Window

The Receiptstab displays the Invoi ce/Recei pt Match page that allows the user to reference or
unlink a Receipt or an Order on aMatch Invoice. Figure A-7: 1 nvoice/Receipt Match displays
the Invoi ce/Receipt Match page.

Finance Field Descriptions
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Final Version 1.0 A-13


javascript:searchReference('referenceClass=ContractLineItemQuery,referenceName=contractLineComposite.contractLineItemNumberReference,field=contractLineItemNumber',false,'dynamicState','searchReference');�
javascript:searchReference('referenceClass=ContractLineItemQuery,referenceName=contractLineComposite.contractLineItemNumberReference,field=contractLineItemNumber',false,'dynamicState','searchReference');�
javascript:searchReference('referenceClass=SubContractLineItemQuery,referenceName=contractLineComposite.subContractLineItemNumberReference,field=subContractLineItemNumber',false,'dynamicState','searchReference');�
javascript:searchReference('referenceClass=SubContractLineItemQuery,referenceName=contractLineComposite.subContractLineItemNumberReference,field=subContractLineItemNumber',false,'dynamicState','searchReference');�
javascript:searchReference('referenceClass=BPALineItemQuery,referenceName=contractLineComposite.blanketAgreementLineItemNumberReference,field=blanketAgreementLineItemNumber',false,'dynamicState','searchReference');�
javascript:searchReference('referenceClass=BPALineItemQuery,referenceName=contractLineComposite.blanketAgreementLineItemNumberReference,field=blanketAgreementLineItemNumber',false,'dynamicState','searchReference');�
javascript:searchReference('referenceClass=SubBPALineItemQuery,referenceName=contractLineComposite.subBlanketAgreementLineItemNumberReference,field=subBlanketAgreementLineItemNumber',false,'dynamicState','searchReference');�
javascript:searchReference('referenceClass=SubBPALineItemQuery,referenceName=contractLineComposite.subBlanketAgreementLineItemNumberReference,field=subBlanketAgreementLineItemNumber',false,'dynamicState','searchReference');�
javascript:searchReference('referenceClass=SubBPALineItemQuery,referenceName=contractLineComposite.subBlanketAgreementLineItemNumberReference,field=subBlanketAgreementLineItemNumber',false,'dynamicState','searchReference');�
javascript:searchReference('referenceClass=InterestReason,referenceName=interestReasonReference,field=interestReason',false,'dynamicState','searchReference');�
javascript:searchReference('referenceClass=DiscountLostReason,referenceName=discountLostReasonReference,field=discountLostReason',false,'dynamicState','searchReference');�
javascript:searchReference('referenceClass=DiscountLostReason,referenceName=discountLostReasonReference,field=discountLostReason',false,'dynamicState','searchReference');�
javascript:searchReference('referenceClass=PromptPaymentType,referenceName=promptPayTypeReference,field=promptPayType',false,'dynamicState','searchReference');�
javascript:searchReference('referenceClass=Unit,referenceName=unitOfMeasureReference,field=unit',false,'dynamicState','searchReference');�
javascript:showCalendar('z1zTeoyHolder','z1zTeoy')�
javascript:showCalendar('z1NMXOuHolder','z1NMXOu')�

=C(.'-I

Pegasys 6.5.0 User Guide for Federal
General Services Administration Creating Solutions for Government Innovation | ISO 9001:2000 Certified

Figure A-7: Invoice/Receipt Match

Header | Fixed Assets | Office Addresses | Header Accounting Lines | Itemized Lines | Approval Routing | Memos | Summary | Disbursing Information |

S
| Header Accounting Line I Contracts Pay | Receipts

Totals for Lins
|7Matched Amount: $0.00

Unmatched Amount: |$0.00

Add Display IlD 'I Ttems View as CSV Sort...
- Document Type Document Number Item Line Number Accounting L
- MO ITEMS TO DISPLAY -
Expand all | Collapse all
=l General
Doc Type: & Coc Mumber: 4 Accounting Line #: # ltemized Line : ¥
Matched Amount: Invoice Final: [T Receipt Final: =

Thetablein Figure A-8: Invoice/Receipt Match Field Descriptions provides addition
information about the I nvoice/Receipt Match Page fields.

Figure A-8: Invoice/Receipt Match Field Descriptions

Field Name Description Features
Document Details Consists of three fields: Optional.
Field 1: The Document type being referenced. Select a valid entry from the drop
Field 2: The document number of the referenced down associated with Field 1.
document.

Field 3: The line number of the referenced
accounting line.

Matched Amount Dollar amount of the referenced receipt Enter the dollar amount of
applicable to Match Invoice. referenced line.
Invoice Final If checked, fully liquidates the referenced receipt Optional.

indicating this is the last invoice.

Receipt Final If checked, fully liquidates the referenced GSA not using.
purchase order indicating this is the last receipt.

A.2 Match Invoice Document

In Pegasys, the record of avendor’s non-itemized invoice is entered on the Match Invoice form.
The Finance Technician enters the Match Invoice form when the vendor invoice is received.
These invoices record an invoice received from a vendor for goods, training, or services.
Whenever aMatch Invoiceis created, the type must be selected. The different types of Match
Invoice documents are listed in Figure A-9: Match I nvoice Document Types.

Figure A-9: Match Invoice Document Types

Doc Type Doc Category Region Description
M6 Ml 6 Match Invoice—3-Way Region 6 only
M7 Ml 7 Match Invoice—3-Way Region 7 only
Field Descriptions Finance
Privileged and Confidential/°Copyright 2011, CGI Federal Created: April 15, 2011
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Doc Type Doc Category Region Description
MK Mi 6 Match Invoice—2-Way Region 6 only
Mw Ml 7 Match Invoice—2-Way Region 7 only
A21 Match Invoice Header Page

Thefirst page of the Match Invoice form is the Header page. The Header page contains generd

information about the invoice such as the date of the invoice, the invoice number and the vendor.

Figure A-10: Match Invoice Header Page displays the Header page of the Match Invoice form.
Figure A-10: Match Invoice Header Page

‘ Header rFixEd Assetsj Office Addres=es lHeader Accounting Lines lItemized Lines [Approual Routing | Memos [ sSummary I Dizbursing Information
Workflow Status Approval History

Expand All | Ccllapse &ll

— = General
Document Type: M 3GS Itemized Invoice Invoice Date: Reset: [
Status: MEW Accounting Period: 7
Document Number: 2M201102160001 Beporting Accounting Pericd: &
Title: Document Classification: 7
i Security Org: GSA
* Invoiced By: L %
Additional Payee Name:
Invoice #:

Accomplished Cate:
Wender's Inveice Date:

Suppress Printing: -
*x Log Cate: Fast Fay: -
Invoice Status: 7 Electronic: =
Invoice Status Reason: & Period of Performance
Start Date:
End Date:

Thetablein Figure A-11: Match Invoice Header Page Field Descriptions provides additional
information about Match Invoice Header Page fields.
Figure A-11: Match Invoice Header Page Field Descriptions

Field Name Description Features
Title Used to store the ACT number in Phase 1 of Pegasys System-generated.
Implementation.
Invoice Date The date the invoice is entered into Pegasys. Enter the If blank, defaults to the current
value in one of the following formats: date.
MM/DD/YY
MM/DD/YYYY
Vendor’s Invoice The date on the vendor’s invoice. Enter the value in one | If blank, defaults to the current
Date of the following formats: date.
MM/DD/YY
MM/DD/YYYY
Finance Field Descriptions
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Field Name Description Features
Log Date The date stamp of the designated billing office Required.
(Service/Finance).
Acctg Period The accounting period in which this transaction is to be | Optional.

Reporting Acctg
Period

Document
Classification

Security Org

Accomplished Date

Additional Payee
Name

Date Due To
Vendor If Defective

Date Returned To
Vendor

Date Received
Back From Vendor

Suppress Printing
(check box)

Fast Pay (check
box)

Totals (group box)
Net Amount

Cost + Fees
Amount

recorded. Enter the value in one of the following
formats, where MM is fiscal month and YYYY is fiscal
year:

MM/YY

MM/YYYY

The accounting period, in which this transaction should
be reported, based on when the transaction should
have been entered. Enter the value in one of the

following formats, where MM is fiscal month and YYYY
is fiscal year:

MM/YY
MM/YYYY
The pre-defined group (defined in the Document

Classification Maintenance table) to which this
transaction belongs.

The security organization established when the form
was created. Only users in the specified security
organization will have access to the form.

Note: If sending to another service for approval, user
must select “GSA” as the security organization.

For inter-agency transfer payments, the date the direct
fund transfer actually occurred. Enter the value in the
following format:

MM/DD/YY
MM/DD/YYYY

The name of the additional vendor receiving the
disbursement.

The date the defective invoice is due to the vendor.

The date the defective invoice was returned to the
vendor.

The date the corrected invoice was received back from
the vendor.

If checked, inhibits the ability to print the form.

If checked, enables the invoice for fast payment.

The net amount of the transaction

The cost amount of the transaction.

If blank, defaults to the reporting
accounting period associated
with the Date field.

Optional.

If blank, defaults to the reporting
accounting period associated
with the Date field.

GSA not using in Phase I.

System-maintained.

Defaults to the user’s security
organization.

Optional.

Optional.

Optional.

Optional.

Optional.
Defaults to unchecked.

Optional.
Defaults to unchecked.

System-maintained.

System-maintained.

Field Descriptions
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Field Name Description

Features

Holdback Amount Of the net authorized, the amount to be held back
based on the contract terms.

Applied The amount of prepayments to be applied to this
Prepayment payment accounting line.
Prorated Amount The sum of all accounting lines on the form. This field is

updated by clicking on the Prorate button.

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

Vendor (group box)

Code Displayed in two fields:

Field 1: Vendor Code—A code specifically assigned to
a particular vendor listed on the Vendor Maintenance
table. This code is generally the vendor TIN
(Taxpayer ldentification Number), except for foreign
vendors and employees.

Field 2: Address Code—The address code linked to the
vendor code listed in Field 1.

Name The name of the vendor providing the goods or
services. This value will be defaulted from the Vendor
Maintenance table once a Vendor Code is specified.

More (button) Displays the Vendor Information window that identifies
address information about the vendor.

Remit To Address Address of the vendor receiving the payment.
More (button) Displays the Vendor Details box that identifies address

information about the vendor.

Period of Performance (group box)

GSA not using.
System-maintained.

Optional.
System-maintained.

Optional.

Optional.

Required.

The combination of Vendor Code
and Vendor Address Code must
be valid on the Vendor
Maintenance table.

System-maintained.

This value defaults from the
Vendor Maintenance table once
a vendor code is specified.

Unavailable unless criteria are
entered in the Vendor Code
fields.

Optional.

Unavailable unless the vendor
criteria are entered in the Remit
To Address field.

Start Date The date on which the ordered services began. Enter Optional.
the value in the following format:
MM/DD/YY
MM/DD/YYYY
End Date The date on which the ordered services ceased. Enter Optional.
the value in the following format:
MM/DD/YY
MM/DD/YYYY
Designated Agent (group box)
Finance Field Descriptions
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Field Name Description

Features

Code Displayed in two fields:

Field 1: Designated Agent Code—A unique code
assigned to a specific designated agent listed on the
Vendor Maintenance table. The code is the TIN,
except for foreign designated agents.

Field 2: Address Code—The address code linked to the
Designated Agent code listed in Field 1.

Name The name of the designated agent. This value will be
defaulted from the Vendor Maintenance table once a
Vendor Code is specified.

More (button) Displays the Vendor Information window that identifies
address information about the vendor.

Customer Account GSA's account number with the vendor.

Invoice # The number on the invoice sent from the vendor.
Invoice Status The status of the invoice.

Payment Displays the Payment Adjustment details that provides

Adjustment (group) | the adjustment reason code and additional information
as to why the payment is different that the invoiced
amount.

Description (button) | Displays the Description dialog box, a free-text field
255 characters long used to enter additional information
about the form.

Contracts (box) Displays the Order Contract Information details of the
contract the purchase order are associated.

Discount Terms Displays the Discount Terms box that describes
specifics of the direct payment such as, the direct
payment’s tender type, information regarding place of
inspection, and the estimated holdback percentage..

Shipping Information ( group box)

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

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

Govt Bill if Lading The government bill of lading for the shipment.
Delivery Date The date the purchased goods or services were

delivered. Valid format: MM/DD/YY or MM/DD/YYYY.
External System Displays the external system id and document number.
Information

Optional.

The combination of Vendor Code
and Vendor Address Code must
be valid on the Vendor
Maintenance table.

System-maintained.

Unavailable unless the vendor
criteria are entered in the
Designated Agent Code fields.

Optional.
Required.
Optional.
Optional.

Optional.

Optional.

Optional.

Optional

Optional

Optional
Optional

Optional

Field Descriptions
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A2.1.1 More Button

The Mor e button displays the Vendor Details window that contains additional address
information about the sel ected vendor. The selected vendor will most likely be another agency.
Figure A-12: Vendor Details Window displays the Vendor Details window.

Finance Field Descriptions
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= Vendor Address

Figure A-12: Vendor Details Window

Code:
Standardized Format:  |Yes =
Address Active Status: >

Vender Address Type: | =l

Address Name:

Address Line 1:

City:

State:

Postal Code:

County:

Country:

Phone:

Fax:

Email:

Contact:

Title:

DUNS:

DUNS+4;

CCR. Enabled: -
VS5 Vendor: -

Currency Code:

Beturn to Top

= Bank Information

— Bank Information

Bank ABA/BIC: #
Bank ABA/BIC:
ABA Bank Number:
Mame:

SWIFT/BIC:

—Account Information

Bank Account Type: =]

Payee Account Type:
Bank Account Number/IBAN:

Lock Box Number:

 Sub-Routing Information

Sub-Routing Number:
Sub-Bank Name:

Sub-Bank Account Number:
Payee Bank Sort Code:

Misc. Bank Information-Linel:
Misc. Bank Informaticn-Line2:

Misc. Bank Information-Line3:

Field Descriptions
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Thetablein Figure A-13: Vendor Information Window Field Descriptions provides additional
information about Vendor Detailsfields.

Figure A-13: Vendor Information Window Field Descriptions

Field Name

Description

Features

Vendor Details (group box)

Code

Standardized
Format

Address Active
Status

Vendor Address
Type

Name
Address
City
State

Zip Code
County
Country

Phone

Fax

Email

Contact

Title

DUNS
DUNS+4

CCR Enabled
VCSS Enabled

Currency Code

Displayed in two fields:

Field 1: Vendor Code—A unigue code assigned to a specific
vendor listed on the Vendor Maintenance table. The code is
the TIN (Taxpayer Identification Number), except for foreign
vendors.

Field 2: Address Code—The address code linked to the
Vendor Code listed in Field 1.

Indicates if the vendor is in standardized format.

Indicates if the vendor address status is active.

Indicates the type of vendor address.

The name of the vendor providing the goods or services.
The vendor’s street address.
The city where the vendor is located.

The state where the vendor is located. Valid values are listed
in the State Maintenance table.

The postal or zip code for the vendor.
The county of the vendor address.

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

The phone number of the vendor. Enter the value in the
following format:

(FHHHHHE) HHHE - B

The fax number of the vendor. Enter the value in the following
format:

(#etttt) Hittt -

The Internet e-mail address of the vendor.

The contact person at the vendor’s organization.
The contact person’s title.

The vendor DUNS.

The vendor DUNS+4.

Indicates if the vendor is CCR enabled.
Indicates if the vendor is VCSS enabled.

The vendor currency code.

System-maintained.

System-maintained.

System-maintained.

System-maintained.

System-maintained.
System-maintained.
System-maintained.

System-maintained.

System-maintained.

System-maintained.

System-maintained.

System-maintained.

System-maintained.
System-maintained.
System-maintained.
System-maintained.
System-maintained.
System-maintained.
System-maintained.

System-maintained.

Finance
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Field Name Description Features
Bank Information The vendor bank information. System-maintained.

A.2.1.2 Contracts Box

The Contracts box displays information about the contract that applies to this purchase. Figure

A-14: Contracts Box displays the Contracts box.
Figure A-14: Contracts Box

= Contracts
Contracts Number: 4 Wiew Contract / Blanket Agreement
Elanket Agreement Number: &
Delivery Order Number: &

Contracts Specialist:

Expiration Date:

Type of Action: | -] [%

Order Type: [ =

Priority: =

Priarity Rating: =]

Date Signed:

Thetablein Figure A-15: Order Contract Info. Field Descriptions provides additional
information about the Contract Information box.

Figure A-15: Order Contract Info. Field Descriptions

Field Name Description Features

Contract Number The contract number that is associated with this Optional.

purchase. Value must be valid in the Contract
Maintenance table.

Blanket Agreement # | The blanket purchase agreement number that is Optional.

associated with this purchase. Value must be valid in
the Blanket Agreement Maintenance table.

Delivery Order The delivery order number that is associated with this Optional.

Number purchase. Unavailable unless a value
has been entered into
the Contract Number
field.

Contract Specialist The name of the Contract Specialist who assisted with Optional.

the creation of the associated contract, Blanket
Purchase Agreement (BPA), or delivery order.

Expiration Date The date on which the associated contract expires. Optional.

Type of Action The current type of procurement action. Optional.

Order Type The current purchasing action. Possible entries include | Optional.

delivery or purchase.
Field Descriptions Finance
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Field Name Description Features
Priority The priority level associated with the order. Possible Optional..
entries include: high, medium, or low.
Priority Rating The priority rating of this order. Possible entries include | Optional.
numbers 1 through 10.
Date Signed The date on which the associated contract was signed. Optional.

A.2.1.3 Discount Term Box

The Discount Terms box contains additional information pertaining to specifics of the order.
Figure A-16: Discount Terms Box displays the Discount Ter ms box.

Figure A-16: Discount Terms Box

— = Discount Terms

Megotiated Payment Days: I

Discounts

Days Percentage (%) Arnount
Jo | 0.000 | $0.00
Jo | 0.000 | $0.00

Thetablein Figure A-17: Discount Terms Field Descriptions provides additional information
about the Discount Terms box.

Figure A-17: Discount Terms Field Descriptions

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

Discounts (group box)

Days The number of days when you receive the invoice that the | Optional.
associated discount is applicable. Three fields are

; . . Defaults to zero.
available to enter discounts over different day ranges.

Percentage The discount percentage you receive on an order if paid Optional.

within the corresponding discount days. Defaults to zero.

Amount The discount amount you receive on an order if paid Optional.

within the corresponding discount days. Defaults to zero.

A.2.2 Match Invoice Disbursing Information Page

The M atch Invoice Disbursing I nformation page contains the disbursement information that is
used for payment. Figure A-18: Match Invoice Disbursing Information Page displays the
Disbursing Information page of the Match Invoice form.
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Expand All | Collapse All

Approval History

/=l General

Disbursing Method: |

* Cisbursing Cffice:
Return to Top

Type:

— = Inter-Agency Transfer Information

Inter-Agency Sub-level Prefix:

vmbol:

Inter-Agency

L

Return to Top
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4 Disbursement Number:
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Date:

Return to Top
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Figure A-18: Match Invoice Disbursing Information Page

Office Addresses I Header Accounting Lines I Itemized Lines I Approval Routing | Memos | Summary I Disbursing Information

Thetablein Figure A-19: Match Invoice Disbursing I nformation Page Field Descriptions
provides additional information about the M atch Invoice Disbursing I nformation fields.
Figure A-19: Match Invoice Disbursing Information Page Field Descriptions

Field Name

Description

Features

Disbursing Method

Disbursing Office

Indicates whether the payment is a no check payment (i.e.,
a payment which has been or will be disbursed by another

system or entity); an inter-agency transfer (i.e., a payment

which will occur through a direct transfer of funds between

government agencies); or a check/EFT payment, which will
be disbursed through Pegasys.

The code that identifies the office that will disburse the
given payment. The value must be valid on the Disbursing
Office Maintenance table

Inter-Agency Transfer Information (group box)

Disbursement
Number

Inter-Agency
Symbol

Type

The Treasury-assigned number which identifies the direct
funds transfer (e.g., the SF-1081 number).

The billing agency’s Treasury symbol into which the funds
will be transferred.

Can be either 1080, 1081, or OPAC. Cannot be entered
unless the Disbursing Method is Inter-Agency Transfer.

Required.
Drop-down list box.

Required.

Disabled.

Disabled.

Disabled.
Drop-down-list box.
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Field Name Description Features
Inter-Agency Sub- The unique code that is a component piece of the Inter- Optional
Level Prefix Agency Treasury Symbol, representing a programmatic

breakdown of the account for Treasury publication
purposes. The code is up to 2 characters long, in numeric
format. It is displayed at the beginning of the Treasury
Symbol inside parenthesis. Example: Treasury Symbol 27
characters: (41)18-4704/051234.888 where Sub-level
Prefix = 41, Agency = 18, Source Agency = 47, Fiscal Year
From = 2004, Fiscal Year To = 2005, Main Account = 1234
and Sub Account = 888.
Payee’s ALC The Agency Location Code for the payee. Optional
No Check Information (group box)
Disbursed By The entity or system responsible for disbursing the no Disabled.
check payment.
Check/Disb # The check number or identifying information for the no Disabled.
check payment.
Date The date a no check payment was actually disbursed. Disabled.
Check/EFT Information (group box)
Disbursed By The entity or system responsible for disbursing the no Optional
check payment.
Group Payments Indicates whether this payment is eligible for grouping with | Optional
(check box) other payments to the same payee in a single check.
Treasury/FRB Disbursing Information (group box)
Payment Category The payment category. Determines whether or not the Optional
payment is subject to Treasury Offsets.
Line Code Used to crosswalk category to type. Valid values are Optional
Vendor and Miscellaneous.
Check Type Indicates the type of check selected (e.g., mailed, hand Drop Down Box
pick up, comment card).
Payment Type The type of disbursement method to be used. Optional
Fiscal Year Identifies the fiscal year to which the item is assigned. Optional
Category Identifies the schedule category to which the payment type | Disabled.

is assigned. Schedule category is used by the Automated
Disbursements process to determine the appropriate
format for the generated payment schedule. Each schedule
category may be used for only one payment type. Updated
by the Treasury reconciliation process.

Type The type of the schedule on which this payment will be
submitted to Treasury (e.g., corporate or personal).

Number Identifies the schedule number to which the payment type
is assigned.

Sequence Number Identifies the schedule sequence number to which the

payment type is assigned.

Select option from drop-
down list box

Optional

Optional

Finance
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Field Name Description Features

Manual Indicates that the payment will be submitted to Treasury on | Optional
a manual schedule.

Agency Printing Information (group box)

Payment Category The payment category. Determines whether or not the Optional.
payment is subject to Treasury Offsets.

Line Code Used to crosswalk category to type. Valid values are Disabled.
Vendor and Miscellaneous.

Check Type Indicates the type of check selected (for example, mailed, Disabled.

Agency Printing
Type

hand pick-up, comment card, etc.).

Indicates whether the agency disbursements office will print
a check for this payment using the automated
disbursements process or will use the manual check
transaction to record a hand written check or print a check
on demand.

State Disbursing Information (group box)

Payment Type

Mail Code

Post-Dated Check
Date

Eligible for
Revaluation

Comments To Print
(button)

The type of disbursement method to be used.

The mail code of the disbursement information. Valid
options include Mail Direct, Pouch to Post, Return to
USDO, Special Handling and Save for Vendor Pick-up.

The post dated check date of the disbursement information.

Signifies whether the disbursement is eligible for
revaluation.

Text to be printed on a check/EFT payment.

A.2.3 Match Invoice Header Accounting Lines Page

Drop down box.

Optional.

Drop Down box.

Optional.

Checkbox.

Optional

The Match Invoice Header Accounting Lines page contains the disbursement information that
isused for payment. Figure A-20: Match Invoice Header Accounting Lines Page displays the
Accounting Line page of the Match Invoice form.
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Figure A-20: Match Invoice Header Accounting Lines Page

Verify  Sawe Submit  Schedule Fund Currency  Add Shortcut  Attachments  Route Invoice Image

Header | Fixed Assets | Office Addresses | Header Accounting Lines | Itemized Lines | Approval Routing | Memes | Summary | Disbursing Infermation

Header Accounting Line | Cantracts Pay I Receipts

Expand &ll | Collapse A&ll

= General
Line Mumber: 1 Source Number:

Transaction Type: &

Line Type: II‘-lc:rmaI 'I

i

+f Parformance
of Performance

Period
(Start Date: End Date:

Related Cost Type:  |N/A =]

Return to Top

— = Prepayment/Holdback/Suspension Reference

Tvpe: Humber: Item: Lccountind: e
y ¢ ¢ y Iy

Return to Top

Thetablein Figure A-21: Match Invoice Header Accounting Line Page Field Descriptions
provides additional information about the M atch Invoice Accounting Linefields.
Figure A-21: Match Invoice Header Accounting Line Page Field Descriptions

Field Name Description Features

Line Number The number of the accounting line currently displayed. Optional.

If blank, system will
default to the value of
the next sequential
number from the
highest line number
already entered.

Line Type The type of item accounting line. Optional.
Defaults to Normal.
Transaction Type An alphanumeric code that is used in conjunction with the Required, defaults based
transaction’s document type that determines general ledger on document type.

postings. Valid values are listed in the Transaction
Definition Maintenance table.

Line Type The type of accounting line (for example, normal, Drop down box.
prepayment, credit, etc.)
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.
Invoiced The total original dollar amount of the invoices accounting Required.
lines.
Applied Credit The total amount of credits applied to this transaction. Optional.
Finance Field Descriptions
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Field Name Description Features
Net Total The total amount minus any applied credits. System-generated.
Add (button) Adds the displayed Accounting Line to the form.
Type The document type of the referenced document. Optional.

Drop-down list provides a
list of valid values.

Number/Accounting | Consists of two fields: Optional.
Field 1: The document number of the referenced
document.
Field 2: The line number of the referenced accounting line.
Final (check box) If checked, liquidates the referenced document and returns | Optional.
unused money to the budget. A check will default when

the order is processed
and the line amount
equals the referenced

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

specific accounting line amount.

Default (button) Brings over accounting data from a purchase order or Optional.
receipt (if Copy Forward was not used to reference a
purchase order or receipt when creating the current match
invoice. However, will not bring forward the ACT number.
Holdback Amount Of the net authorized, the amount to be held back based on | Optional.
the contract terms.
Applied Prepayment | The amount of prepayments to be applied to this payment Optional.
Amount accounting line.
Start Date The date ordered services begin. Enter the value in one of Optional.
the following formats:
MM/DD/YY
MM/DD/YYYY
End Date The date ordered services cease. Enter the value in one of | Optional.
the following formats:
MM/DD/YY
MM/DD/YYYY
Description Displays the Description box, a free-text field 255 Optional.
characters long used to enter additional information about
the line.
Extended Displays the Extended Description box, to enter Optional
Description additional information about the line.
Agreement (box) Used to specify an agreement (e.g., RWA and IBAA) to be Optional.

associated with the order. Displayed in two fields:

Field 1: Agreement Number—Valid values are listed in the
Direct Agreement Maintenance table.

Field 2: Line Number

Finance
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Field Name

Description

Features

Contract Line (box)

Receipts (tab)

Payments (box)

Used to specify a contract line item number (CLIN) or sub-
contract line item number that is referenced by the order.

Retains a list of all the receipt lines to which the invoice line
matches. Only enabled when used for a three-way match.

Displays the Payment Information dialog box that
identifies the interest reason, discount lost reason, and

prompt pay type.

Disbursing Information (box)

Schedule Date

Early Payment
Approval

Exclude External
Offset

Exclude Internal
Offset

The date on which the payment must be selected by the
automated disbursements process to be disbursed on time.
Please enter the value in the following format: MM/DD/YY
or MM/DD/YYYY.

If the entered schedule date is more than eight days before
the prompt payment schedule date, this field indicates
whether the early payment has been approved. Used for
prompt payment reporting purposes.

Flag indicating whether the disbursed payment should be
excluded from external offsets.

Flag indicating whether the disbursed payment should be
excluded from internal offsets.

A.2.3.1 Receipts Window

Optional.

System-generated.

User can manually
reference an existing
receipt.

Optional.

Optional

Drop Down box.

Checkbox.

Checkbox.

The Receiptstab displays the Invoi ce/Recei pt Match page that allows the user to reference or
unlink a Receipt or Order on aMatch Invoice. Figure A-22: I nvoice/Receipt Match Window
displays the Invoice/Recei pt Match page.

Finance
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Figure A-22: Invoice/Receipt Match Window

)
‘ Header Accounting Line | Contracts Payl Receipts l

Totals for Line
’7Matched Amount: $0.00

Unmatched Amount:  $0.00

Add Display I 10 'l Items View as CSV  Sort...

- Document Type Document Number Item Line Number 1 Accounting Line Number]| Matched Amount]

- NO ITEMS TO DISPLAY -

Expand All | Collapse All
-l General
Doc Type: 7 Doc Number: # Accounting Line #: & Itemized Line 2: &#
Matched Amount: Invoice Final: [T Receipt Final: E

Thetablein Figure A-23: | nvoice/Receipt Match Window Field Descriptions provides
additional information about the | nvoice/Receipt M atch fields.

Figure A-23: Invoice/Receipt Match Window Field Descriptions

Field Name Description Features
Document Details Consists of three fields: Optional.
Field 1: The Document type being referenced. Select a valid entry from the drop
Field 2: The document number of the referenced down associated with Field 1.
document. Click the hyperlinks to Search.

Field 3: The line number of the referenced
accounting line.

Matched Amount Dollar amount of the referenced receipt Enter the dollar amount of
applicable to Match Invoice. referenced line.
Invoice Final If checked, fully liquidates the referenced receipt Optional.

indicating this is the last invoice.

Receipt Final If checked, fully liquidates the referenced Optional
purchase order indicating this is the last receipt.

A24 Itemized Match Invoice Itemized Lines Page

Figure A-24. Match Invoice Itemized Lines Page displays the Itemized Lines page of the
Match Invoice form. This page contains the disbursement information that is used for payment.
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Figure A-24: Match Invoice Itemized Lines Page

Itemized Line | Accounting Lines I Office Addressesl Fixed Assets I Receipts |

Expand &ll | Collapse All
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Line Mumber: L Source Number:
* . :
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Return to Top

Thetablein Figure A-25: Match Invoice Itemized Lines Page Field Descriptions provides
additional information about the Itemized Match Invoice Itemized Linesfields.

Figure A-25: Match Invoice Itemized Lines Page Field Descriptions

Field Name Description Features

Line Number The number of the accounting line currently Optional.
displayed. If no value is entered, Pegasys will
default this value to the next sequential number
from the highest line number already entered.

Commaodity Code The commodity code of the commaodity line Optional.
item being entered. Valid values must be listed
in the Commodity Maintenance table.

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

Commaodity Name The name of the commaodity item being Required.

ordered. If a commodity code is entered, the
name defaults.

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

Reference (group box)

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

Document Consists of two fields: Optional.

Field 1: Document Number—The document
number of the referenced document.

Field 2: Referenced Line—The line number of
the referenced itemized line.
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Field Name Description

Features

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

Default (button) Brings over accounting data from a purchase
order or receipt (if Copy Forward was not used
to reference a purchase order or receipt when
creating the current match invoice.

Line Amounts
Quantity The number of units ordered.
Unit Price The price for each unit of the commodity.

Total The total dollar amount of the itemized line
(i.e., quantity x unit price).

Discounted Unit Price The unit discount entered in the
Discounts/Credits group box.

Discounted Total The total discount entered in the
Discounts/Credits group box.

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

Discounts/Credits (group box)

Type of Credit The type of credit or discount offered by the
vendor.

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.

Total The amount of the per unit 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.

Description (box) Displays the Description dialog box, a free
text field of 255 characters to enter additional
information about the line.

Shipping Information (box) | Displays the Shipping Info dialog box that
provides information on shipping requirements
such as delivery date, FOB, carrier, and GBL.

Contract Line (box) Used to specify a contract line item number or
sub-contract line item number that is
referenced by the direct payment.

Fixed Assets (tab) Displays the Asset tab .

Defaults to unchecked.

Optional.

Required.
Required.

System-maintained.

System-maintained.

System-maintained.

Optional.

Optional.
Drop-down list box.

Optional.

Optional.

Optional.

Optional.

Optional.

Optional
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Field Name

Description

Features

Receipts (tab)

Retains a list of all the receipt lines to which
the invoice line match. Only enabled when
used for a three-way match.

System-generated.

User can manually reference an
existing receipt.

Payments (box) Displays the Payment Information dialog box | Optional.
that identifies the interest reason, discount lost
reason, and prompt pay type.

Options (box) Displays the IDC Type. Drop Down

A2.4.1 Accounting Line

The Accounting Line link button displays the Accounting Line Information page that contains the
funding and accounting information of the commodity line. Figure A-26: Accounting Line
I nformation displays the Accounting Line Information page.

Figure A-26: Accounting Line Information

Accounting Line

| Contracts Pa 'y’"

Expand &ll | Collapse All
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y
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Related Cost Type: I MSA

[~

Return to Top

Thetablein Figure A-27: Accounting Line Page Field Descriptions provides additional

information about the Accounting Line page fields.

Figure A-27: Accounting Line Page Field Descriptions

Field Name Description

Features

Itemized Line (group box)

Line Number The number of the accounting line currently Optional.
displayed. If no value is entered, Pegasys will
default this value to the next sequential number from
the highest line number already entered.
Finance Field Descriptions

Created: April 15, 2011
Final Version 1.0

Privileged and Confidential/°Copyright 2011, CGI Federal

A-33



Pegasys 6.5.0 User Guide for

General Services Administration

=CGI

Federal

Creating Solutions for Government Innovation | ISO 9001:2000 Certified

Field Name

Description

Features

Line Type

Prompt Pay Type

Transaction Type

Invoiced Line
Amount

Holdback Amount
Suspension

Description

Agreement

Refresh (button)

The type of item accounting line.

An alphanumeric code that identifies the prompt pay
type.

An alphanumeric code is used in conjunction with
the transaction’s document type, to infer general
ledger postings. Valid values are listed in the
Transaction Definition Maintenance table.

The original dollar amount of the accounting line.

Of the net authorized, the amount to be held back
based on the contract terms.

Of the net authorized, the amount to be suspended.

Displays the Description box, a free-text field 255
characters long used to enter additional information
about the line.

Used to specify an agreement (e.g., RWA, IBAA) to

be associated with the direct payment. Displayed in

two fields:

Field 1: Agreement number. Valid values are listed
in the Direct Agreements Maintenance table.

Field 2: Line number.

Clears any additions or changes made to the
Accounting Lines page.

Reference (group box)

Line Number

Final (check box)

The line number of the referenced accounting line.

If checked, liquidates the referenced accounting
line.

Optional.
Defaults to normal.

Drop-down list provides a list of
valid values.

Optional

Required, defaults based on
document type.

Optional.

Optional.

Optional.
Optional.

Optional.
Only entered by PBS Phase .

Optional.

Optional.

A check will default when the
request is processed and the
line amount equals the
referenced line amount.
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Field Name

Description

Features

Prepayment/Holdback/Suspension Reference(group box)

Type

Document

The document type of the referenced
prepayment/holdback document.

Consists of two fields:

Field 1. The document number of the referenced
prepayment/holdback document.

Field 2: The line number of the referenced
accounting line.

Accounting Dimensions

Template

BFYs

Fund

Reg

Program

Org

Sub Object Class

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

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).

The fund code of the accounting strip. Valid values
are listed in the Fund Maintenance table.

The region code of the accounting strip. Valid value
is listed in the Region Maintenance table.

The program of the accounting strip. Valid values
are listed in the Program Maintenance table.

The organization code of the accounting strip. Valid
values are listed in the Organization Maintenance
table.

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

Required unless entering a
purchasing document that
follows the one-way automated
match model.

Drop-down list provides list of
valid values.

Required unless entering a
purchasing document that
follows the one-way automated
match model.

Click the hyperlink to Search,

Required.

Required.

Required.

May default based on the
accounting template selected.

May default and/or may become
required based on the
accounting template selected.

May default and/or may become
required based on the
accounting template selected.

May default and/or may become
required based on the
accounting template selected.

May default and/or may become
required based on the
accounting template selected.

Object Class is inferred from the
Cost Element.

Activity The activity of the accounting strip. Valid values are | May default and/or may become
listed in the Activity Maintenance table. required based on the
accounting template selected.
Proj The project/grant/case number/audit number May default and/or may become
code/profit center of the accounting strip. Valid required based on the
values are listed in the Project Maintenance table. accounting template selected.
Finance Field Descriptions
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Field Name Description Features
Bldg # The building number of the accounting strip. Valid May default and/or may become
values are listed in the Building Number required based on the
Maintenance table. accounting template selected.
Wrk Itm The work item/work category code of the accounting | May default and/or may become
strip. Valid values are listed in the Work Item required based on the
Maintenance table. accounting template selected.
Syst The system code of the accounting strip. Valid May default and/or may become
values are listed in the System Maintenance table. required based on the
accounting template selected.
Veh Tag # The vehicle tag number of the accounting strip. May default and/or may become
Valid values are listed in the Vehicle Tag required based on the
Maintenance table. accounting template selected.
Cost Org Currently not in use.

A.2.4.2 Receipts Window

The Receipts tab displays the Invoice/Receipt Match page that allows the user to reference a
Receipt or an Order on an Itemized Match Invoice. Figure A-28: | nvoice/Receipt Match Box
displays the Invoice/Recei pt Match page.

Figure A-28: Invoice/Receipt Match Box
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Expand All | Collapse All
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Thetablein Figure A-29: Invoice/Receipt Match Tab Field Descriptions provides additional
information regarding the I nvoice/Receipt M atch Page fields.
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Figure A-29: Invoice/Receipt Match Tab Field Descriptions

Field Name Description Features
Document Details Consists of three fields: Optional.
Field 1: Document Type—The Document type being Select a valid entry from the drop
referenced. down associated with Field 1.

Field 2: Document Number—The document number of
the referenced document.

Field 3: Referenced Line—The line number of the
referenced accounting line.

Matched Amount Dollar amount of the referenced receipt applicable to Enter the dollar amount of
Itemized Match Invoice. referenced line.
Invoice Final If checked, fully liquidates the referenced receipt Optional.

indicating this is the last invoice.

Receipt Final If checked, fully liquidates the referenced purchase Disabled.
order indicating this is the last receipt.

A.2.5

A.3 Automated Match Queries

To access the automated match queries, select Queries—Purchasing—Automated M atch Status
Query. Figure A-30 Automated Match Status Query displays the Automated Match Status Query

page.
Figure A-30  Automated Match Status Query

Automated Match Status Query
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Disbursing Office: I— F

Contracts Murnber: I—

Vendor
Wendor Code: I I &
wendor Marme!

Currency Code: I &7

Murnber of Days Waiting: 'I Value: I
Days Wwaiting Since: VI Value: I

Total Amount: j‘ Yalue: I

Figure A-31: Automated Match Status Query Field and Button Descriptions provides
additional information about the Automated Match Status Query page.
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Figure A-31: Automated Match Status Query Field and Button Descriptions

Field Name

Description

Features

Search Criteria (group box)

Document

Invoice #
Disbursing Office

Contracts
Number

Displayed in two fields:
Field 1: Document Type: a specific document type.
Field 2: Document Number: a specific document number.

A specific invoice number.
The code of the Disbursing Office.

The applicable contract number

Vendor (group box)

Code

Name

Number of Days
Waiting

Days Waiting
Since

Total Amount

Security Org
Currency Code

Search (button)

Displayed in two fields:

Field 1: Vendor Code— A unique code assigned to a
specific 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.

The name of the vendor providing the goods or services.

Displayed in two fields:

Field 1: A drop-down list offering options of the relevant
number of days a document has been waiting. (Choices
are =, <, >, >=, <=, and <>.)

Field 2: An approximate number of days a document has
been waiting, used in accordance with a designated
inequality in the previous field.

Displayed in two fields:

Field 1: A drop-down list offering options of the relevant
time since a certain date that a document has been
waiting. (Choices are =, <, >, >=, <=, and <>.)

Field 2: An approximate date that a document began
waiting for a match, used in accordance with a
designated inequality in the previous field.

Displayed in two fields:

Field 1: A drop-down list offering inequality options for a
specific dollar amount. (Choices are =, <, >, >=, <=, and
<>)

Field 2: An approximate dollar amount used by the
document.

The applicable security organization.
The currency code of the item.

Click the Search button to find documents related to the
search criteria and populate the record display box with
such documents.

Optional.

Optional.
Optional.
Optional

Optional.

Click the hyperlink for search
options. pp

System-maintained.

Optional.

Optional.

Field 2 can click date options.

Optional.

Optional
Optional
Optional.
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Field Name Description Features
Detail (button) The Detail button shows further detail about a document Optional.

selected in the record display box.

A.3.1 Document Match Detail

If adocument lineis selected on the Automated Match Status Query page and the Details button
is clicked, the Document Match Detail dialog box appears. This dialog box gives more
information regarding possible matches to the document selected. There are three scenarios
regarding how the information will be displayed:

If an Invoice (Match Invoice or Itemized Match Invoice) is selected before clicking the Details
button, the Order Document Match Detail dialog box shows the detail of the Invoice in the
upper area of the dialog box. Possible matching Orders and Receipts appear in the lower
area.

If an Order (Non-ltemized or Itemized) is selected before clicking the Details button, the
Document Match Detail dialog box shows the detail of the Order in the upper area of the
dialog box. Possible matching I nvoices and Receipts appear in the lower area.

If aReceipt (Non-Itemized or Itemized) is selected before clicking the Details button, the
Document Match Detail dialog box shows the detail of the Receipt in the upper area of the
dialog box. Possible matching Orders and I nvoices appear in the lower area.

Figure A-32: Document Match Detail page displays the Document Match Detail page.
Figure A-32: Document Match Detail page

Order Document Match Detail

Document: 2B Doc Total: $2.780
Document Mumber: 2BA20020713010719 Matched Amount: $0.000
Doc Cate: 10/01/2001 Unmatched Amount: |$2.780
Vendor Code: 363113919 Closed Amount: $2.780

Vendor Address Code: 00002

Vendor Mame: INFORMIX SCOFTWARE
Security Org: GS4

Invoice Number:

Invoice Date!

Caontract Number:

View QOrder Qrder Line Detail
Display I].D vI Itemns View as CSV  Sort...

iew Receipt Receipt Detail %
| [Receipt Doc Type  [Receipt DocNumber  Jinvoice Doc Type _____|Invoice Doc Number |
E&2¢ 2CA20020713003512
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Figure A-33: Document Match Detail Field and Button Descriptions provides additional
information regarding the Document M atch Detail dialog box.

Figure A-33: Document Match Detail Field and Button Descriptions

Field Name

Description

Features

Document

Doc Date

Vendor

Invoice #
Invoice Date

Contract Number

Displayed in two fields:
Field 1: Document Type: A drop-down list of document types.
Field 2: Document Number: a specific document number.

The date the document was created.

Displayed in three fields:

Field 1: Vendor Code—A unigue code, assigned to a specific
vendor providing the goods or services. The code is the TIN
(Taxpayer Identification Number), except for foreign vendors.

Field 2: Address Code—The address code linked to the Vendor

Code listed in Field 1.
Field 3: Name—The name of the vendor on the document

linked to the Vendor Code in Field 1 and the Address Code in

Field 2.
A specific invoice number.
The specific invoice date.

The specific contract number.

System-maintained.

System-maintained.

System-maintained.

System-maintained.
System-maintained

System-maintained.

Doc Total The total dollar amount. System-maintained.

Matched The dollar amount that matches between the selected System-maintained.
document and potential matches.

Unmatched The amount that is unmatched between the selected document | System-maintained.
and potential matches.

Closed The amount that has been paid. System-maintained.

Matches (group box)

View Order Opens the actual Order selected from the Matches box. Optional.
(button)
Order Detail Opens a Document Match Detail dialog box, based on the Optional.
(button) Order selected from the Matches box.
View Invoice Opens the actual Receipt selected from the Matches box. Optional.
(button)
Invoice Detail Opens a Document Match Detail dialog box, based on the Optional.
(button) Receipt selected from the Matches box.

A.3.2 Line Detall

The Line Detail dialog box provides line-level detail regarding potential matches for a document.
For itemized documents, this detail is at the itemized line level. For non-itemized documents, the
detail is at the accounting line level. The Line Detail query is similar to the Document Match
Detail in the way it populates the list of potential matches to a document. The information is
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accumulated at the line level rather than being summarized at the document level .Figure A-34:
Document Match Line Detail for an Order displays a Order Document Match Line Detail.

Figure A-34: Document Match Line Detail for an Order

Order Document Match Line Detail

Document: FF Doc Total: $2.870
Document Number: 6563017210 Matched Amount: $0.000
Doc Date: 10/01/1999 Unmatched Amount: |$2.870
Vendor Code: 742850411 Closed Amount: $2.870

Vendor Address Code: 00001
Vendor Name: DFAS
Inveoice Mumber:

Invoice Date:

Contract Number:

View Order
Dizplay I].D 'l Items View as CSV  Sort...

Iterr? [‘3:; D[?:er gﬁieipk Receipt Doc Itek?e’-eiinet RecLeii:et Invoice .:I)r:::oice It:nmvfiir‘i: Im’fiirf: Unmatched| Matched| Closed
Number| Number|Type L TEsty Number| Number|”° TYP2|number Number| Number Amaunat]|Fmount Amo“"‘_:
BEe 0

1RC 6563017210 o 1 $0.00 $2.87 $0.00

Figure A-35: Document Match Line Detail for an Order Field and Button Descriptions
provides additional information about the Document Match Line Detail page.

Figure A-35: Document Match Line Detail for an Order Field and Button Descriptions

Field Name Description Features

Doc # Displayed in two fields: System-maintained.
Field 1: Document Type: A drop-down list of document types.
Field 2: Document Number: a specific document number.

Doc Date The date the document was created. System-maintained.

Vendor Displayed in three fields: System-maintained.

Field 1: Vendor Code—A unique code assigned to a specific
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.

Field 3: Name—The name of the vendor on the document
linked to the Vendor Code in Field 1 and the Address Code

in Field 2.
Invoice # Displays the vendor’s invoice number. System-maintained.
Invoice Date Displays the invoice date. System-maintained.
Contract Number Displays the contract number. System-maintained.
Doc Total The total dollar amount. System-maintained.
Finance Field Descriptions
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Field Name Description Features
Matched The dollar amount that matches between the selected System-maintained.

document and potential matches.

Unmatched The dollar amount that is unmatched between the selected System-maintained.
document and potential matches.

Closed The amount that has been paid. System-maintained.

ViewOrder (button) | Opens the actual Order selected from the Itemized Lines box. | Optional.

Availability of option
depends on
document selected in
the Matches box.

Viewlnvoice Opens the actual Invoice selected from the Itemized Lines Optional.

(button) box. Availability of option

depends on
document selected in
the Matches box.

A.3.3 Completed Match Review

To access the completed match review, select Queries—Pur chasing—Completed Match Review
Query. Figure A-36: Completed Match Query Page displays the Completed Match Review
Query page.

Figure A-36: Completed Match Review Query page
Completed Match Review Query

—Search Criteria

Document Tvpe: # Vendor [ Status
Docurment Number: Wvendor Code: & || Ready For Review: [T Approved For Payment: [
wvendor Name: Form Pending Approval:  [C  Payment Deleted: ]
Payment Amount: I x| wvalue: =
- K E Payment Cancelled: [T Payment Rejected: [}
Currency Code! rd Security Org: &
Payment Corrected: [T Errors: [}
Disbursing Office: 4
=2l 18 & Faid: [T Match Rejected: [}
-

Invoice Number: Disbursement In Process: [ Disbursement Cancelled:

Invoice Date:

Disbursement Confirmed: [~

Contracts Number:

Search Clear

Save Display |1El 'IItems View as CSV  Sort...

AN
Figure A-37: Completed Match Review Query Field and Button Descriptions provides
additional information about Completed M atch Review Query dialog box.

Figure A-37: Completed Match Review Query Field and Button Descriptions

Field Name Description Features

Search Criteria (group box)

Document Displayed in two fields: Optional.
Field 1: Document Type: A drop-down list of document types.
Field 2: Document Number: a specific document number.
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Field Name Description Features
Status A drop-down list displaying the status of the record: Optional.
Ready for review
Approved for payment
Rejected
Contains errors
Payment Amount Displayed in two fields: Optional.
Field 1: A drop-down list offering inequality options regarding
a specific dollar amount. (Choices are =, <, >, >=, <=, and
<>)
Field 2: An approximate dollar amount used by the
document.
Disbursing Office The code for the Disbursing Office. Optional.
Click the hyperlink to Search..
Invoice # A specific invoice number for the search. Optional.
Invoice Date A specific invoice date for the search. Optional
Contracts Number | A specific contract number for the search. Optional.
Document Type A drop-down list of document types. Optional.
Disbursing Office The disbursing office out of which payment should be made. | System-maintained.
Invoice # The invoice number for the receipt. System-maintained.

Vendor (group box)

Code The code specifically assigned to a particular vendor listed
on the Vendor Maintenance table. The code is usually the
TIN (Tax Identification Number) except for foreign vendors.

Name The name of the vendor on the document linked to the
Vendor Code in Field 1 and the Address Code in Field 2

Selected Display is based on search criteria.
Documents (record

display box)

Document Displayed in two fields:

Field 1: Document Type: A drop-down list of document types.

Field 2: Document Number: A specific document number.

Payment Amount Payment amount on the invoice.

Unit Price Checked if the unit prices of the documents do not match.
Mismatch (check

box)

Invoice Exceeds Checked if the dollar/unit amount on the invoice exceeds the
Receipt (check amount on the receipt.

box)

Payment Displays the Adjustment Information.

Adjustment Details

Disbursing Info box | Displays the Disbursing Info.

Optional.
Click the hyperlink to Search.

Optional.
Click the hyperlink to search.

System-maintained.

System-maintained.

System-maintained.

System-generated.

System-generated.

Required if adjustments are
made to documents.

System-maintained.

Finance
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Field Name Description Features

Match Action Drop down box to choose a Match Status. Drop Down box.

Vendor (group box)

Code The code specifically assigned to a particular vendor listed System-maintained.
on the Vendor Maintenance table. The code is usually the
TIN (Tax Identification Number) except for foreign vendors.

Name The name of the vendor on the document linked to the System-maintained.
Vendor Code in Field 1 and the Address Code in Field 2.
Search(button) Displays all documents that meet the search criteria.
Clear (button) Clears the entered search results.
Detail (button) Displays the Document Details dialog box. Available once a document is
selected.
View Document Displays the document in Review Status mode. Available once a document is
(button) selected.
Approve (button) Sets the record’s status to “Approved”, approving the Optional.
document for payment. Once the status has been set to
approved, a payment will be created the next time the
Payment Generation process is run.
Reject (button) Sets the record’s status to “Rejected”, disapproving the Optional.
document for payment. Any problems must be corrected
manually on the relevant document.
Update (button) Updates the completed match record by saving information Optional.

entered on the Adjustment Information dialog box such as
the Adjustment Code and additional information.

A.4  Payment Authorization Header Page

The Header page of the Payment Authorization form contains information relevant to the entire
form. Included on this page is information regarding the recipient of the payment (i.e., payee),
designated agent information, and adjustment information. The Header page is shown in Figure
A-38: Payment Authorization Header Page.
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Figure A-38: Payment Authorization Header Page

Verify  Save Submit  Schedule Fund Currency  Add Shortcut  Attachments  Route

Header

Fixed Assets | Header Accounting Lines | Itemized Lines | Approval Routing l Memos I Summary I Disbursing Information | Correspondenc
Worlkflow Status Approval History

Expand All | Collapse All

= General
Document Type: PM Manual Payment Autho Authorization Date:
Status: NEW Accounting Period: Fa
Document Number: PM20110222000001 Reporting Accounting Period: &7
Title: Document Classification: 7
Authorized By: Security Org: GSA
Fost Code: 7 Additional Payee Name:
Automatic Reversal: O Accomplished Date:
Reversal Accounting Period: Fa Suppress Printing: (]
Reverse After Period:
Agency DUNS Mumber:
Agency DUNS+4:
Return to Top

Thetablein Figure A-39: Payment Authorization Header Page Field and Button Descriptions
describes the fields and buttons found on the Header page of the Payment Authorization form.
Figure A-39: Payment Authorization Header Page Field and Button Descriptions

Field Name Description Features

Title The title of the Payment Authorization form. Can Optional.
be up to 50 characters in length. Used to store the
ACT number in Phase 1.

Authorized By The name of the person authorizing the payment. Optional.

Amounts (group box)

Net Amount The net amount of the payment accounting line. System-maintained.

Cost + Fees Amount The cost amount of the payment. System-maintained.

Applied Prepayments The amount of prepayments to be applied to this System-maintained.
payment accounting line.

Holdback Amount Of the net authorized, the amount to be held back System-maintained.
based on the contract terms.

Prorate Amount The prorate amount of the payment. Optional.

Prorate (button) Recalculated the document totals across all Unavailable unless an amount has
accounting lines while maintaining the same been entered in the Prorate
percentage amounts for each accounting line. Amount field.

Vendor (group box)
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Field Name Description Features
Code A unique code assigned to a specific vendor listed | Required.
on the Vendor Maintenance table. The code isthe | The combination of vendor code
TIN, except for foreign vendors and employees. and vendor address code must
be valid in the Vendor
Maintenance table.
Name The name of the vendor. System-maintained.

More...(button)

Displays the Vendor Details window box that
identifies address information about the vendor.

Designated Agent (group box)

Code

Name

More...(button)

Authorized Date

Acctg Period

Reporting Acctg Period

Batch Number

Document Classification

A unique code assigned to a specific vendor listed
on the Vendor Maintenance table. The code is the
TIN, except for foreign vendors and employees.

The name of the Designated Agent. This value will
be defaulted from the Vendor Maintenance table
once a Vendor Code is specified.

Displays the Vendor Information window box that
identifies address information about the
Designated Agent.

The date the payment authorization was entered.
Enter the value in one of the following formats,
where MM is fiscal month and YY is fiscal year:

MM/DD/YY
MM/DD/YYYY

The accounting period in which this transaction is
to be recorded. Enter the value in one of the
following formats, where MM is fiscal month and
YY is fiscal year:

MM/DD/YY
MM/DD/YYYY

The accounting period, in which this transaction
should be reported, based on when the
transaction should have been entered. Enter the
value in one of the following formats, where MM is
fiscal month and YY is fiscal year:

MM/DD/YY
MM/DD/YYYY

A free-form entry field that identifies the batch
number associated with this transaction. Used to
group multiple related documents together for
offline processing and/or reporting purposes.

The predefined group (found in the Document
Classification Maintenance table) to which this
transaction belongs.

Will default from the Vendor
Maintenance table once the
VendorCode has been
specified.

Optional.

System-maintained.

Optional.

If blank, defaults to the current
date.

Optional.

If blank, defaults to the current
date.

Optional.

If blank, defaults to the current
date.

Optional.

Optional.
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Field Name Description Features
Security Org The established security organization for the form. | System-maintained.
Additional Payee Name The name of the additional vendor or employee Optional.

receiving the disbursement.
Accomplished Date For inter-agency transfer payments, the date the Optional.
direct fund transfer actually occurred. Enter the
value in one of the following formats, where MM is
fiscal month and YY is fiscal year:
MM/DD/YY
MM/DD/YYYY
Suppress Printing If checked, inhibits the ability to print the form. Optional.

(checkbox)

Defaults to unchecked.

Eligible for Offset
(checkbox)

An option that indicates whether this payment
should be considered for Treasury offset. Defaults
from the vendor code.

Optional.
Defaults to unchecked.

Description...(button) Displays a free text field 255 characters long used | Optional.
to enter additional information about the
transaction.

Payment Adjustment Displays the Payment Adjustment Information. Optional.

Details(box)

Finance
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B. Finance Direct Pay Checklist
B.1 Direct Pay Invoice Header Page
FYI Title = ACT number
Verify Received = Person receiving goods or services
FYI Vendor “More” = Name and address on invoice
FYI Remit to “More” = Name and address for payment (will normally be the same as above)
Verify Alternate Payee = Should always be blank
Verify Designated Agent = Assignee
FYI Invoice Status = May contain status code
Verify Invoice # = Invoice number (constructed for invoices without actual number)
Verify Amounts “Net” = Amount of invoice, will determine the level of approval authority and whether
contract reference is required
Verify Vendor's Invoice Date = Actual date on the vendor’s invoice
Verify Log Date = Date that invoice was received
Verify Description = Description of goods or services
Verify Contract = Will contain contract number when appropriate
Verify Terms = Contains discount terms from invoice
FYI References = May contain reference document such as Purchase Request
FYI Payment Adjustment = May contain code for administrative difference statement
FYI Approvals = The person(s) applying the approvals
B.2 Direct Pay Invoice Disbursing Information Page
Verify Disbursing Method = Method of disbursement
Verify Disbursing Office = Finance Center making payment
Verify Inter-Agency Transfer Method = Will be populated if the Disbursing Method is Inter-Agency transfer.
B.3 Direct Pay Invoice Accounting Lines Page
FYI Amounts “Net” = Amount of MDL in NEAR
Verify Accounting = Accounting strip (Note: Object Class is inferred for Pegasys)
FYI Reference = May be used to reduce BPA, Reservation, or Purchase Request
FYI Agreement = May contain RWA or IBAA number
FYI Period of Performance = May be used to indicate service dates
Verify Payments “Accept/Delivery Dates” = Later of the delivery date or acceptance
Finance Finance Direct Pay Checklist
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C. Document Types (as of June 21, 2000)
C.1 Document Type Usage and Definitions
C.l1 Interface Document Types
Code Name Subsystem Description
1A EAS—Request Purchasing A Non-ltemized Purchase Request form created in EAS
and processed through the EAS-to-Pegasys Interface. 1A
documents will not be manually entered into Pegasys.
1B EAS—Order Purchasing A Non-Itemized Purchase Order form created in EAS and
processed through the EAS-to-Pegasys Interface. 1B
documents will not be manually entered.
1C EAS—Receiving Purchasing A Non-ltemized Receiving Report form created in EAS and
Report processed through the EAS-to-Pegasys Interface. 1C
documents will not be manually entered.
1D EAS—Itemized Purchasing An itemized Purchase Request form created in EAS and
Request processed through the EAS-to-Pegasys Interface. 1D
documents will not be manually entered.
1E EAS—Itemized Purchasing An ltemized Purchase Order form created in EAS and
Order processed through the EAS-to-Pegasys Interface. 1E
documents will not be manually entered.
2A ITOMS—Order Purchasing A Non-Itemized Purchase Order form created in ITOMS
and processed through the ITOMS-to-Pegasys Interface.
2A documents will not be manually entered.
2B ITOMS—Estimated Purchasing An Estimated Accrual form created in ITOMS and
Accrual processed through the ITOMS-to-Pegasys Interface. 2B
documents will not be manually entered.
2C ITOMS—Receiving Purchasing A Non-Itemized Receiving Report form created in ITOMS
Report and processed through the ITOMS-to-Pegasys Interface.
2C documents will not be manually entered.
2D ITOMS—Itemized Purchasing An ltemized Purchase Order form created in ITOMS and
Order processed through the ITOMS-to-Pegasys Interface. 2D
documents will not be manually entered.
2E ITOMS—Itemized Purchasing An ltemized Receiving Report form created in ITOMS and
Receipt processed through the ITOMS-to-Pegasys Interface. 2E
documents will not be manually entered.
4A NEAR— Purchasing A Purchase Request form created in NEAR and processed
Commitment through the NEAR-to-Pegasys Interface. 4A documents
will not be manually entered. 4A documents are generated
by NEAR Action Codes 20 and 21 into Pegasys.
4B NEAR—Obligation Purchasing A Purchase Order form created in NEAR and processed
through the NEAR-to-Pegasys Interface. 4B documents
will not be manually entered. 4B documents are generated
by NEAR Action Codes 30 and A5 into Pegasys.
Finance Document Types (as of June 21, 2000)
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Code Name Subsystem Description

4C NEAR—Accrual Purchasing An Accrual form created in NEAR and processed through
the NEAR-to-Pegasys Interface. 4C documents will not be
manually entered. 4C documents are generated by NEAR
Action Codes Al and A5 into Pegasys.

4D NEAR—Payments Accounts Payable | A Payment Authorization form created in NEAR and
processed through the NEAR-to-Pegasys Interface. 4D
documents will not be manually entered. 4D documents
are generated by NEAR Action Codes into Pegasys.

4] NEAR Interfund General Systems

4E NEAR-Income General Systems

4F Payroll Commitment | General Systems

4G Payroll Accrual General Systems

4H Payroll Payment General Systems

4] Labor Distribution General Systems

4K NEAR—Temporary General Systems

Accrual

4L NEAR—Adjustment | General Systems

1VEN | Vendor—EAS Reference Data A Vendor form created by EAS and processed through the
EAS-to-Pegasys Interface. 1VEN documents will not be
manually entered into Pegasys.

2VEN | Vendor—ITOMS Reference Data A Vendor form created in ITOMS by ITSS and processed
through the ITOMS-to-Pegasys Interface. 2VEN
documents will not be manually entered.

4VEN | Vendor—NEAR Reference Data A Vendor form created in NEAR processed through the
NEAR-to Pegasys Interface. 4VEN documents will not be
manually entered.

C.1.2 Budgeting Document Types
Code Name Subsystem Description
AA Appropriation Budgeting Represents a congressional appropriation or portion of a
congressional appropriation.
Al Appropriation Budgeting Represents a congressional appropriation or portion of a
congressional appropriation.

A2 Apportionment Budgeting Represents the amount apportioned by OMB.

A3 Allotment Budgeting Represents the amount allotted to each lower budget level.

A4 Allowance Budgeting Represents a further breakdown of the budget.

A5 Operating Plan Budgeting Represents a further breakdown of the budget.

A6 Lower Level 1 Budgeting Represents a further breakdown of the budget.

A7 Lower Level 2 Budgeting Represents a further breakdown of the budget.

R1 Fund Level Budgeting Represents the highest level at which funds are distributed.
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Code

Name

Subsystem Description

R2

R3
R4
R5
R6
BR

Master Allowance

Allowance
Operating Plan
Lower Level Plan 1
Lower Level Plan 2

Budget
Reprogramming

Budgeting

Budgeting
Budgeting
Budgeting
Budgeting
Budgeting

Represents the total availability established by operating
expense projections.

Represents the total availability allowed to each budget level.
Represents a further breakdown of the budget.
Represents a further breakdown of the budget.
Represents a further breakdown of the budget.

The budget reprogramming form is used to transfer
budgetary resources between existing budget lines at the
same budget level. For example, if you have two allotments,
A and B, and want to move $100,000 from allotment A to
allotment B, you would use the reprogramming form. The
reprogramming form can be used to move resources
between two different funds in Pegasys, but only if both funds
are part of the same congressional appropriation (i.e., the
funds must have the same Treasury symbol).

C.13

Purchasing Document Types

Code

Name

Subsystem

Description

RS

PR

RR

Reservation

Iltemized Request

Purchase Request

Purchase
Request—RWA

Purchasing

Purchasing

Purchasing

Purchasing

A reservation is a pre-commitment of funds for a projected
purchase. For example, within GSA a field office may enter a
reservation to record the intent to purchase office supplies for a
projected amount. Reservations will not decrease available budget
amounts, but will decrease available plan amounts. The
information on the reservation can be connected to future
requests, orders, receipts, invoices, and payments. A reservation
is an optional step and will typically be entered into Pegasys by a
Funds Manager.

The request, usually the first step in Pegasys’s purchasing cycle
(unless a reservation has been created), involves a commitment of
funds for goods, services, or training, but is not legally binding. A
commitment, the setting aside of funds draws down fund
availability in Pegasys budgets and plans. An Itemized Request
form contains commaodity line items that include unit, quantity, and
unit price information. Each commodity line item contains its own
line of funding.

The request, usually the first step in Pegasys’s purchasing cycle
(unless a reservation has been created), involves a commitment of
funds for goods, services, or training, but is not legally binding. A
commitment, the setting aside of funds draws down fund
availability in Pegasys budgets and plans. A non-itemized request,
referred to as a Purchase Request form in Pegasys, does not
contain commodity line items. The Purchase Request form may
contain multiple lines of funding; however, all funding is associated
with a single line item.
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TR Training Request Purchasing The request, usually the first step in Pegasys’ purchasing cycle

(unless a reservation has been created), involves a commitment of
funds for goods, services, or training, but is not legally binding. A
commitment, the setting aside of funds draws down fund
availability in Pegasys budgets and plans. A Training Request
form is similar to a purchase request and contains additional
training class information such as the vendor providing the
training, the employee(s) attending the training, the date and time
of the training, and the accounting line(s) to charge for the training.

FO FSS—Itemized Purchasing An Itemized Purchase Order form contains commaodity line items
Purchase Order that include unit quantity and unit price information. Each

commodity line item contains its own lines of funding. Orders may
be associated with previously entered reservations or requests,
and may later be connected to future receipts, invoices, and
payments. A Contract Specialist, or an individual with purchasing
authority, typically enters an order into Pegasys. An FO document
type indicates an itemized purchase order used by FSS.

FP FSS—Non- Purchasing A Purchase Order form is created within Pegasys to record
Itemized Purchase purchases that do not contain commaodity line items. An FP
Order document type indicates a non-itemized purchase order used by
FSS.
FW FSS—Training Purchasing The Training Order form, used to obligate funds for training
Order classes, is similar in appearance and functionality to other orders

within Pegasys. The training order contains information such as
the vendor supplying the training, the employee(s) attending the
training, the date and time of the training, and the accounting line
to charge for the training. An FW document type indicates a
training order used by FSS.

FX FSS—Non- Purchasing A Purchase Order form is created within Pegasys to record
Iltemized Inter- purchases that do not contain commodity line items. An FX
Agency document type indicates a non-itemized purchase order used for
inter-agency procurements.
FY FSS—Prepaid Purchasing The Training Order contains information such as the vendor
Training Order supplying the training, the employee(s) attending the training, the
date and time of the training, and the accounting line to charge for
the training
Fz FSS—Itemized Purchasing An Itemized Purchase Order form contains commaodity line items
Inter-Agency that include unit quantity and unit price information. Each

commodity line item contains its own lines of funding. Orders may
be associated with previously entered reservations or requests,
and may later be connected to future receipts, invoices, and
payments. A Contract Specialist, or an individual with purchasing
authority, typically enters an order into Pegasys. An FZ document
type indicates an itemized purchase order used for inter-agency

procurements.
IX Non-Itemized Purchasing A Purchase Order form is created within Pegasys to record
Inter-Agency purchases that do not contain commaodity line items. An IX

document type indicates a non-itemized purchase order used for
inter-agency procurements.
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Code

Name

Subsystem

Description

(V4

GO

GP

GW

GX

GY

Gz

Itemized Inter-
Agency

GMA—Itemized
Purchase Order

GMA—Non-
Itemized Purchase
Order

GMA—Training
Order

GMA—Non-
Itemized Inter-
Agency

GMA—Prepaid
Training Order

GMA—Itemized
Inter-Agency

Purchasing

Purchasing

Purchasing

Purchasing

Purchasing

Purchasing

Purchasing

An Itemized Purchase Order form contains commodity line items
that include unit quantity and unit price information. Each
commodity line item contains its own lines of funding. Orders may
be associated with previously entered reservations or requests,
and may later be connected to future receipts, invoices, and
payments. A Contract Specialist, or an individual with purchasing
authority, typically enters an order into Pegasys. An IZ document
type indicates an itemized purchase order used for inter-agency
procurements.

An Itemized Purchase Order form contains commaodity line items
that include unit quantity and unit price information. Each
commodity line item contains its own lines of funding. Orders may
be associated with previously entered reservations or requests,
and may later be connected to future receipts, invoices, and
payments. A Contract Specialist, or an individual with purchasing
authority, typically enters an order into Pegasys. A GO document
type indicates an itemized purchase order used by GMA.

A Purchase Order form is created within Pegasys to record
purchases that do not contain commodity line items. A GP
document type indicates a non-itemized purchase order used by
GMA.

The Training Order form, used to obligate funds for training
classes, is similar in appearance and functionality to other orders
within Pegasys. The training order contains information such as
the vendor supplying the training, the employee(s) attending the
training, the date and time of the training, and the accounting line
to charge for the training. A GW document type indicates a training
order used by GMA.

A Purchase Order form is created within Pegasys to record
purchases that do not contain commaodity line items. A GX
document type indicates a non-itemized purchase order used for
inter-agency procurements.

The Training Order contains information such as the vendor
supplying the training, the employee(s) attending the training, the
date and time of the training, and the accounting line to charge for
the training.

An Itemized Purchase Order form contains commaodity line items
that include unit quantity and unit price information. Each
commodity line item contains its own lines of funding. Orders may
be associated with previously entered reservations or requests,
and may later be connected to future receipts, invoices, and
payments. A Contract Specialist, or an individual with purchasing
authority, typically enters an order into Pegasys. A GZ document
type indicates an itemized purchase order used for inter-agency
procurements.
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Code

Name

Subsystem

Description

00

OoP

ow

OX

oy

oz

PW

PY

TP

Other—Itemized
Purchase Order

Other—Non-
Itemized Purchase
Order

Other—Training
Order

Other—Non-
Itemized Inter-
Agency

Other—Prepaid
Training Order

Other—Itemized
Inter-Agency

PBS—Training
Order

PBS—Prepaid
Training Order

FTS—Non-
Itemized Purchase
Order

Purchasing

Purchasing

Purchasing

Purchasing

Purchasing

Purchasing

Purchasing

Purchasing

Purchasing

An Itemized Purchase Order form contains commodity line items
that include unit quantity and unit price information. Each
commodity line item contains its own lines of funding. Orders may
be associated with previously entered reservations or requests,
and may later be connected to future receipts, invoices, and
payments. A Contract Specialist, or an individual with purchasing
authority, typically enters an order into Pegasys. An OO document
type indicates an itemized purchase order used by some one other
than the specified agencies or clients.

A Purchase Order form is created within Pegasys to record
purchases that do not contain commaodity line items. An OP
document type indicates a non-itemized purchase order used by
some one other than the specified agencies or clients.

The Training Order form, used to obligate funds for training
classes, is similar in appearance and functionality to other orders
within Pegasys. The training order contains information such as
the vendor supplying the training, the employee(s) attending the
training, the date and time of the training, and the accounting line
to charge for the training. An OW document type indicates a
training order used by some one other than the specified agencies
or clients.

A Purchase Order form is created within Pegasys to record
purchases that do not contain commodity line items. An OX
document type indicates a non-itemized purchase order used for
inter-agency procurements.

The Training Order contains information such as the vendor
supplying the training, the employee(s) attending the training, the
date and time of the training, and the accounting line to charge for
the training.

An OX document type indicates a non-itemized purchase order
used for inter-agency procurements.

The Training Order form, used to obligate funds for training
classes, is similar in appearance and functionality to other orders
within Pegasys. The training order contains information such as
the vendor supplying the training, the employee(s) attending the
training, the date and time of the training, and the accounting line
to charge for the training. A PW document type indicates a training
order used by PBS.

The Training Order contains information such as the vendor
supplying the training, the employee(s) attending the training, the
date and time of the training, and the accounting line to charge for
the training.

A Purchase Order form is created within Pegasys to record
purchases that do not contain commodity line items. A TP
document type indicates a non-itemized purchase order used by
FTS.
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Code

Name Subsystem

Description

TO

TX

TY

TZ

X0

XP

XW

FTS—Itemized
Purchase Order

Purchasing

FTS—Training
Order

Purchasing

FTS—Non-
Itemized Inter-
Agency

Purchasing

FTS—Prepaid
Training Order

Purchasing

FTS—Itemized
Inter-Agency

Purchasing

Client—Itemized
Purchase Order

Purchasing

Client—Non-
Itemized Purchase
Order

Purchasing

Client—Training
Order

Purchasing

An Itemized Purchase Order form contains commaodity line items
that include unit quantity and unit price information. Each
commodity line item contains its own lines of funding. Orders may
be associated with previously entered reservations or requests,
and may later be connected to future receipts, invoices, and
payments. A Contract Specialist, or an individual with purchasing
authority, typically enters an order into Pegasys. A TO document
type indicates an itemized purchase order used by FTS.

The Training Order form, used to obligate funds for training
classes, is similar in appearance and functionality to other orders
within Pegasys. The training order contains information such as
the vendor supplying the training, the employee(s) attending the
training, the date and time of the training, and the accounting line
to charge for the training. A TW document type indicates a training
order used by FTS.

A Purchase Order form is created within Pegasys to record
purchases that do not contain commodity line items. A TX
document type indicates a non-itemized purchase order used for
inter-agency procurements.

The Training Order contains information such as the vendor
supplying the training, the employee(s) attending the training, the
date and time of the training, and the accounting line to charge for
the training.

An Itemized Purchase Order form contains commaodity line items
that include unit quantity and unit price information. Each
commodity line item contains its own lines of funding. Orders may
be associated with previously entered reservations or requests,
and may later be connected to future receipts, invoices, and
payments. A Contract Specialist, or an individual with purchasing
authority, typically enters an order into Pegasys. A TZ document
type indicates an itemized purchase order used for inter-agency
procurements.

An Itemized Purchase Order form contains commaodity line items
that include unit quantity and unit price information. Each
commodity line item contains its own lines of funding. Orders may
be associated with previously entered reservations or requests,
and may later be connected to future receipts, invoices, and
payments. A Contract Specialist, or an individual with purchasing
authority, typically enters an order into Pegasys. An XO document
type indicates an itemized purchase order used by a client.

A Purchase Order form is created within Pegasys to record
purchases that do not contain commodity line items. An XP
document type indicates a non-itemized purchase order used by a
client.

The Training Order form, used to obligate funds for training
classes, is similar in appearance and functionality to other orders
within Pegasys. The training order contains information such as
the vendor supplying the training, the employee(s) attending the
training, the date and time of the training, and the accounting line
to charge for the training. An XW document type indicates a
training order used by a client.
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Code Name Subsystem Description
XX Client—Non- Purchasing A Purchase Order form is created within Pegasys to record
Itemized Inter- purchases that do not contain commaodity line items. An XX
Agency document type indicates a non-itemized purchase order used for
inter-agency procurements.
XY Client—Prepaid Purchasing The Training Order contains information such as the vendor
Training Order supplying the training, the employee(s) attending the training, the
date and time of the training, and the accounting line to charge for
the training.
Xz Client—Itemized Purchasing An XZ document type indicates a non-itemized purchase order
Inter-Agency used for inter-agency procurements.
IG Inter-Agency Purchasing An IG document type indicates a non-itemized purchase request
Purchase Request used for inter-agency procurements.
IX Non-Itemized Purchasing An IX document type indicates a non-itemized order used for inter-
Inter-Agency agency procurements.
Order
IT Itemized Purchasing An IT document type indicates an itemized purchase order used
Inter-Agency for inter-agency procurements.
Order
RC Receipt Purchasing A Receipt form (non-itemized) is created in Pegasys to record the
receipt of purchases that do not contain commaodity line items.
RK Receipt—R6 Purchasing A Receipt form (non-itemized) is created in Pegasys to record the
receipt of purchases that do not contain commodity line
items/Region 6.
RW Receipt—R7 Purchasing A Receipt form (non-itemized) is created in Pegasys to record the
receipt of purchases that do not contain commaodity line
items/Region 7.
IC Iltemized Receipt Purchasing An ltemized Receipt (Region 6) form is created in Pegasys to
—Region 6 record the receipt of purchases that contain commodity line items.
The Itemized Receipt form includes the condition of goods and the
dollar amount of goods accepted by the receiver.
IF Itemized Purchasing An Itemized Receipt (Region 7) form is created in Pegasys to
Receipt—Region record the receipt of purchases that contain commaodity line items.
7 The Itemized Receipt form includes the condition of goods and the
dollar amount of goods accepted by the receiver.
IK Iltemized Match Purchasing Requires match of order and invoice from the vender for
Invoice 2-Way R6 payment/Region 6.
w Iltemized Match Purchasing Requires match of order and invoice from vendor for
Invoice 2-Way R7 payment/Region 7.
16 Iltemized Match Purchasing Requires match of order, invoice, and receipt for payment.
Invoice 3-Way R6
17 Iltemized Match Purchasing Requires match of order, invoice, and receipt for payment.
Invoice 3-Way R7
MK Match Invoice 2- Purchasing Requires match of order and invoice from the vender for
Way R6 payment/Region 6.
MW Match Invoice 2- Purchasing Requires match of order and invoice from the vender for

Way R7

payment/Region 7.
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Code Name Subsystem Description
M6 Match Invoice 3- Purchasing Requires match of order, invoice, and receipt for payment/Region
Way R6 6.
M7 Match Invoice 3- Purchasing Requires match of order, invoice, and receipt for payment/Region
Way R7 7.
IN Non-Match Purchasing An IN document type is used for invoice returns.
Invoice
DX Finance Direct Purchasing Direct pay for external client.
Pay
DK Finance Direct Purchasing Direct payments for finance users in Region 6.
Pay—Region 6
DW Finance Direct Purchasing Direct payments for finance users in Region 7.
Pay—Region 7
D6 Direct Pay— Purchasing Direct payments from non-finance that use Region 6/used by
Region 6 Services.
D7 Direct Pay— Purchasing Direct payments from non-finance that use Region 7/used by
Region 7 Services.
Cl4 Accounts Payable Document Types
Code Name Subsystem Description
PA Payment Accounts Payable The Payment Authorization represents the final step in the
Authorization Pegasys purchasing cycle. Authorizing a payment certifies that
a purchasing chain is complete and that the associated vendor
should be paid. Pegasys Payment Authorization forms authorize
payments for eight different payment models: normal payments,
holdbacks, prepayments, credits, manual interest, penalties,
discounts, and advance refunds.
P6 Payment Accounts Payable The Payment Authorization code for finance/ Region 6.
Authorization
P7 Payment Accounts Payable The Payment Authorization code for finance/ Region 7.
Authorization
HR Payment Accounts Payable A HR document type is used for Holdback Releases.
Authorization
ocC Payment Accounts Payable The Payment Authorization code for Conversion only.
Authorization
Finance Document Types (as of June 21, 2000)
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C.15 Project Cost Accounting
Code Name Subsystem Description
1B IBAA Project Cost The Internal Direct Agreement replaces both the IBAA's and the
Accounting internal RWA's (RWAs within GSA) functionality by recording the
System terms and tracking the spending. The agreement can also
increase the budget authority for the affected budget. These
agreements record the internal organization’s obligation to pay
for all or part of the recipient’s agreement costs. The customer of
the internal direct agreement represents an accounting entity
within GSA. For each agreement, the accounting information is
entered, as well as agreement details such as the maximum
reimbursement amount and the frequency of cost transfers.
ED External Direct Project Cost The External Direct Agreement replaces the reimbursable work
Agreement Accounting authorization's (RWA) functionality for customers outside of
System GSA, by recording the RWA's terms and tracking the spending.
The agreement can also increase the budget authority for the
affected budget. These customer agreements record the
external party’s obligation to pay for all or part of GSA’s
agreement costs either through the reimbursement of actual
costs or through the payment to GSA for goods or services
provided.
ID Internal RWA Project Cost The Internal Direct Agreement replaces both the IBAA’s and the
Accounting internal RWA’'s (RWAs within GSA) functionality by recording the
System terms and tracking the spending. The agreement can also
increase the budget authority for the affected budget. These
agreements record the internal organization’s obligation to pay
for all or part of the recipient’s agreement costs. The customer of
the internal direct agreement represents an accounting entity
within GSA.
C.16 General Ledger
Code Name Subsystem Description
JV Journal Voucher General Ledger The Pegasys journal voucher transaction is used whenever you

need to record non-standard accounting transactions in Pegasys.
These transactions include:

Miscellaneous events not handled by other subsystems such as
recording the financial impact of events that took place in a
system other than Pegasys.

Transactions that should be automatically reversed at a later date
such as a monthly payroll accrual amount.

Transactions that reclassify accounts (i.e., alter the accounting
distribution on a processed transaction).

Period-end adjustments such as entries required to close your
books at year-end.

Non-standard accruals such as work-in-progress accruals.

Balance sheet transfers that may include, for example, the transfer

of the cost of a capitalized item and its depreciation from one
part of your agency to another.
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Code

Name

Subsystem

Description

SV

Standard Voucher

General System

The Standard Voucher is used to record miscellaneous accounting
transactions that are not included in any of the other Pegasys
subsystems.

As on most other Pegasys transactions, a transaction type is
entered on the Standard Voucher that Pegasys uses to determine
system updates to perform in Pegasys. The Standard Voucher
updates any affected budget lines, plans, and projects based on
the accounting event derived from the voucher’s entered
transaction type. |.E., a Standard Voucher that is used to record
an obligation (e.g., its transaction type points to an obligation
accounting event) updates the unliquidated obligation amount for
the affected budget line and increases the obligation amount in
any corresponding plans and projects.

Examples of uses of the Standard Voucher include:
Recording budget adjustments

Changing the accounting distribution for a transaction
Recording FTE usage

C.1.7

Vendor Document Types

Code

Name

Subsystem

Description

VENC

Vendor
Contracting
Officer

Reference Data

Creating a vendor through the Vendor Form is similar to creating
other forms in Pegasys. In Pegasys, “vendor” refers to
commercial vendors, government agencies, and all other payees
with whom GSA does business. The Vendor Form differs from
other Pegasys forms because vendors are considered reference
data. Consequently, the creation of a Vendor resides in the
Reference section of the Desktop, versus the Applications
section.

VENF

Vendor-Finance

Reference Data

See Above Detalils.

C.18

Conversion Document Types

Code

Name

Subsystem

Description

VCO01-VC37

Vendor-NEAR

Reference Data

For Conversion Use Only.
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D.

Transaction Relationships

Thetablein Figure D-1: Transaction Relationships represents a description of the type of
documents that will be created by the NEAR-to-Pegasys interface based on the NEAR Action
Code of the NEAR transaction being processed.

Figure D-1

Transaction Relationships

NEAR
Action
Code

Pegasys
Document
Category

Pegasys
Document

Pegasys
Document
Type Name

Interface Processing

20

20+/-

21

21+/-

22

PR

PR

PR

PR

SV

4A

4A

4A

4A

4F

NEAR
Commitment

NEAR
Commitment

NEAR
Commitment

NEAR
Commitment

NEAR Payroll
Commitment

All commitments processed during one execution of the
NEAR-to-Pegasys interface with the same ACT Number,
Subsystem Designator (SSD), and Vendor Number will
create one ‘NEAR Commitment’ document in Pegasys. For
each unique combination of Multiple Distribution Line
(MDL) and Organization Region (OrgReg) for a given ACT
Number, the interface will create one accounting line on the
document related to the ACT Number. The interface will
then update GSA Spending table with the appropriate
information.

The interface will use GSA Spending table to determine the
appropriate ‘NEAR Commitment’ document and accounting
line to correct. A change to the dollar amount for that
accounting line will then be processed.

All commitments processed during one execution of the
NEAR-to-Pegasys interface with the same ACT Number,
Subsystem Designator (SSD), and Vendor Number will
create one ‘NEAR Commitment’ document in Pegasys. For
each unique combination of Multiple Distribution Line
(MDL) and Organization Region (OrgReg) for a given ACT
Number, the interface will create one accounting line on the
document related to the ACT Number. The interface will
then update GSA Spending table with the appropriate
information.

The interface will use the GSA Spending table to determine
the appropriate ‘NEAR Commitment’ document and
accounting line to correct. A change to the dollar amount
for that accounting line will then be processed.

All Payroll commitments processed during one execution of
the NEAR-to-Pegasys interface with the same accounting
data (excluding Cost Element) will create one ‘NEAR
Payroll Commitment’ document in Pegasys. For each
unique Cost Element, the interface will create one
accounting line.
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NEAR
Action
Code

Pegasys
Document
Category

Pegasys
Document
Type

Pegasys
Document
Type Name

Interface Processing

30

30+/-

81

81+/-

PO

PO

PA

PA

81 (SSD | PA

11)

81+/-
(SSD
11)

PA

4B

4B

4]

4]

4]

4]

NEAR
Obligation

NEAR
Obligation

NEAR
Interfund

NEAR
Interfund

NEAR
Interfund

NEAR
Interfund

All obligations processed by the NEAR-to-Pegasys
interface with the same ACT Number, Vendor Number, and
SSD will use one ‘NEAR Obligation’ document in Pegasys.
For each unique combination of MDL and OrgReg for a
given ACT Number, the interface will create one
accounting line on the document related to the ACT
Number. The interface will then update the GSA Spending
table with the appropriate information.

The interface will use the GSA Spending table to determine
the appropriate ‘NEAR Obligation’ document and
accounting line to correct. A change to the dollar amount
for that accounting line will then be processed.

All interfund payments (both 81 and 85) processed during
one execution of the NEAR-to-Pegasys interface with the
same ACT Number, Vendor Number and SSD will create
one ‘NEAR Interfund’ document in Pegasys. For each
unigue combination of MDL and OrgReg for a given ACT
Number, the interface will create one accounting line on the
document related to the ACT Number. The interface will
use the GSA Spending table to determine the appropriate
‘NEAR Receipt’ document that will be referenced by the
accounting line created by an 81 transaction. Specifically, if
there is an accounting line on a ‘NEAR Receipt’ document
with the same MDL and OrgReg, the interface will create
one accounting line that references this document. In all
cases the Vendor and Vendor Address Codes will be
pulled from the referenced document not the 81
transaction.

This will not be processed as a correction. Instead the
interface will use the same logic as described in the
processing of the 81 transactions allowing for negative
dollar amounts.

All interfund payments (both 81 and 85) processed during
one execution of the NEAR-to-Pegasys interface with the
same ACT Number will create one ‘NEAR Interfund’
document in Pegasys. For each unique combination of
MDL and OrgReg for a given ACT Number, the interface
will create one accounting line on the document related to
the ACT Number. The interface will use the ACT/MDL
Crosswalk to determine the appropriate accounting line on
a Pegasys order document to reference. The interface will
reference a ‘Pegasys Obligation’ (DTYP not equal to 4B)
by matching ACT, SSD, MDL, and Org Region on the GSA
Spending table. In all cases the Vendor and Vendor
Address Codes will be pulled from the referenced
document not the 81 transaction.

This will not be processed as a correction. Instead the
interface will use the same logic as described in the
processing of the 81 (SSD 11) transactions allowing for
negative dollar amounts.
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NEAR
Action
Code

Pegasys
Document
Category

Pegasys
Document
Type

Pegasys
Document
Type Name

Interface Processing

85

85+/-

Al

Al+/-

A5

A5+/-

PA

PA

RC

RC

PO/RC

PO/RC

4]

4]

4C

4C

4B/AC

4B/4C

NEAR
Interfund

NEAR
Interfund

NEAR
Accrual

NEAR
Accrual

NEAR
Obligation/
Accrual

NEAR
Accrual

All interfund payments (both 81 and 85) processed during
one execution of the NEAR-to-Pegasys interface with the
same ACT Number, Vendor Number and SSD will create
one ‘NEAR Interfund’ document in Pegasys. For each
unique combination of MDL and OrgReg for a given ACT
Number, the interface will create one accounting line on the
document related to the ACT Number. The interface will
use the GSA Spending table to determine the appropriate
‘NEAR Receipt’ document that will be referenced by the
accounting line created by an 81 transaction. Specifically, if
there is an accounting line on a ‘NEAR Receipt’ document
with the same MDL and OrgReg, the interface will create
one accounting line that references this document. In all
cases the Vendor and Vendor Address Codes will be
pulled from the referenced document not the 81
transaction.

This will not be processed as a correction. Instead the
interface will use the same logic as described in the
processing of the 85 transactions allowing for negative
dollar amounts.

All purchasing accruals (A1) processed by the NEAR-to-
Pegasys interface with the same ACT Number, SSD, and
Vendor Number will use one ‘NEAR Accrual’ document in
Pegasys. For each unique combination of MDL and
OrgReg for a given ACT Number, the interface will create
one accounting line on the document related to the ACT
Number. The interface will use the GSA Spending table to
determine the appropriate ‘NEAR Obligation’ document
and accounting line to reference. If the Open Item’s Key
values (i.e., ACT, MDL, SSD, and OrgReg) for the A1
being processed are the same as those for an existing
accounting line on a ‘NEAR Accrual’ document, the
interface will increment the amount on the existing
accounting line and not create a new accounting line. In the
event that a new accounting line on a ‘NEAR Accrual’
document was created, the interface will update the GSA
Spending table with the appropriate information.

The interface will use the GSA Spending table to determine
the appropriate ‘NEAR Accrual’ document and accounting
line to correct. A change to the dollar amount for that
accounting line will then be processed.

The A5 Transaction will be converted on the NEAR side to
a 30 and Al transaction with ‘A5’ in the Net Days field.

The A5 Transaction will be converted on the NEAR side to
a 30 and Al transaction with ‘A5’ in the Net Days field.
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Interface Processing

NEAR Pegasys Pegasys Pegasys
Action | Document = Document Document
Code Category Type Type Name
A7 Y 4K NEAR
Temporary
Accrual
A8 PA aM NEAR
Holdback
A8+/- PA 4aM NEAR
Holdback

All temporary accruals processed during one execution of
the NEAR-to-Pegasys interface with the same Fund Code
will use one ‘NEAR Temporary Accrual’ document in
Pegasys. For each A7 transaction for a given fund, the
interface will create one accounting line on the document
related to the fund. When the accounting line is created,
the interface will set the Automatic Reversal Flag to ‘True’
and the accounting line will reverse at the beginning of the
next accounting period.

Note: Only the A7 transactions that credit the NEAR GL
Account 2013 will be processed. Therefore the automatic
reversal created by Pegasys will not conflict with the
automatic reversal created by NEAR (A7 with GL debit
equal to 2013).

All holdback accruals processed by the NEAR-to-Pegasys
interface with the same ACT Number, SSD, and Vendor
Number will use one ‘NEAR Holdback’ document in
Pegasys. For each unique combination of MDL and
OrgReg for a given ACT Number, the interface will create
one accounting line on the document related to the ACT
Number. The amount on the A8 transaction will be used for
both the payment and holdback amount on the accounting
line. This will result in a payment of zero dollars (total line
amount less the holdback amount) and a holdback for the
appropriate amount.

The interface will use the GSA Spending table to determine
the appropriate ‘NEAR Receipt’ document and accounting
line to reference. If the Open Item’s Key values (i.e., ACT,
MDL, SSD, and OrgReg) for the A8 being processed are
the same as those for an existing accounting line on a
‘NEAR Holdback’ document, the interface will increment
the amount on the existing accounting line and not create a
new accounting line. In the event that a new accounting
line on a ‘NEAR Accrual’ document was created, the
interface will update the GSA Spending table with the
appropriate information.

Note: To determine if the key values are the same, the
interface will use the GSA Spending table to look for
accounting lines on ‘NEAR Holdback’ documents with the
same Open Item’s Key values.

The interface will use the GSA Spending table to determine
the appropriate ‘NEAR Holdback’ document and
accounting line to correct. A change to the total dollar
amount for that accounting line and the holdback dollar
amount will then be processed.
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NEAR Pegasys
Action Document
Code Category

Pegasys
Document

Pegasys
Document
Type Name

Interface Processing

D1 PA

D1 PA
(SSD
11)

D2 PA

D2 PA
(SSD
11)

4D

4D

4D

4D

NEAR
Payment

NEAR
Payment

NEAR
Payment

NEAR
Payment

All standard payments (D1 and D2) processed during one
execution of the NEAR-to-Pegasys interface with the same
ACT Number will create one ‘NEAR Payment’ document in
Pegasys. For each unique combination of MDL and
OrgReg for a given ACT Number Vendor Number and
SSD, the interface will create one accounting line on the
document related to the ACT Number. The interface will
use the GSA Spending table to determine the appropriate
‘NEAR Receipt’ document that will be referenced by the
accounting line created by a D1 transaction. Specifically, if
there is an accounting line on a ‘NEAR Receipt’ document
with the same MDL and OrgReg, the interface will create
one accounting line that references this document. In the
case where there is no receipt, the interface will reject the
D1 transaction.

Note: In all cases, the interface will use a Disbursing
method of ‘No Check’ with a Payment Line Type of
‘Normal’.

All Pegasys discount and interest transactions (D1 and D2)
processed by the NEAR-to-Pegasys interface will change
the dollar amount on the related accounting line of the
Pegasys payment document. The interface will use the
Payment Transaction Crosswalk to determine the
appropriate document and accounting line to update.

Note: The Payment Transaction Crosswalk is updated by
the Pegasys-to-NEAR interface with the necessary
information.

All standard payments (D1 and D2) processed during one
execution of the NEAR-to-Pegasys interface with the same
ACT Number will create one ‘NEAR Payment’ document in
Pegasys. For each unique combination of MDL and
OrgReg for a given ACT Number, the interface will create
one accounting line on the document related to the ACT
Number that references nothing.

Note: The interface will use a Disbursing method of ‘No
Check’ with a Payment Line Type of ‘Normal'.

All Pegasys discount and interest transactions (D1 and D2)
processed by the NEAR-to-Pegasys interface will change
the dollar amount on the related accounting line of the
Pegasys payment document. The interface will use the
Payment Transaction Crosswalk to determine the
appropriate document and accounting line to update.

Note: The Payment Transaction Crosswalk is updated by
the Pegasys-to-NEAR interface with the necessary
information.
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NEAR
Action
Code

Pegasys
Document
Category

Pegasys
Document
Type

Pegasys
Document
Type Name

Interface Processing

D7 PA 4D

D8 PA 4N

F1 PA 4D

F1+/- PA 4D

F2 PA 4D

F2+/- PA 4D

NEAR
Payment

NEAR
Holdback
Release

NEAR
Payment

NEAR
Payment

NEAR
Payment

NEAR
Payment

All Lease payments (H7 and D7) processed during one
execution of the NEAR-to-Pegasys interface with the same
ACT Number, SSD, and Vendor Number will create one
‘NEAR Payment’ document in Pegasys. For each unique
combination of MDL and OrgReg for a given ACT Number,
the interface will create one accounting line on the
document related to the ACT Number. The interface will
perform a lookup on the GSA Spending table for a ‘NEAR
Receipt’ to reference. If one is found and the open amount
is greater than the amount of the Lease Payment, than a
‘NEAR Payment’ will be created referencing this line. If
there is not enough money open on the ‘NEAR Receipt’ or
there is no Receipt to reference, the interface will perform a
second lookup on the GSA Spending table for the ‘NEAR
Commitment'. If a record is returned a second line will be
added to the 4D that miscellaneously references the
Commitment.

Note: The interface will use a Disbursing method of ‘No
Check’ with a Payment Line Type of ‘Normal'.

All standard holdback releases processed during one
execution of the NEAR-to-Pegasys interface with the same
ACT Number, SSD, Vendor Number will use one ‘NEAR
Holdback Release’ document in Pegasys. For each unique
combination of MDL and OrgReg for a given ACT Number,
the interface will create one accounting line on the
document related to the ACT Number. A Disbursing
Method of ‘No Check’ and Payment Line Type of ‘Holdback
Release’ will be used on the accounting line. The interface
will use the GSA Spending table to determine the
appropriate ‘NEAR Holdback’ document and accounting
line to reference.

This will be processed in the exact same manner as a D1
transaction.

This will be processed in the exact same manner as a
D1+/- transaction.

This will be processed in the exact same manner as a D2
transaction.

This will be processed in the exact same manner as a
D2+/- transaction.
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NEAR Pegasys Pegasys Pegasys Interface Processing
Action | Document = Document Document
Code Category Type Type Name
Gl PA 4D NEAR This will be processed in the exact same manner as a D1
Payment transaction.
Note: The Pegasys Payment Authorization document
allows for a Disbursing Method of ‘Inter-Agency Transfer'.
However, when using this Disbursing Method on a
payment, the Disbursement Number and Inter-Agency
Symbol are required and this information is not available on
the GX transaction. Therefore, the interface will use the ‘No
Check’ Disbursing Method. For the interface to record the
appropriate impact against the Pegasys GL, a separate
transaction type will be used when processing GX
payments.
G1+/- PA 4D NEAR This will be processed in the exact same manner as a
Payment D1+/- transaction.
G5 PA 4D NEAR This will be processed in the exact same manner as a D2
Payment transaction.
G5+/- PA 4D NEAR This will be processed in the exact same manner as a
Payment D2+/- transaction.
H1 PA 4D NEAR This will be processed in the exact same manner as a D1
Payment transaction.
H1+/- PA 4D NEAR This will be processed in the exact same manner as a
Payment D1+/- transaction.
H2 PA 4D NEAR This will be processed in the exact same manner as a D2
Payment transaction.
H2+/- PA 4D NEAR This will be processed in the exact same manner as a
Payment D2+/- transaction.
H7 PA 4D NEAR This will be processed in the exact same manner as a D7
Payment transaction.
H7+/- PA 4D NEAR This will be processed in the exact same manner as a
Payment D7+/- transaction.
H8 PA 4D NEAR This will be processed in the exact same manner as a D8
Payment transaction.
H8+/- PA 4D NEAR This will be processed in the exact same manner as a
Payment D8+/- transaction.
J7 (non- | SV 4L NEAR All journal vouchers processed during one execution of the
income) Adjustment NEAR-to-Pegasys interface with the same Fund and
Region Code will use one ‘NEAR Adjustment’ document in
Pegasys. For each J7 transaction for a given fund and
region, the interface will create one accounting line on the
document related to the fund and region.
Note: The interface will use the NEAR Transaction
Crosswalk to determine the appropriate Transaction Type
to use when creating the accounting line. This Transaction
Type will be used by the Pegasys Document Processing
Servers to update the appropriate GL accounts.
Finance Transaction Relationships
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NEAR Pegasys Pegasys Pegasys Interface Processing
Action | Document = Document Document
Code Category Type Type Name
J8(SSD | sV 4] NEAR Labor All PBS labor distribution from SSD 70 processed during
70) Distribution one execution of the NEAR-to-Pegasys interface with the

same Organization Code will use one ‘NEAR Labor
Distribution’ document in Pegasys. For each J8 transaction
for a given organization, the interface will create two
accounting lines. The first accounting line will reverse the
expense established by the ‘Payroll Payment’ documents.
The second accounting line will reestablish the expense in
the accounting data specified on the J8 transaction.

Note: The first accounting line will use the accounting data
on the J8 transaction along with the following values:
Function Code ‘000’ and no Building Code. This will ensure
that the correct accounting distribution created by the
‘Payroll Payment’ is reversed.

J8(SSD | sV 4] NEAR Labor All PBS labor distribution from SSD 71 or 72 processed

71 &72) Distribution during one execution of the NEAR-to-Pegasys interface
with the same Organization Code will use one ‘NEAR
Labor Distribution’ document in Pegasys. For each J8
transaction for a given organization, the interface will
create one accounting line. If the J8 transaction is from
SSD 71, the accounting line will reverse the expense
established by the J8 transaction from SSD 70. If the J8
transaction is form SSD 72, the accounting line will
establish the expense in the accounting data specified on
the J8 transaction from SSD 72.

Note: The accounting line created by the J8 transaction
from SSD 71 will use the accounting data specified on the
J8 transaction, because it is the same as that specified on
the J8 transaction from SSD 70.

L1 PA 4D NEAR This will be processed in the exact same manner as a D1
Payment transaction.

L1+/- PA 4D NEAR This will be processed in the exact same manner as a
Payment D1+/- transaction.

M1 PA 4D NEAR This will be processed in the exact same manner as a D1
Payment transaction.

M1+/- PA 4D NEAR This will be processed in the exact same manner as a
Payment D1+/- transaction.

M2 PA 4D NEAR This will be processed in the exact same manner as a D2
Payment transaction.

M2+/- PA 4D NEAR This will be processed in the exact same manner as a
Payment D2+/- transaction.

M8 PA 4D NEAR This will be processed in the exact same manner as a D8
Payment transaction.

M8+/- PA 4D NEAR This will be processed in the exact same manner as a
Payment D8+/- transaction.
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NEAR
Action
Code

Pegasys
Document
Category

Pegasys
Document
Type

Pegasys
Document
Type Name

Interface Processing

N5 (81-) | PA

P2 SV

P3 SV

P4 SV

P5 SV

P6 SV

4]

4H

4G

4H

4H

4G

NEAR
Interfund
Transfer

NEAR Payroll
Payment

NEAR Payroll
Accrual

NEAR Payroll
Payment

NEAR Payroll
Payment

NEAR Payroll
Accrual

The NEAR N5 transaction will not be sent to Pegasys. The
NEAR Extract routine will convert the N5 to an 81- and put
‘N5’ in the Net Days field.

All Payroll reversals processed during one execution of the
NEAR-to-Pegasys interface with the same accounting data
(excluding Cost Element) will create one ‘NEAR Payroll
Payment’ document in Pegasys. For each unique Cost
Element, the interface will create one accounting line with a
negative dollar amount to reverse an expense.

All Payroll accruals for holiday and overtime pay (P3)
processed during one execution of the NEAR-to-Pegasys
interface with the same accounting data (excluding Cost
Element) will create one ‘NEAR Payroll Accrual’ document
in Pegasys. For each unique Cost Element, the interface
will create one accounting line. When the accounting line is
created, the interface will set the Automatic Reversal Flag
to ‘True’ and the accounting line will reverse at the
beginning of the next accounting period.

Note: Only the P3 transactions that credit the NEAR GL
Account 2016 will be processed. Therefore the automatic
reversal created by Pegasys will not conflict with the
automatic reversal created by NEAR (P3 with GL debit
equal to 2016).

All Payroll payments (both P4 and P5) processed during
one execution of the NEAR-to-Pegasys interface with the
same accounting data (excluding Cost Element) will create
one ‘NEAR Payroll Payment’ document in Pegasys. For
each transaction, the interface will create one accounting
line.

All Payroll payments (both P4 and P5) processed during
one execution of the NEAR-to-Pegasys interface with the
same accounting data (excluding Cost Element) will create
one ‘NEAR Payroll Payment’ document in Pegasys. For
each transaction, the interface will create one accounting
line.

All Payroll accruals (P6) processed during one execution of
the NEAR-to-Pegasys interface with the same accounting
data (excluding Cost Element) will create one ‘NEAR
Payroll Accrual’ document in Pegasys. For each
transaction, the interface will create one accounting line. If
the NEAR GL debit account is 2016 then the interface will
use a negative dollar amount. If the NEAR GL credit
account is 2016 then the interface will use a positive dollar
amount.
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NEAR Pegasys Pegasys Pegasys Interface Processing
Action | Document = Document Document
Code Category Type Type Name
Income | SV 4E NEAR All income transactions processed during one execution of
Income the NEAR-to-Pegasys interface with the same Fund and

Region Codes will create one ‘NEAR Income’ document in
Pegasys. For each income transaction for a given fund and
region, the interface will create one accounting line on the
document related to the fund. The interface will use a
negative dollar amount if the GL debit account begins with
a 4. If the GL credit account begins with a 4, the interface
will use a positive amount. The extract file will never
include NEAR transaction that have both debit and credit
accounts beginning with a 4.

Note: The interface does not use the NEAR Action Code to
distinguish an income transaction. Instead all transactions
that debit or credit a NEAR GL account that begins with a 4
(NEAR Income GL accounts begin with 4) is considered by
the interface to be an income transaction.
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E. Action Code Crosswalk

E.1 General Action Code Crosswalk

DTYP Reference Action
Flag Code
1B F 30
1C F A5
1C T Al
1E F 30
1F F A5
1F T Al
2A F 30
2B F A5
2B T Al
2C F A5
2C T Al
2D F 30
2E F A5
2E T Al
Cl F 30
Cl T 30
CL F 30
CL T 30
CP F 85
CP F 87
CP F 88
CP F M9
CP T 81
CP T 87
CcP T 88
CP T M9
CT F 30
CT T 30
DC F A5
DC T Al

DTYP Reference Action
Flag Code
DI F A5
DI T Al
DP F A5
DP T Al
FO F 30
FP F 30
FW F 30
FX F 30
FY F 30
Fz F 30
GO F 30
GP F 30
GW F 30
GW T 30
GX F 30
GY F 30
Gz F 30
HR T D8
HR T M8
IC F A5
IC T Al
IF F A5
IF T Al
IG F 30
IT F 30
IX F 30
(o]} F 30
OP F 30
ow F 30
OX F 30
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DTYP Reference Action

Flag Code
oy F 30
oz F 30
PO F 30
PP F 30
PW F 30
PX F 30
PY F 30
PZ F 30
RC F A5
RC T Al
RK F A5
RK T Al
RW F A5
RW T Al
TO F 30

E.2

DTYP Reference Action

Flag Code
TP F 30
TW F 30
TX F 30
TY F 30
TZ F 30
X0 F 30
XP F 30
XW F 30
XX F 30
XY F 30
Xz F 30
Z0 F 30
ZP F 30
W F 30

Credit Card Payment Action Code Crosswalk

Note: Action Code M9's are created for the Prepayment batch job documents. Action Code 81s
are created when a Credit Card payment references a Credit Card Log (CI, CT, or CL). An
Action Code of 85 is created when a payment references only an accounting template. Whenever
an Action Code of 81 or 85 is created, an 88 is created to reimburse the Credit Card suspense
fund (206X). If an 81- or 85- credit is applied to an account, then an 87 is created to debit the

suspense fund.
Document Transaction Reference Susp Fund Line Type Pay Line Action
Type Type Flag Flag Type Code
CP 01 F T NR NR 87
CP 01 T T NR NR 87
CP 01 F T NR PP M9
CP 01 T T NR PP M9
CP 03 T F CR NR 81
CP 03 T F NR NR 81
CP 03 F F CR NR 85
CP 03 F F NR NR 85
CP 01 F T CR NR 88
CP 01 T T CR NR 88
Action Code Crosswalk Finance
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Document Transaction Reference Susp Fund Line Type Pay Line Action
Type Type Flag Flag Type Code
CP 05 T F CR NR 81
CP 05 T F NR NR 81
CP 05 F F CR NR 85
CP 05 F F NR NR 85
CP 03 F T CR NR 88
CP 03 T T CR NR 88
E.3 Payment Authorization Crosswalk
DTYP REF FL Disb Meth Pay TYP Pay Line LYP Action Code
P6 F C CHECK Mi D2
P6 F Cc CHECK NR D2
P6 F Cc CHECK PN D2
P6 F C EFT Mi D2
P6 F C EFT NR D2
P6 F C EFT PN D2
P6 F Cc OPAC Mi D2
P6 F Cc OPAC NR D2
P6 F C OPAC PN D2
P6 F | OPAC NR G5
P6 F | NR G5
P6 F N Mi M2
P6 F N NR M2
P6 F N PN M2
P6 T C CHECK Mi D1
P6 T Cc CHECK NR D1
P6 T Cc CHECK PN D1
P6 T Cc EFT Mi D1
P6 T C EFT NR D1
P6 T C EFT PN D1
P6 T Cc OPAC Mi D1
P6 T Cc OPAC NR D1
P6 T Cc OPAC PN D1
P6 T | OPAC NR Gl
P6 T | NR Gl
Action Code Crosswalk Finance
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DTYP REF FL Disb Meth Pay TYP Pay Line LYP Action Code
P6 T N MI M1
P6 T N NR M1
P6 T N PN M1
P7 F C CHECK MI D2
P7 F C CHECK NR D2
P7 F C CHECK PN D2
P7 F C EFT Ml D2
P7 F C EFT NR D2
P7 F C EFT PN D2
P7 F C OPAC MI D2
P7 F C OPAC NR D2
P7 F C OPAC PN D2
P7 F | OPAC NR G5
P7 F | NR G5
P7 F N MI M2
P7 F N NR M2
P7 F N PN M2
P7 T C CHECK Ml D1
P7 T C CHECK NR D1
P7 T Cc CHECK PN D1
P7 T C EFT Ml D1
P7 T C EFT NR D1
P7 T C EFT PN D1
P7 T C OPAC MI D1
P7 T C OPAC NR D1
P7 T C OPAC PN D1
P7 T | OPAC NR Gl
P7 T | NR Gl
P7 T N MI M1
P7 T N NR M1
P7 T N PN M1
Finance Action Code Crosswalk
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F. External Procurements

NEAR will continue to be the GSA system of record during the first phase of the Pegasys
implementation. During Phase 2, the General Ledger subsystem will implemented and Pegasys
will become the GSA system of record. During Phase I, Pegasys will handle most GSA
purchasing transactions. Those procurement activities that will be completed outside of Pegasys

in Phase | are noted in Figure F-1: External Procurement Activities.

Figure F-1 External Procurement Activities

Current System

Pegasys

Plans

External Client Services
Purchasing Documents
(excluding the Form GSA 49)

Citibank

FedEx

Fleet—FSS

FSS 19

ITAP/VITAP—Finance System

ITSS/ITOMS—FTS System

OMIS—FTS System

PAR—Personnel System

PIX FedEX—Region 6 Finance

Comprizon.com—PBS System

STAR—PBS System

Clients will send hard copy of the
purchase order (e.g., Training) to
External Services and they will enter
the document into Pegasys.

Interface invoice transactions in Phase
1 with Pegasys Credit Card System.

Interface invoice transactions with
Pegasys.

Fleet invoices will directly interface
with Pegasys in Phase II.

Interface with Fedpay, which will
interface with NEAR in Phase |I.

Pegasys will be used to enter invoices.

Interface Purchase Orders, Receipts,
Expense Accruals with Pegasys and
ITSS vendors only.

Interface with NEAR—only operating
expense into Pegasys; will backfill
during Phase 1.

Interface Employee information with
Pegasys.

Interface Purchase Orders, Receipts
and Requisitions with Pegasys.

Interface income transactions by
building; Billing transactions; Cost
distribution information; Reference
data from NEAR to Pegasys in Phase
I. STAR will directly interface with
Pegasys in Phase II.

No current plans for clients to
receive Pegasys software, except
for NARA.

Interface will automatically load the
statement, generate prepayments
and payments and reconcile
statements to obligations.

EDI

No plans to replace Fleet.

Interface with Pegasys, date is
Phase 2.

System will be replaced in Phase IA.

No plans to replace ITSS/ITOMS.
ITOMS interface is Phase 1A.

Interface with Pegasys, date is TBD.

Interface with Pegasys for payroll
transactions in Phase 2.

System will be replaced in Phase IA.

All purchasing will continue in
Comprizon.com except for Training
Documents, Credit Card
Transactions, and Direct Pay
Transactions.

No plans to replace STAR.
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Current System

Pegasys

Plans

TARGETS—PBS System

RWA Agreements will be established
in PCAS. Pegasys Planning
Subsystem will be used for tracking
budgets, commitments and
reconciliation.

System will be replaced in Phase I.

TOPS—FTS System

Interface telephone interfund from
NEAR to Pegasys in Phase I. TOPS
will directly interface with Pegasys in
Phase Il.

TMR

Travel information will backfill to
Pegasys from NEAR during Phase 1.
Relocation is not part of TMR in Phase
I; therefore, relocation will be entered
into NEAR and backfilled to Pegasys.

No plans to directly enter travel
transactions in Pegasys.

VCPC—

Pegasys will be used to enter accruals
and payments for variable contracts
(except for PBS).

Region 7 will continue to use VCPC.

VOLDR

No Interface with Pegasys

Web Card

NEAR in Phase 1

Will be replaced by Pegasys Credit
Card Module in Phase 1A.
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