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1 General

1.1 Introduction

1.1.1 What Is The Purpose Of The Pegasys Lease Profile User Guide?

The Pegasys Lease Profile User’s Guide details the concepts and functions and provides step-by-step
instructions of the Pegasys Lease Profile functionality. The User’s guide is separated into the seven
chapters and two appendices. Each chapter is self-standing to allow users to become proficient in a
functional area quickly.

= Chapter 1—General

= Chapter 2—Lease Profile Overview

= Chapter 3—Lease Special Scenarios

= Chapter 4—Search, View, or Query Forms and Documents
= Chapter 5—Vendor and Disbursement Queries

= Chapter 6—Standard Lease Profile Reports

= Appendix A—Lease Profile Field Descriptions

= Appendix B—Lease Document Types

1.1.2 What Is Pegasys Lease Profile?

The Pegasys Lease Profile functionality will allow GSA to enter and save lease contract information;
update lease terms and conditions; and create and process lease payments and any other necessary
documents for each lease contract serviced by GSA. GSA currently maintains over 8,000 leases.

1.2  Pegasys Security Policies

1.2.1 What Methods Of Access Are Used To Maintain Security Of The Pegasys
System?

= Logins—Grace logins for new and expired passwords will be set to three. The user will need to re-
verify login after 15 minutes of inactivity. Three login attempts are permitted. Note: If a user is
locked out after three attempts, please call the service desk at 866-740-0994. Or click the forgotten
password link.

= Passwords—Passwords are valid for 90 days and may be reused after 5 iterations. Expired passwords
will be stored for 90 days.

Lease General
Created: April 14, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
Final Version 1.0 1-1
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Role—R7 Lease. The R7 Lease Role will have view access to all reference data and the automated
disbursements queries. The R7 Lease Role will have update access to the Lease Profile Reference
table.

Security Organizations—Security levels are established as a hierarchy with the highest level
(Pegasys as the parent organization) containing the most document access and the lowest level
(Correspondence Symbol) containing at least document access. A child organization is established for
each of the Services. This allows users to gain access to the general data of the parent organization, as
well as the specific data for the child organization. Each Service organization will have several two-
digit Correspondence Symbol child organizations.

Users are grouped under these organizations base on their functional roles and system needs. In
Pegasys, the Security Organization is established at the document level. A user would only be able
to view documents associated with the Security Organization(s) to which they belong.

If a user does not select a Security Organization when creating a new document, it will default to
the user’s “default security organization.” The default Security Organization for users belonging to
FSS, PBS, or FTS (Central Office) will be their Service or GSA. The default Security Organization
for users belonging to 1G, FCIC or FTS (Regions) will be their two-digit Correspondence Symbol.
Users belonging to GM&A, NARA, DC Courts, EOP, or DFNSB will have the agency name as
their default Security Organization.

In Figure 1-1: Security Organization Hierarchy Example GSA is the parent Security
Organization; GMA and PBS are child Security Organizations called “Service Levels”; and AC,
AD, 1P and 2P are Security Organizations called “Correspondence Symbols”.

Figure 1-1: Security Organization Hierarchy Example

GSA
GMA PBS
AC AD 1P 2P
General Lease
Privileged and Confidential/°Copyright 2009, CGI Federal Created: April 14, 2011
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2

2.1

\Lease Profile Overview

How Do | Create A New Lease Profile For Leases That Are Paid Monthly?

The following steps describe how to setup a New Lease Profile in Pegasys.

Notes
1.  Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.
Transactions Queries Reference System Administration Utilities
Pegasys = Reference = Document = Search - Lease Profile b
Search - Lease Profile
—5earch Criteria
Code: Effective Dates
Name: From Date:
Short Name: To Date:
Status: IActive vI
Security Org: &
Search Clear
New Dizplay I]-U "I Items View as CSV Sort...
2. Click the New button.
The Lease Info page will be displayed.
Expand All | Collapse All
— = General
* Code: Succeeded/Superseded Lease: &
* N ) Succeeded/Superseded By:
Shnrir::'ne' Modification Date:
Status: I lm Last Modified By:
Security Org: &
* Creation Details: |Neither =
Effective Dates
From Date:
To Date:
Return to Top
3. REQUIRED—Enter the Lease Code in the Code field.
Note: The Lease Code format is the Region Number, the letter ‘B’
Lease \Lease Profile Overview
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10.

11.
12.

and the 5 digit Lease Number (i.e., ##B###H#).
REQUIRED—Enter the Lease Name in the Name field.
Note: The Lease Name is the Lessor Name.

Enter the property identification information (e.g., zip code, street
number, street name) in the Short Name field.

Note: If the Lease is paid on an Annual, Semi-Annual, or
Quarterly basis, enter Annual, Semi-Annual or Quarterly in the
Short Name fields.

Enter GSA in the Security Org field.

REQUIRED—Enter the date the lease profile should begin and
end in the Effective Dates From and Effective Dates To fields.

Select the Status from the drop-down box.

Note: The lease profile will be considered terminated if the box is
unchecked and the Effective To Date is passed.

Allow the Neither option in the Creation Details drop-down box
to default.

IF NECESSARY—If the new lease profile is to succeed or
supersede a lease profile, enter the succeeded or superseded lease
profile code in the Succeeded/Superseded Lease field.

Select the Document Chains tab.
Click the Add button.
The Documents Chain page will be displayed.

Notes

\Lease Profile Overview
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Document Chain | vendors | Amounts | Document Templates | 5

Expand &ll | Collapse All

— = General

Crocument Chain Mumber: 1

Status: I - I

Suspended: -
(zenerate Past Forms: -
Funding Level: IHeader Accounting =
Return to Top
— = Lease Suspension
— Suspend Information
Last Generaticn Date: Apply Suzpenze
Suspend Date:
Suspend Document Type: ¥
— Unsuspend Information
Unsuspend Cate: Apply Unsuspense
MNo Release: r

Return to Top

Note: On the Document Chains tab, if the Effective From date for
Lease is in the past, and user desires retroactive forms to be
generated for that Document Chain, the Generate Past Forms
checkbox must be selected.

2.1.1 How do | Add Lessor Information to a New Lease Profile?

The following steps describe how to add lessor information to a New Lease Profile in Pegasys.

Notes
1. On the Document Chains page, click the Vendors tab.
The Vendors page will be displayed.
2. Click the Add button.
Lease \Lease Profile Overview
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Notes

The Vendor page will be displayed.

Vendor

Expand &ll | Collapse All

= Vendor Information

Vendor D d Agent
lrcme & More ’7Cnde: # More  Default

Address Name: Address Name:

Return to Tep

3. REQUIRED—Enter the effective date in the Change Effective
Date field.

Note: The Change Effective Date must equal the Lease Effective
From date on a new lease profile.

4. REQUIRED—Enter the Vendor Code in the Vendor Code field.
The vendor name and address will be inferred from the vendor code
that is entered.

Note: This is the vendor receiving the 1099 form.

= To Search for a Vendor Code. click on the Code field label. The
Search —Vendor Code page will be displayed. Enter Search
criteria and click the Search button. To select a Vendor from the
results, click the Select button corresponding to that Vendor.

5.  REQUIRED—Enter the Address Code in the Remit To Address
field.

= To Search for a Remit to Address, click on the Remit to
Address field label. The Search —Vendor Code page will be
displayed. Enter Search criteria and click the Search button. To
select a Vendor from the results, click the Select button
corresponding to that Vendor. Remit to Address field is
completed on Vendor page.

Note: This field is required by GSA policy.
6. Enter the Vendor Code in the Designated Agent Code field. The

vendor name and address will be inferred from the vendor code that
is entered.

Note: The Designated Agent Code field will be used only for
assignments.

= To Search for a Designated Agent Code, click on the Code field
label. The Search —Vendor Code page will be displayed. Enter

\Lease Profile Overview Lease
Privileged and Confidential/°Copyright 2009, CGI Federal Created: April 14, 2011
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Search criteria and click the Search button. To select a Vendor
from the results, click the Select button corresponding to that
Vendor. Code field is completed on Vendor page.

7. Inthe Description field, enter descriptive information (limited to
255 characters) as necessary.

2.1.2 How Do | Add Amount Information To A New Lease Profile?

The following steps describe how to add amount information to a New Lease Profile in Pegasys.

Notes

1. Click the Amounts tab.
The Amount page will be displayed.
2.  Click the Add button.

The Amount record will be displayed.

| Document Chain I endors I Amounts | Document Templates | Suspend Schedules

Display IlU 'I Items

Add Copy Remove View as C3W Sort...

| [change Effectivepate |
e

Expand All | Collapse All

— - General

* Change Effective Date:

X Amount: $0.00

* Retroactive Document Options: IPerindic Retroactive Documentsll
Annual Amount: $0.00

* Amount Interval: IA””"'E”V j"

Number of Years (X):

Beturn to Top

3.  REQUIRED—Enter the effective date in the Change Effective
Date field.

Note: The Change Effective Date must equal the Lease Effective
From date on a new lease profile.

4. REQUIRED—Enter the annual amount in the Amount field.

5. REQUIRED—Select Annually from the Amount Interval drop-
down box.

Lease
Created: April 14, 2011
Final Version 1.0
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6. Allow the Periodic Retroactive Documents value to default in the
Retroactive Document Options drop-down box.

7. Inthe Description field, enter descriptive information (limited to
255 characters) as necessary.

2.1.3 How Do | Add A Commitment Document Template To A New Lease Profile?

The following steps describe how to add a commitment document template to a New Lease Profile in
Pegasys.

Notes
1. Click the Document Templates tab.
The Document Templates page will be displayed.
2.  Click the Add button.
The Document Template page will be displayed.
Document Chain | Vendors | Amounts | Document Templates | Suspend Schedules | Unsuspend Schedules
Document Template | Frequencies | Schedules
Expand All | Collapse All
- General
X & Copy Fwd From Template Record —————
Becument Type: ’VREpryrEncEd Record Nlcl}_lmber: 1]
First Creation Date:
status: lm Final Last Reference: r
Template
Return to Top
— - Payment Template PFrompt Fay Information
Periodic Payments Subject to Prompt Pay: ¥  Specific Pericdic Payments Prompt Pay Type: &
Retroactive Payments Subject to Prompt Pay: W Specific Retroactive Pavments Prompt Pav Tvpe: &
Return to Top
3. REQUIRED—Enter LO in the Document Type field to generate a
commitment document.
4.  Enter the first creation date in the First Creation Date field.
Note: The First Creation Date should be equal to the Lease
Effective From date. If no value is entered for First Creation
Date, it will default to the Lease Effective From date when the
Lease Profile is saved.
5.  Click the Template button.
The New Request page will be displayed.
\Lease Profile Overview Lease
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Document Chain | Vendors | Amounts | Document Templates | Suspend Schedules | Unsuspend Schedules

Document Template | Frequencies | Schedules

Expand All | Collapse All

— - General

* Document Type:

First Creation Date:
Status: Active =

Template

Lo LA Copy Fwd From Template Record ——————————————
’7Referen:ed Record Number: 0

Final Last Reference: -

Beturn to Top

—/= Payment Template Prompt Pay Information

Periodic Payments Subject to Prompt Pay: ¥ Specific Periodic Payments Prompt Payv Tvpe: &

Retroactive Payments Subject to Prompt Pay: ¥ Specific Retroactive Payments Prompt Pay Type: 4

Return to Top

6. Click the Finish button.

The Header page of the LO Commitment Form will be displayed.
Vendor information is defaulted in the Vendor group box.

| Header I Office Addresses | Suggested Vendars | Header Accounting Lines | Itemized Lines | Approval Routing | Memos |

Amendment History | Workflow Status | Approval History |

Expand all | Collapse all

- General
Document Type:  [LO [Lease Purchase Reque: Orig Request Date: Reset: [
Status: RECURRING Reguest Date:
Document Mumber: [-1-1 Accounting Period: 7
Title: [ Reporting Accounting Period: 4
Batch Nurber:
¥ thorized By |
Docurnent Classification: '
Security Org: G3A
Suppress Printing: i
- wendor Information
vendor
’7 Code: 363939651  |00010 ¢ HEE ‘

7.  REQUIRED—ENnter the name of the requesting person in the
Requested By field.

8. REQUIRED—Enter the Lease Code in the Contracts Number
field.

9. Select the Header Accounting Lines tab.
The Header Accounting Lines page will be displayed.
10. Click the Add button to add a Header Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.

TO COPY an existing line, select the line to copy and click the
Copy button.

Lease \Lease Profile Overview
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11.

12.

13.

14.

15.

16.

17.

18.

Note: Only one line is needed for standard GSA leases.

REQUIRED—Select an accounting template for the Header
Accounting Line.

Note: To Search for an Accounting Template, click on the
Template field label. The Search —Template page will be
displayed. Enter Search criteria and click the Search button.
Results are displayed. To select a Template, click the Select button
for the corresponding Template.

Click the Default button to populate the fields in the Accounting
Dimension section.

Complete the Bldg #, F/C (PGC11), and any other required
accounting elements that were not populated by the accounting
template.

Click the Verify button.

Any errors will be displayed. Review the error message(s) and
make any necessary corrections on the form.

Click the Save Template button.

The Successful Save message appears.

Click the Close Template button.

The Document Template page will be displayed.
Click the Frequency tab.

The Frequencies page will be displayed.

Click the Add button.

The Frequency page will be displayed.

Lease Info | Document Chains

Document Chain | Wendors | Amounts = Document Templates | Suspend Schedules | Unsuspend Schedules

Document Template | Fr ies | Schedules

Frequency

Ttem 1 of 1

Expand All | Collapse All

N
Frequancy Tnterval (¥):

Genera tion Day () j'

* Generation Typ Forward [

Go to top of page

REQUIRED—Enter the effective date in the Change Effective
Date field.

Note: The Change Effective Date must equal the Lease Effective

Notes

\Lease Profile Overview
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From date on a new lease profile.
19. REQUIRED—Select Government Fiscal Quarters from the

Frequency drop-down box.
20. Confirm that Forward is selected in the Generation Type drop-

down box.
214 How Do | Add A Payment Document Template To A New Lease Profile?

The following steps describe how to add a payment document template to a New Lease Profile in
Pegasys.

Notes
1.  Click the Document Templates tab.
The Document Templates page will be displayed.
2. Click the Add button.

The Document Template page will be displayed.

Lease Info | Document Chains

Document Chain | ¥endors | Amount:  Document Templates  Suspend Schedules | Unsuspend Schedules

Document Template | Fraquencies | Schedules

Item 1 of 1

Expsnd all | Collapse All

General

Referenced Record Number: |0
First Crestion Date:
n Final Last Reference: r
status: Active =
Template

¥ o cument Trpe: r ’—Cnpy Fud From Templste Record

Payment Template Prompt Pay Information

Periodic Payments Subjact to Prompt Pay: ¥ Specific Perindic Payments Prompt Pay Type: 7
Retroactive Payments Subject to Prompt Pay: W Specific Retroactive Pavments Prompt Pay Type: 7

Go to top of page

3. REQUIRED—Enter LP in the Document Type field to generate a
payment document.
Note: Document chain may include:

L] RO - PBS Recurring Contracts Order
- RA - PBS Recurring Contracts Estimated Accrual
. RT - PBS Recurring Contracts Blanket Receipt

4.  Enter the first creation date in the First Creation Date field.

Note: The First Creation Date should be the date of when the first
payment should be paid.

Lease \Lease Profile Overview
Created: April 14, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
Final Version 1.0 2-9



Pegasys 6.5 User Guide for

General Services Administration

ECGI

Federal

Creating Solutions for Government Innovation | ISO 9001:2000 Certified

10.

11.

Enter the referenced record number from the commitment record
entered in the Referenced Record Number field.

In the Payment Template Prompt Pay Information section,
accept the default value of True for the Periodic Payments
Subject to Prompt Pay flag.

REQUIRED—Enter the prompt pay type of LEASE in the
Specified Periodic Payments Prompt Pay Type field.

Accept the default value of True for the Retroactive Payments
Subject to Prompt Pay flag.

REQUIRED—Enter the prompt pay type of LEASE in the
Specified Retroactive Payments Prompt Pay Type field.

Click the Template button.
The New Payment Authorization page will be displayed.

| New Payment Authorization ‘

Documen t Type: LP
Doc Number Prefix: &
Documen it Murmber: |-1-1 Generate

Security Org: &

Title: [

Copy Document
& Hone
© Copy Fram

Go to top of page

Click the Next button to select the appropriate document to copy
forward.

| Copy Forward ‘

Search Criterts

Document Type:  |LO From Accounting Period:

Document Number: [01B04264-3-1 To Accounting Period:
Document Status: - From Date:
User ID: To Date:
Title: Wendar:
Search
Copy Lines
( & Copy alllines € Choase which lines ta copy

[+ Additional Criteria

CH Accounting

Display |10 =] Iterms Sort..
Ducument Category |Document Type |Document Number |Document Date Dncument Status m

@ [l Lo 01B04264-3-1 RECURRING

12. Click the Finish button.

Notes

\Lease Profile Overview
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The Header page will be displayed.

| Header | Fixed Assets | Header Accounting Lines | Ttemized Lines | spproval Routing | Memos | Dishursing Infarmation

Workflow Status | Approval History |

Expand &ll | Collapse all

—= General

Document Type: 7 [Cease Payment avthari Orig Authorization Date: | |

Status: [RECURRING Authorization Date: [
Document Nurmber: [ Accounting Period; [ s

Title: [ Reparting Accounting Period: l— &
authorized By: I Document Classifications | #
Autornatic Reversal: | Security Org: G4

Reversal Accounting Period: [ | 4 Additional Payee Name: ——
Reverse ffter Period: — Accorplished Date: |

Agency DUNS Number: | Suppress Printing: r

Agency DUNS+4: |

= Vendor Information

13. Select the Header Accounting Lines tab.
The Header Accounting Lines page will be displayed.
14. Click the Add button to add a Header Accounting Line.
TO REMOVE an existing line, select the line and click the Remove
button.
TO COPY an existing line, select the line to copy and click the
Copy button.
15. Enter the Lease Code in the Invoice Number field.
16. Click the Verify button.
Any errors will be displayed. Review the error message(s) and
make any necessary corrections on the form.
17. Click the Save Template button.
The Successful Save message appears.
18. Click the Close Template button.
The Document Template page will be displayed.
19. Click the Frequency tab.
The Frequencies page will be displayed.
20. Click the Add button.
The Frequency page will be displayed.
Lease \Lease Profile Overview
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Lease Info | Document Chains

Notes

Documnent Chain | Yendors | Amounts | Document Templates | Suspend Schedules | Unsuspend Schedules

Docurnent Template | Fr ies chedule:

Frequency

Exzpand All | Collapse All

- General |

¥ Change Effective Date:

* erequency: Annually =

Frequency Interval (xX):
L — Type: Arrears =]

Generation Day (7):

Go to top of page

Itern 1 of 1

21.

22.

REQUIRED—Enter the effective date in the Change Effective
Date field.

Note: The Change Effective Date must equal the Lease Effective
From date on a new lease profile.

REQUIRED—Select Every Yth Day of Month from the
Frequency drop-down box.

Note: When selecting Frequency, if the LP template is referencing
an LO template, the Generation Day (Y) must be the same as the
LO template even if the generation periods are different

23. REQUIRED—Enter the generation date of 01 in the Generation
Date () field by selecting the drop-down box.
24. Select In Arrears in the Generation Type drop-down box.
25. Click the Save button to save the new lease profile.
2.1.5 How Do | Review The Document Creation Schedule For A New Lease
Profile?
The following steps describe how to review the document creation Schedule for a New Lease Profile in
Pegasys.
Notes
1.  Select Reference—Document—Lease Profiles.

The Search - Lease Profile page will be displayed.
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10.

Search - Lease Profile

Search Criteris
Code: Effective Dates
Name: Erom Date:

Short Name: To Date:

Status:

Security Org: 7
Search | Clear

New | oren | Delete | Display [10 =] ttems  Wiew as CSV Sort.,

| Jcode  [vame [shoriname Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of pags

Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.
Select the lease profile for the schedule to be reviewed.

Click the Open button.

The Lease Info tab of the Lease Profile will be displayed.
Select the Document Chains tab.

The Document Chains page will be displayed.

Select the appropriate Document Chain Number, and then click
the Document Templates hyperlink.

The Document Templates page will be displayed.
Select the LP payment document template record.
Click the Schedule hyperlink.

The Schedule page will be displayed.

Lease Info | Document Chains

Document Chain | ¥endors | Amounts | Documen t T I Suspend Schedules | Unsuspend Schedules

| Document Template | Freuuencies' Schedules ‘

Add | | Copy Remove | Reset Periods | Reset Line. |Dlsp\av 10 j' Items  View as CSY Sork..

ltem Page: 123456 Iterns 1-10 of 53

Amount|Justification|[vendor  |Vendor Name |Withhold  [Suspense  |Retroactive  |One-Time Manual
Code applied Release Payment Payment

[E1 ¢ oz/o1/2009 $893.93 seoseozs LRAVELE  False False False False

@ " 02/01/2010 $893.93 EBOSEEZ252 :;tﬂRZAAMCBSaP False False False False

[El ¢ ozsmirz0u1 ges303 seoseazsz LORAMBLA e False False False

B " 02/01/2012 $893.93 BB0S68252 :;tﬂRZ:MCBSTlP False False False False

[El ¢ oz/miszois gaazez seoseszsz LORAMELA ko False False False

[El ¢ oasmiszo00 ges3.03 seoseazsz LORAMELA o paise False False False

Review the schedule displayed for the new lease profile selected.

To return to the Document Chains page, click on the Document

Notes

Lease
Created: April 14, 2011
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Chains hyperlink.
The Document Chains page will be displayed.

2.1.6 How Can | Add A New Chain For Taxes, CPI Accrual Payments, Buyouts,
Manual Interest, Or Credits On A New Lease?

Follow Steps 1-18 for each new document chain in Section 3.1.6. Proceed to the specific section to add
the document payment templates for each new chain. Note: If Lease is already selected, select the New
button to create the next chain and skip to Step 5.

Notes

1. Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Criteriz

Code:

| code  name [ShorinName Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of pags

2.  Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.
3. Select the lease profile to be modified.
4.  Click the Open button.
The Lease Info tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.
The Document Chains page will be displayed.

6. Select the appropriate Document Chain Number, and then click
the Vendors hyperlink.

The Vendors page will be displayed.
7. Click the Add button.
The Vendor page will be displayed.

\Lease Profile Overview Lease
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10.

11.

Vendor

Itern 1of1
Expand All | Collapse all
- General

* Change Effective Date:

Currene y:

- Wendor Informnation

Agent

Vendor &)
(cm: Ty Bore|| | coes [ M| Gefaui

Name: Mame:
Remit To Address

(RemltTu Address: ¥ Mare

= Descripti

Ga to top of page

REQUIRED—Enter the effective date in the Change Effective
Date field.

Note: The Change Effective Date is the Lease Effective From
date.

REQUIRED—Enter the Vendor Code in the Vendor Code field.
The vendor name and address will be inferred from the vendor code
that is entered.

Note: This is the vendor receiving the 1099 form.

= To Search for a Vendor Code, click on the Code field label. The
Search —Vendor Code page will be displayed. Enter Search
criteria and click the Search button. To select a Vendor from the
results, click the Select button corresponding to that Vendor.

REQUIRED—Enter the Address Code in the Remit To Address
field.

= To Search for a Remit to Address, click on the Remit to
Address field label. The Search —VVendor Code page will be
displayed. Enter Search criteria and click the Search button. To
select a Vendor from the results, click the Select button
corresponding to that Vendor. The Remit to Address field is
completed on Vendor page.

Note: This field is required by GSA policy.
Enter the Vendor Code in the Designated Agent Code field. The

vendor name and address will be inferred from the vendor code that
is entered.

Note: The Designated Agent Code field will be used only for
assignments.

= To Search for a Designated Agent Code, click on the Code field

Lease

\Lease Profile Overview
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label. The Search —Vendor Code page will be displayed. Enter
Search criteria and click the Search button. To select a Vendor
from the results, click the Select button corresponding to that
Vendor. The Code field is completed on Vendor page.

12. In the Description field, enter descriptive information (limited to
255 characters) as necessary.

13. Click the Amounts hyperlink.

The Amounts page will be displayed
14. Click the Add button.

The Amount record will be displayed

Lease Info | Document Chains

\ Document t Chain | Vendors | Amounts l Document Templates | Suspend Schedules | Unsuspend Schedules

add|  cCopy Remave Display [10 _v| Iterns  Wiew as CSY Sart
| |change Effective Date Amount Interval Number of Years (%)
Ee $0,00 Annually
Expand all | Collapse Al
= General

* change Effective Date:

X amount: $0.00

¥ ¢ etroactive Document Gptions: | Periodic Retroactive Documents =]

annual Amount: $0.00

* ymount Interval: Annually =

number of Years (X):
= Description

Deseriotion:

15. REQUIRED—Enter the effective date in the Change Effective
Date field.

Note: The Change Effective Date is the Lease Effective From
date.

16. REQUIRED—Leave the amount of $0.00 in the Amount field.

17. REQUIRED—Select Annual in the Amount Interval from the
drop-down box.

18. Allow the Periodic Retroactive Documents value to default in the
Retroactive Document Options drop-down box.

19. In the Description field, enter descriptive information (limited to
255 characters) as necessary.

\Lease Profile Overview Lease
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2.16.1 How do | Add the Document Template for Real Estate Taxes?

The following steps describe how to add a new document template for one-time payments. Chain 2 will
be used for real estate tax payments.

Notes

1.  Complete Steps 1-18 in Section 3.1.6: How can | Add a New
Chain for Taxes, CPI Accrual Payments, Buyouts, Manual
Interest, or Credits on a New Lease?

2. Click the Document Templates tab.

The Document Templates page will be displayed.
3. Click the Add button.
The Document Template page will be displayed.
Expand All | Collspse All
77*[1 EEEEEE f Trpe: |_¢ Copy Fwd From Template Record ——————————————
P ’7Raferar\:ad Record Number: o
Status: lm Final Last Reference: r
Template
et ot st o gt s st s [ ¢
Retroactive Payments Subject to Prompt Pay: ¥ Specific Retroactive Payments Prompt Pay Types | | 4

4. REQUIRED—Enter LM in the Document Type field to generate
a payment document.

5. Enter the first creation date in the First Creation Date field.
Note: The First Creation Date is the Lease Effective From date.
If no value is entered for First Creation Date, it will default to the
Lease Effective From date when the Lease Profile is saved.

6. Inthe Payment Template Prompt Pay Information section,
accept the default value of True for the Periodic Payments
Subject to Prompt Pay flag.

7.  REQUIRED—Enter the prompt pay type of STD in the Specified
Periodic Payments Prompt Pay Type field.

8.  Accept the default value of True for the Retroactive Payments
Subject to Prompt Pay flag.

9. REQUIRED—Enter the prompt pay type of STD in the Specified
Retroactive Payments Prompt Pay Type field.
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10. Click the Template button.

The New Payment Authorization page will be displayed

‘ New Payment Authorization

Document Type:  JLM

Doc Number Prefix; &

Document Mumber: [1-1 | Generate
Security Ora: 4

Title: [

Copy Document
@ None

" Copy From
" Copy Forward

Go to top of page

11. Click the Finish button.
The Header page will be displayed.
‘ Header | Fixed Assets | Header Accounting Lines | Itemized Lines | Approval Routing | Memos | Disbursing Information
workflow Status | approval History__|
Ezpand All | Collapse All
= General
Document Type: [ [Cease Mise. Payment A Orig Authorization Date:
Status: RECLURRING Authorization Date:
Docurnent Numbsr: -1-1 Accounting Periad: &
Title: I Reparting Accounting Period: &+
Authorized By: [ Document Classification: I
Automatic Reversal: [ Security Org: GSA
Reversal Accounting Period: | 4 Additional Payee Name:
Reverse After Period: — Accomplished Date:
Agency DUNS Humbsr: [ Suppress Printing: [l
Agency DUNS+4: l—
= Wendor Information ]
12. REQUIRED—Review the Payee and Designated Agent fields to
ensure that the appropriate vendor codes are displayed.
13. Select the Header Accounting Lines tab.
The Header Accounting Lines page will be displayed.
14. Click the Add button to add a Header Accounting Line.
TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.
TO COPY an existing line, select the line to copy and click the
Copy button.
Note: Only one line is needed for standard GSA leases.
15. Enter the Lease Code in the Invoice Number field.
16. REQUIRED—Select an accounting template for the Header
\Lease Profile Overview Lease
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17.

18.

19.

20.

21.

22.

23.

24.

Accounting Line.

Note: To Search for an Accounting Template, click on the
Template field label. The Search —Template page will be
displayed. Enter Search criteria and click the Search button.
Results are displayed. To select a Template, click the Select button
for the corresponding Template.

Click the Default button to populate the fields in the Accounting
Dimensions section.

Complete the Bldg #, F/C (PGC32), and any other required
accounting elements that were not populated by the accounting
template.

REQUIRED—Enter the Lease Code in the Contract Number
field.

Click the Verify button.

Any errors will be displayed. Review the error message(s) and
make any necessary corrections on the form.

Click the Save Template button.

The Successful Save message appears.

Click the Close Template button.

The Document Template page will be displayed.
Click the Frequency tab.

The Frequencies page will be displayed.

Click the Add button.

The Frequency page will be displayed.

Lease Info | Document Chains

Document Chain | Mendors | Amounts | Document Templates | Suspend Schedul Unsuspend Schedules

Document Temnplate | Fr ies | Schedules

Frequency

Itern 1 of 1

Expand All | Collapse All

= General |

* Change Effsctive Date:

¥ Frequency: Annually

Frequency Interval (X):
Geners tion Day (1) -

¥ Genera tion Type: Forward =

Go to top of page

REQUIRED—Enter the effective date in the Change Effective
Date field.

Note: The Change Effective Date must equal the Lease Effective

Lease
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From date on new lease profiles.

25. REQUIRED—Select One-Time from the Frequency drop-down

box in the Frequency Details box.

26. Confirm that Forward is selected in the Generation Type drop-

down box.

2.1.6.2 How Do | Add The Document Template For Interest?

Notes

The following steps describe how to add a new document template for interest. Chain 3 will be used for

interest payments.

1.  Select the Document Chains hyperlink at the top of the screen.
2. Select Document Chain 2 and click the Copy button.
Note: Pegasys will copy the Vendor, Amount, and Document

Template information.
3. Select the Document Templates tab.

The Document Templates page will be displayed.
4.  Open the appropriate Document Template.

The Document Template page will be displayed.

5. Enter LM in the Document Type field.
6. Click the Template button.

The New Payment Authorization page will be displayed

‘ New Payment Authorization |

Documen tType: [
Doc Number Prefix: &
Documen t Number: [-1-1 Generate

Go to top of page

7. Click the Finish button.
The Header page will be displayed.

Notes
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10.

11.
12.
13.

14.

15.

‘ Header | Fixed Assets | Header Accounting Lines | Itemized Lines | Approval Routing | Memos | Disbursing Infarmation

Workflow Status | Approval History |

Expand All | Collapse all

—= General

Documant Type: [t [C=ase Mise, Payment & Orig Authorization Date: |
Status: [RECURRING Authorization Date: -
Documen t Number: e Accounting Perind: [ 1
Title: [ Reporting Accounting Perind: [ 4
Autharized By: [ Documen t Classification: | &
Automatic Reversal: r Security Org: GSA
Reversal Accounting Period: | 4 additional Payee Name: ——
Reverse After Period: — Accomplished Date: [
—
—

Agency DUNS Number: Suppress Printing: [

Agency DUNS+4:

= Vendor Information 1

REQUIRED—Review the Payee and Designated Agent fields to
ensure that the appropriate vendor codes are displayed.

Select the Header Accounting Lines tab.
The Header Accounting Lines page will be displayed.
Click the Add button to add a Header Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.

TO COPY an existing line, select the line to copy and click the
Copy button.

Note: Only one line is needed for standard GSA leases.
Select the Line Type of Manual Interest from the drop-down box.
Enter the Lease Code in the Invoice Number field.

REQUIRED—Select an accounting template for the Header
Accounting Line.

Note: To Search for an Accounting Template, click on the
Template field label. The Search —Template page will be
displayed. Enter Search criteria and click the Search button.
Results are displayed. To select a Template, click the Select button
for the corresponding Template.

Click the Default button to populate the fields in the Accounting
Dimensions section.

Complete the Bldg #, F/C (PGC11), and any other required
accounting elements that were not populated by the accounting
template.

REQUIRED—Enter the Lease Code in the Contract Number
field.

Lease
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16. Click the Verify button.

Any errors will be displayed. Review the error message(s) and
make any necessary corrections on the form.

17. Click the Save Template button.
The Successful Save message appears.
18. Click the Close Template button.
The Document Template page will be displayed.

2.1.6.3 How Do | Add The Document Template For Rental Of Facilities, Other?

The following steps describe how to add a new document template for rental of facilities, other. Chain 4
will be used for rental of facilities, other payments.

Notes

1. Complete Steps 1-18 in Section 3.1.6: How can | Add a New
Chain for Taxes, CPI Accrual Payments, Buyouts, Manual
Interest, or Credits on a New Lease?

2.  Click the Document Templates tab.
The Document Templates page will be displayed.
3. Click the Add button.

The Document Template page will be displayed.

Lease Info | Document Chains

Documen t Chain | Yendors | Amounts | Documen t T | Suspend Schedules | Unsuspend Schedul

Document Template | Frequencies | Schedules

Item 1 of 1

Expand &ll | Collapse all

- General

¥ o sument Tyns: |19 ’rc.:py Fud From Template Record

Referenced Record Number: [0
First Creation Date:
Final Last Reference: -
Status: Active x
Template

= Payment Template Prompt Pay Information

Periodic Payments Subject to Prompt Pay: ¥ specific Periodic Payments Prompt Pay Type: &

Retroactive Payments Subject to Prompt Pay: ¥ Specific Retroactive Payments Prompt Pay Type: &

Go to top of page

4. REQUIRED— Enter LM in the Document Type field to generate
a payment document.

5.  REQUIRED—Enter the first creation date in the First Creation
Date field.

Note: The First Creation Date is the Lease Effective From date.

\Lease Profile Overview Lease
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If no value is entered for the First Creation Date, it will default to
the Lease Effective From date when the Lease Profile is saved.

6. Inthe Payment Template Prompt Pay Information section,
accept the default value of True for the Periodic Payments
Subject to Prompt Pay flag.

7. REQUIRED—Enter the prompt pay type of LEASE in the
Specified Periodic Payments Prompt Pay Type field.

8.  Accept the default value of True for the Retroactive Payments
Subject to Prompt Pay flag.

0. REQUIRED—Enter the prompt pay type of LEASE in the Specified Retroactive
Payments Prompt Pay Type field.

10. Click the Template button.
The New Payment Authorization page will be displayed.

‘ New Payment Authorization |

Document Type:  [LM
Doc Humber Prefix: &

Document Number: [-1-1 Generate
Security org: &

Title: [

Copy Dosument
& Nons
© Copy From
© Copy Forward

Go to top of page

11. Click the Finish button.
The Header page will be displayed.

| Header | Fixed Assets | Header Accounting Lines | Ttemized Lines | Appraval Routing | Memos | Disbursing Infarmation

workflow Status | approval History |

Expand &ll | Collapse all

= General
Document Type: 7| [Coase Mise, Payment & Orig Authorization Date: |
Status: [REcurRING Authorization Dste:
Document Number: EE Accounting Period: &
Title: I Reporting Accounting Peried: [ 4
authorized By: I Decument Classifications | | 4
Autornatic Reversal: [l Security Org: GSA
Reversal Accourting Period: | | 4 additional Payes Mame: -
Reverse After Period: Accomplished Date: |
Agency DUNS Number: | Suppress Printing: r
Agency DUNS+4: |

= Vendor Information 1

12. REQUIRED—Review the Payee and Designated Agent fields to
ensure that the appropriate vendor codes are displayed.
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13. Select the Header Accounting Lines tab.

14.

15.
16.

17.

18.

19.

20.

21.

22.

23.

The Header Accounting Lines page will be displayed.
Click the Add button to add a Header Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab and
click the Remove button.

TO COPY an existing line, select the line to copy and click the
Copy button.

Note: Only one line is needed for standard GSA leases.
Enter the Lease Code in the Invoice Number field.

REQUIRED—Select an accounting template for the Header
Accounting Line.

Note: To Search for an Accounting Template, click on the
Template field label. The Search —Template page will be displayed.
Enter Search criteria and click the Search button. Results are
displayed. To select a Template, click the Select button for the
corresponding Template.

Click the Default button to populate the fields in the Accounting
Dimensions section.

Complete the Bldg #, F/C (PGC35), and any other required
accounting elements that were not populated by the accounting
template.

REQUIRED—Enter the Lease Code in the Contract Number
field.

Click the Verify button.

Any errors will be displayed. Review the error message(s) and make
any necessary corrections on the form.

Click the Save Template button.

The Successful Save message appears.

Click the Close Template button.

The Document Template page will be displayed.
Click the Frequency tab.

The Frequencies page will be displayed.

Click the Add button.

The Frequency page will be displayed.
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Ls Inf Documen it Chain
Documen t Chain | Wendors | Amounts | Document Templates | Suspend Schedules nsuspend Schedules
Document Template | Fr ies chedule
Frequency

Itern 1 of 1

Expand All | Collapse All

= General

* Change Effective Date:

* Frequency: Annually

Frequency Interval (3):
Generation Day (1) =
¥ Generation Type: Fornard =]

Go to top of page

24. REQUIRED—Enter the effective date in the Change Effective
Date field.

Note: The Change Effective Date must equal the Lease Effective
From date on a new lease profile.

25. REQUIRED—Select One-Time from the Frequency drop-down
box.

26. Confirm that Forward is selected in the Generation Type drop-
down box.

2164 How Do | Add The Document Template For CPI Accrual Payments?

The following steps describe how to add a new document template for CPI accrual payments. Chain 5
will be used for CPI accrual payments.

Notes

1.  Select the Document Chains hyperlink at the top of the page.
2. Select Document Chain 4 and click the Copy button.

Note: Pegasys will copy the Vendor, Amount, and Document

Template information.
3. Select the Document Templates hyperlink.

The Document Templates page will be displayed.
4.  Open the appropriate Document Template.

The Document Template page will be displayed.
5. Enter the LP record information on the Document Template page.
6. Click the Template button.

The New Payment Authorization page will be displayed.
Lease \Lease Profile Overview
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10.

11.

New Payment Authorization ‘

Docurnent Type: LP
Doc Number Prefix: 7

Generate
Security Org: &

Title: [

Document Number: |-1-1

Copy
 none

' Copy From
' Copy Forward

Go to top of page

Click the Finish button.
The Header page will be displayed.

| Header l Fixed Assets | Header Accounting Lines | Itemized Lines | approval Routing | Memes | Disbursing Infarmation

Workflow Status | Approval History |

Expand all | Collapse all

= General
Docurnent Type: LP Lease Payment duthari Orig Authorization Date:
Status: RECURRING Autharization Date:
Document Nurmber: -1-1 Accounting Periad: &
Title: [ Reporting Accounting Period: Fa

Document Classification: &

Automatic Reversal: | Security Org: GSA

Authorized By: [

Reversal Accounting Period: 7 Additional Payee Name:
Reverse After Period: Accomplished Date:
Agency DUNS Humber: Suppress Printing: r

Agency DUNS+4:

= Vendor Information ]

REQUIRED—Review the Payee and Designated Agent fields to
ensure that the appropriate vendor codes are displayed.

Select the Header Accounting Lines tab.
The Header Accounting Lines page will be displayed.
Click the Add button to add a Header Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.

TO COPY an existing line, select the line to copy and click the
Copy button.

Note: Only one line is needed for standard GSA leases.
Enter the Lease Code in the Invoice Number field.

Notes
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12. REQUIRED—Select an accounting template for the Header
Accounting Line.

Note: To Search for an Accounting Template, click on the
Template field label. The Search —Template page will be
displayed. Enter Search criteria and click the Search button.
Results are displayed. To select a Template, click the Select button
for the corresponding Template.

13. Click the Default button to populate the fields in the Accounting
Dimensions section.

Complete the Bldg #, F/C (PGC11), and any other required
accounting elements that were not populated by the accounting
template.

14. REQUIRED—Enter the Lease Code in the Contract Number
field.

15. Click the Verify button.

Any errors will be displayed. Review the error message(s) and
make any necessary corrections on the form.

16. Click the Save Template button.
The Successful Save message appears.
17. Click the Close Template button.
The Document Template page will be displayed.

2.1.6.5 How Do | Add The Document Template For Settlements?

The following steps describe how to add a new document template for settlements.
Chain 6 will be used for settlement payments.

Notes

1.  Select the Document Chains hyperlink at the top of the page.
2. Select Document Chain 5 and click the Copy button.

Note: The system will copy the Vendor, Amount, and Document

Template information.
3. Select the Document Templates hyperlink.

The Document Templates page will be displayed.
4.  Open the appropriate Document Template.

The Document Template page will be displayed.
5. Enter the LP record information on the Document Template page.
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6.

10.

11.

Click the Template button.
The New Payment Authorization page will be displayed.

| New Payment Authorization ‘

Document Type:  |LP
Doc Number Prefix: &

Document Number: [-1-1 Generste
Security Org; &
Title: [

Copy Document
© none
© Copy From
© Copy Farward

Go to top of page

Click the Finish button.
The Header page will be displayed.

| Header l Fixed Assets | Header Accounting Lines | Ttemized Lines | pproval Routing | Memos | Disbursing Infarmation

Workflow Status | Approval History |

Expand all | Collapse all

—= General
Documnent Type: [t(p [Cease Payment Authori Orig Authorization Dats: | |
Status: [REcurrRING | Authorizstion Date: [
Document Nurmber: [ Accounting Period; [ s
Title: [ Reparting Accounting Period: l— &
authorized By [ Document Classifisation: ¥
Automatic Reversal: | Security Org: GSA
Reverssl Accounting Period: [ | 4 sdditional Payee Name: [
Reverse After Period: | Accomplished Date: |
Agency DUNS Number: | Suppress Printing: -
fgency DUNS+4: |—

= Wendor Information
r |

REQUIRED—Review the Payee and Designated Agent fields to
ensure that the appropriate vendor codes are displayed.

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

Click the Add button to add a Header Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.

TO COPY an existing line, select the line to copy and click the
Copy button.

Note: Only one line is needed for standard GSA leases.

Enter the Lease Code in the Invoice Number field.

Notes
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12. REQUIRED—Select an accounting template for the Header
Accounting Line.

Note: To Search for an Accounting Template, click on the
Template field label. The Search —Template page will be
displayed. Enter Search criteria and click the Search button.
Results are displayed. To select a Template, click the Select button
for the corresponding Template.

13. Click the Default button populate the fields in the Accounting
Dimensions section.

Complete the Bldg #, F/C (PGC33), and any other required
accounting elements that were not populated by the accounting
template.

14. REQUIRED—Enter the Lease Code in the Contract Number
field.

15. Click the Verify button.

Any errors will be displayed. Review the error message(s) and
make any necessary corrections on the form.

16. Click the Save Template button.
The Successful Save message appears.
17. Click the Close Template button.
The Document Template page will be displayed.

2.1.6.6 How Do | Add The Document Template For Buyouts?

The following steps describe how to add a new document template for buyouts. Chain 7 will be used for
buyout payments.

Notes

1.  Select the Document Chains hyperlink at the top of the page.
2. Select Document Chain 6 and click the Copy button.

Note: Pegasys will copy the Vendor, Amount, and Document

Template information.
3. Select the Document Templates hyperlink.

The Document Templates page will be displayed.
4. Open the appropriate Document Template.

The Document Template page will be displayed.
5. Enter the LP record information on the Document Template page.
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6. Click the Template button.
The New Payment Authorization page will be displayed.

| New Payment Authorization ‘

Document Type:  |LP

Doc Number Prefix: &

Document Number: [-1-1 Generate
Security Org; &

Title: [

Copy Document
© none
© Copy From
© Copy Farward

Go to top of page

7. Click the Finish button.
The Header page will be displayed.

| Header | Fixed Assets | Header Accounting Lines | Ttemized Lines | spproval Routing | Memos | Dishursing Infarmation

Workflow Status | Approval History |

Expand &ll | Collapse all

—= General

Documnent Type: [t(p [Cease Payment Authori Orig Authorization Dats: | |

Status: [REcurrRING | Authorization Date: [
Document Nurmber: = Accounting Period; 1

Title: [ Reparting Accounting Period: l— &
authorized By: I Document Classifications | #
Autornatic Reversal: | Security Org: G4

Reversal Accounting Period: [ | 4 additional Payee Name: ——
Reverse ffter Period: — Accorplished Date: |

Agency DUNS Number: | Suppress Printing: r

Agency DUNS+4: |

= Vendor Information

8. REQUIRED—Review the Payee and Designated Agent fields to

ensure that the appropriate vendor codes are displayed.
9.  Select the Header Accounting Lines tab.
The Header Accounting Lines page will be displayed.

10. Click the Add button to add a Header Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab

and click the Remove button.

TO COPY an existing line, select the line to copy and click the

Copy button.
Note: Only one line is needed for standard GSA leases.
11. Enter the Lease Code in the Invoice Number field.
12. REQUIRED—Select an accounting template for the Header

Notes
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Accounting Line.

Note: To Search for an Accounting Template, click on the
Template field label. The Search —Template page will be
displayed. Enter Search criteria and click the Search button.
Results are displayed. To select a Template, click the Select button
for the corresponding Template.

13. Click the Default button populate the fields in the Accounting
Dimensions section.

Complete the Bldg #, F/C (PGC34), and any other required
accounting elements that were not populated by the accounting
template.

14. REQUIRED—Enter the Lease Code in the Contract Number
field.

15. Click the Verify button.

Any errors will be displayed. Review the error message(s) and
make any necessary corrections on the form.

16. Click the Save Template button.
The Successful Save message appears.
17. Click the Close Template button.
The Document Template page will be displayed.

2.1.6.7 How Do | Add The Document Template For Bid Taxes?

The following steps describe how to add a new document template for bid taxes. Chain 8 will be used for
bid tax payments.

Notes

1. Select the Document Chains hyperlink at the top of the screen.
2. Select Document Chain 2 and click the Copy button.

Note: Pegasys will copy the Vendor, Amount, and Document

Template information.
3. Select the Document Templates hyperlink.

The Document Templates page will be displayed.
4.  Open the appropriate Document Template.

The Document Template page will be displayed.
5. Enter the LM record information on the Document Template

page.
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6.

10.

11.

Click the Template button.

The New Payment Authorization page will be displayed.

‘ New Payment Authorization

Docurnent Type: LM
Doc Number Prefix: '

Dacument Number: [-1-1 Generate

Security Org; 7

Title: [

Copy Document
& Hone

© Copy From
© Copy Farward

Go to top of page

Click the Finish button.

The Header page will be displayed.

‘ Header | Fixed Assets | Header Accounting Lines | Itemized Lines | Approval Routing | Memos | Disbursing Information

workflow Status | approval History__|

Expand All | Collapse All

—= General

Reversal Accounting Period: | | &

Reverss After Poriod; [
Agency DUNS Number: [

Agency DUNS+4: [

Document Typa: [ [Cesse 1ise, Payment &
Status: [RECURRING
Document Number: S|

Title: [

Authorized By: [

Automnatic Reversal: ]

Orig Authorization Date: |
Authorization Date: -
Accounting Perind: [ 1+
Reporting Accounting Period: [ | 4
Document Classifieation: [ &
Security org: G54

Additional Payee Name: -
accomplished Diate: -

Suppress Printing: |

[ Vendor Information

REQUIRED—Review the Payee and Designated Agent fields to
ensure that the appropriate vendor codes are displayed.

Select the Header Accounting Lines tab.

The Header Accounting Lines page will be displayed.

Click the Add button to add a Header Accounting Line.
TO REMOVE an existing line, select the line by clicking its tab

and click the Remove button.

TO COPY an existing line, select the line to copy and click the

Copy button.

Note: Only one line is needed for standard GSA leases.

Enter the Lease Code in the Invoice Number field.

Notes
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12. REQUIRED—Select an accounting template for the Header
Accounting Line.

Note: To Search for an Accounting Template, click on the
Template field label. The Search —Template page will be
displayed. Enter Search criteria and click the Search button.
Results are displayed. To select a Template, click the Select button
for the corresponding Template.

13. Click the Default button to populate the fields in the Accounting
Dimensions section.

Complete the Bldg #, F/C (PGC31), and any other required
accounting elements that were not populated by the accounting
template.

14. REQUIRED—Enter the Lease Code in the Contract Number
field.

15. Click the Verify button.

Any errors will be displayed. Review the error message(s) and
make any necessary corrections on the form.

16. Click the Save Template button.
The Successful Save message appears.
17. Click the Close Template button.
The Document Template page will be displayed.

2.2 How Do I Create A Lease That Is Paid On An Annual, Semi-Annual, Or Quarterly
Basis?

The following steps describe how to add a lease profile that is to be paid on an annual, semi-annual, or
quarterly basis in Pegasys.

Notes

1. Follow the procedures in Sections 3.1 — 3.1.5 to create the lease

profile to be paid on an Annual, Semi-Annual, or Quarterly basis.
2. Select the lease profile that is to be paid on an Annual, Semi-

Annual, or Quarterly basis.
3. Select the Document Chains hyperlink at the top of the page.
4. Open the appropriate Document Chain Number.
5. Verify the Document Chain Number to be suspended is selected.
6. Enter the suspend date in the Suspend Date field.

Note: The suspend date is the Lease Effective From date for
Lease \Lease Profile Overview
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10.

leases paid annually, semi-annually, or quarterly.

REQUIRED—Enter LR in the Suspend Document Type field to
generate an accrual document.

Click the Template button.
The New Estimated Accrual page will be displayed.

Document Type: LR
Doc humber Prefix: &

Document Number: [-1-susp Generats
Security Org; &

Title: [

Copy
# None

© Capy From
€ Capy Farward

Go to top of page

Click the Next button to select the appropriate document to copy
forward.

Copy Forward

Search Criterts

Document Type:  |LO From Accounting Period:

Document Number: [01B04264-3-1 To Accounting Period:
Document Status: - From Date:
User ID: To Date:
Title: Wendar:
Search
Copy Lines
( & Copy alllines € Choase which lines ta copy

[+ Additional Criteria

CE Accounting
Display |10 =] Iterms Sort..
Ducument Category |Document Type |Document Number |Document Date Dncument Status m

@ [l Lo 01B04264-3-1 RECURRING

Click the Finish button.
The Header page will be displayed.

Notes
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‘ Header Ileed Assets | Office Addresses | Header Accounting Lines | Ttemized Lines | Appraval Routing | Memas |
Workflow Status | approval History |
Expand &ll | Collapse all
—= General
Docurnent Type: [(R | [Lease Suspense Accrul Orig Receipt Date: Reset: [
Status: W Becsipt Date:
Document Number:  [-1susp Accounting Period: &
Title: I I;\:r_gltsgtjng Accounting l—é
¥ pcosived By: [ Batch Humber: |
Invaice #: MH“‘ |
Invoice Dats: [ Security Org: [Gza
Disbursing Office: I Suppress Printing: -
Automatic Reversal: [ Fast Pay: -
%ﬁl dccountind [ g Accepted Date: l—
Reverse After Periad: | | Delivery Date:
—Period of 3
11. Review the Vendor Code field to ensure that the appropriate
vendor code will be displayed.
12. Select the Header Accounting Lines tab.
The Header Accounting Lines page will be displayed.
13. Click the Add button to add a Header Accounting Line.
TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.
TO COPY an existing line, select the line to copy and click the
Copy button.
Note: Only one line is needed for standard GSA leases.
14. REQUIRED—Select an accounting template for the Header
Accounting Line.
Note: To Search for an Accounting Template, click on the
Template field label. The Search —Template page will be
displayed. Enter Search criteria and click the Search button.
Results are displayed. To select a Template, click the Select button
for the corresponding Template.
15. Click the Default button to populate the fields in the Accounting
Dimensions section.
Complete the Bldg #, F/C (PGC11), and any other required
accounting elements that were not populated by the accounting
template.
16. Click the Verify button.
Any errors will be displayed. Review the error message(s) and
make any necessary corrections on the form.
17. Click the Save Template button.
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The Successful Save message appears.
18. Click the Close Template button.
The Document Chain page will be displayed.
19. Click the Suspend Schedules tab.
The Suspend Schedule page will be displayed.

Lease Info | Document Chains

| Documnent Chain | Wendors | Amounts | Document Templates | Suspend Schedules | Unsuspend Schedules

add| oy | [pemove | Resetperiods | | eserlie | Display [10 = ttems  view as cSV Sort..
Ikern Page: 123456 Iterns 1-10 of 52
Date Amount |Justification|¥endor vendor Name withhold Suspense Retroactive One-Time Manual
Code Applied Release Payment Payment
70 HARBOLUR
E e oz/01/2000 $7,165.26 04354586 10 HARBOU Falss Falss Falss Falss
70 HARBOLR
Bl e oz/1sz010 $7,185.26 043540586 10 HARBOU False False False False
70 HARBOUR
B ¢ 02/01/2011 $7,185.26 043540566 POINTE LLC False False False False
70 HARBOLR
B0 oz/1sz012 ¢7,185.26 043540556 10 HARBOY Falss False Falss Falss
70 HARBOUR
B ¢ oz/1rz015 $7,185.26 043540586 10 HARBOY False False False False
B ¢ 03/01/2009 $7,185.26 043540566 EE\:—:&R;BI?HR False False False False

20. Review the suspend schedule.

21. Click the Save button to update the suspension information to the
lease profile.

Note: Refer to Section 4.1: How do | make a Payment for an Annual, Semi-Annual, or Quarterly
Lease to schedule the payments.

221 How Do | Review The Document Creation Schedule For A Lease Profile,
Which Is Paid On An Annual, Semi-Annual, Or Quarterly Basis?

The following steps describe how to review the document creation schedule for a Lease Profile, which is
paid on an Annual, Semi-Annual, or Quarterly basis in Pegasys.

Notes
1. Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.
\Lease Profile Overview Lease
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Search - Lease Profile

Search Criterta

Code: Effective Dates

Name: | Ffomoate
Short Mame: To Date:

Status: -
Seeurity Qra: 7

Search Clear
New | open | Delete | Display |10 =] ttems  wisw as Cs¥ Sort...
| code  [vame [shortname |status______[start Date [Endpate |

- NO ITEMS TO DISPLAY -

Go to top of page

2.  Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.
3. Select the lease profile for the schedule to be reviewed.
4.  Click the Open button.
The Lease Info tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.
The Document Chains page will be displayed.

6. Select the appropriate Document Chain Number and then click
the Document Templates hyperlink.

The Document Templates page will be displayed.
7. Select the LP document template record.
8.  Click the Schedules hyperlink.
The Schedules page will be displayed.
9. Review the schedule displayed for the new lease profile selected.

Note: Only documents prior to the Suspend Date are displayed on
the schedule.

2.3 How Do | Enter An Annual Amount Change?

The following sections describe how to complete an annual amount change for a lease profile that results
in retroactive payments; payments with an applied withhold; or prorated payments.

2.3.1 How Do | Enter An Annual Amount Change Resulting In A Retroactive
Payment?

The following steps describe how to enter an amount change for a Lease Profile resulting in a Retroactive
Payment and how to review the new schedule.

Notes
Lease \Lease Profile Overview
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1.

Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Criteria

Code: Effective Dates
Narne: | From Date:
Short Mame: To Date:

Status:

Security Org: &

Search | Clear
New | ooer | Delete | Display [10 =] ttems  view as csvV Sort..
| feode  [Name  [shortname Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of page

Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.
Select the lease profile for the amount change.

Click the Open button.

The Lease Info tab of the Lease Profile will be displayed.
Select the Document Chains tab.

The Document Chains page will be displayed.

Open the appropriate Document Chain Number.

Select the Amounts tab.

The Amounts page will be displayed.

Click the Add button.

The Amount record will be displayed.

Notes
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10.

11.

12.

13.

14.

15.

| Document Chalaner\dorS' Amounts |DucumentTemplates Suspend Schedules | Unsuspend Schedules

Wiew 35 CSY Sort...

Add|  Copy Remove | Display |10 x| Items

| |change Effective Date Amount Interval Number of Years (%)
He $0.00 Annually

Ezpand All | Collapse All

= General

—
[ s

¥ ¢ stroactive Document Gptions: | Periodic Retroactive Documents =]

0,00

* Change Effsctive Date:
*

Arnount:

Annual Amount:

* Amount Interval: Annually -

Humber of Years (x);

= Description

E

Description:

REQUIRED—Enter the effective date in the Change Effective
Date field.

Note: To result in retroactive payments, the Change Effective
Date will be earlier than the Last Generation Date for the Lease.

= The Change Effective Date cannot be earlier than the Lease
Effective From date.

REQUIRED—Enter the new annual amount in the Amount field.

Note: To result in retroactive payments, the Amount will be
greater than the Current Amount.

REQUIRED—Select Annually from the Amount Interval drop-
down box.

Select the Lump Retroactive Documents option from the
Retroactive Document Options drop-down box.

Note: The Lump Retroactive Documents option will lump the
entire retroactive amount onto one document for each document
template.

Note: If the lump-sum retroactive option does not reference
multiple commitments for the periods created, then it should not be
used.

In the Description field, enter descriptive information (limited to
255 characters) as necessary.

Select the Document Templates tab.
The Document Templates page will be displayed.

Select the LP payment document template record.

Notes
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16. Click the Schedules hyperlink.

The Schedules page will be displayed.

Lease Info | Document Chains

Document Chain | Yendors | Amounts | Document t T 1 Suspend Schedules | Unsuspend Schedules
| Document Template | Frequencies | Schedules
schedule
add| [cony| [Eemove | | Resstperiods | | Resetline | Display [10 S rtems  view as csv sort...
Ttern Page: 123456 Ttems 1-10 of 53
O O s i
Code Applied Release Payment Payment
@ ¢ 0z/01/2009 $593.93 EBBOSEEZ52 :;tﬂRZAAMCBSTQP False False False False
[El ¢ o2/miszoio ga93.03 seoseszsz LORAMELA kol False False False
[El ¢ ozsmirz0u1 ges303 seoseazsz LORAMBLA e False False False
[E] ¢ oz/o1/2012 $893.93 seosenzsz LORAVELE  False False False False
B " 02/01/2013 $893.93 660568252 :;tﬂRZAAMCBSTQP False False False False
[El ¢ os/oiszo0a ga93.03 seoseszsz LU RAMELA ki False False False
17. Review the updated document creation schedule.
18. Click the Save button to update the lease profile.
2.3.2 How Do | Enter An Annual Amount Change Resulting In A Payment With An

Applied Withhold?

The following steps describe how to enter an amount change for a Lease Profile resulting in a Payment
with an Applied Withhold and how to review the new schedule.

1.

Notes

Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Criterta

Code: Effective Dates
Narne: From Date:
Short Mame: To Date:

Status: hd

Seeurity Qra: 7
search | Clear

new | open | [ Delete | Display |10 2] tems  view as cEv Sort..

| code  [vame [shortname |status______[start Date [Endpate |

- NO ITEMS TO DISPLAY -

Go to top of page

Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.

Select the lease profile for the amount change resulting in an
applied withhold payment.
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4.  Click the Open button.
The Lease Info tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.
The Document Chains page will be displayed.
6. Open the appropriate Document Chain Number.
7. Select the Amounts tab.
The Amounts page will be displayed.
8.  Click the Add button.
The Amount record will be displayed.

| Document Chalaner\dorS' Amounts |DucumentTemplates Suspend Schedules | Unsuspend Schedules

add| Zopy| Remove | Cisplay [10 -f ttems  wiew as cSV Sort...

| |change Effective Date Amount Interval Number of Years (%)
A $0.00 Annually
Expand all | Collapse Al
= General
X change Effsctive Date:
X pmount: $0.00
¥ ¢ stroactive Document Gptions: | Periodic Retroactive Documents =]
annual Amount: $0.00
* prmount Tnterval: Annually hd
Number of Years (X}:
— = Description
Deseriotion:

9. REQUIRED—Enter the effective date in the Change Effective
Date field.

Note:

= To result in an applied withhold, the Change Effective Date will
be earlier than the Last Generation Date for the Lease.

= The Change Effective Date cannot be earlier than the Lease
Effective From date.

10. REQUIRED—Enter the new annual amount in the Amount field.

Note: To result in an applied withhold, the Amount will be less
than the Current Amount.

11. REQUIRED—Select Annual from the Amount Interval drop-
down list box.

12.  Allow the Periodic Retroactive Documents value to default in the
Retroactive Document Options drop-down box.

Notes
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13. In the Description field, enter descriptive information (limited to

255 characters) as necessary.

14. Select the Document Templates tab.
The Document Templates page will be displayed.
15. Select the LP payment document template record.
16. Click the Schedules tab.
The Schedules page will be displayed.
Lease Info | Document Chains
Documnent Chain | Vendors | Amounts | Document it T 1. Suspend Schedules | Unsuspend Schedules
| Docurnent Template | Freuuenclas' Schedules ‘
A_ddl Copy Bemavel Rgset Periods | Reset Line |Disp\av 10 = ttems  Miew as CSV Sort..
Itern Page: 123456 Items 1-10 of 53
I T e e e O el el
@ ¢ 0z/01/2009 $593.93 EBBOSEEZ52 II;’EARZAAMCB\C_)TIP False False False False
[E] o oz/o1/z010 $893.03 seoseszsz LORAMELA ko False False False
[E] ¢ nz/oseont 489393 seoseozse LORAVELR  False False False False
B " 0z2/01/2012 $893.93 660568252 II;’EARZAAMCB\C_)TIP False False False False
[El o oz/or/zoas $e93.03 geoseszsz LORAMELA kol False False False
[El o oa/or/zo08 $693.93 seoseazsz LORAMELA o paise False False False
17. Review the updated document creation schedule.
18. Click the Save button to update the lease profile.
2.3.3 How Do | Enter An Annual Amount Change Resulting In A Prorated Monthly

Payment?

The following steps describe how to enter an amount change for a Lease Profile resulting in a Prorated
Monthly Payment and how to review the new schedule.

Notes
1. Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.
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Search - Lease Profile

Search Criterz
Code: Effective Dates
Name: | From Date:
Shart Mame: To Date:
Status: -
Security Ora: &
Search | Clear
New | ‘ooen | | Delete | Display [10 =] 1tems  wiew as csv sort.,
| code  name  [shortname  |status  |startDate  [EndDate |

- NO ITEMS TO DISPLAY -

Go to top of page

Enter the appropriate search criteria and click the Search button.

All lease profiles matching the search criteria will be displayed.

Select the lease profile for the mid-month amount change.
Click the Open button.

The Lease Info tab of the Lease Profile will be displayed.
Select the Document Chains tab.

The Document Chains page will be displayed.

Open the appropriate Document Chain Number.

Select the Amounts tab.

The Amounts page will be displayed.

Click the Add button.

The Amount record will be displayed.

Lease Info | Document Chains

1
| Document chain | vendars | Amounts | Document Templates | Suspend Schedules | Unsuspand Schedules

add| copy |  Remove | Display [10 =] ttems  wiew as csv Sort..

| [change Effective Date Amount Interval Number of Years (X)

Ee $0.00

Expand All | Collapse All

Annually

- General

* Change Effective Date:

* prmount: $0.00

¥ petroactive Document Options: [Perindic Retroactive Documnents = |
Annual Amount: $0,00

X smount Interval: Annually =

Humber of Years (%)

= Description

Description:

Notes
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9. REQUIRED—Enter the effective date in the Change Effective
Date field.

Note:

= The Change Effective Date will be in the current month.

= The Change Effective Date cannot be earlier than the Lease
Effective From date.

10. REQUIRED—Enter the new annual amount in the Amount field.

11. REQUIRED—Select Annual from the Amount Interval drop-
down box.

12.  Allow the Periodic Retroactive Documents value to default in the
Retroactive Document Options drop-down box.

13. In the Description field, enter descriptive information (limited to
255 characters) as necessary.

14.  Select the Document Templates tab.

The Document Templates page will be displayed.
15. Select the LP payment document template record.
16. Click the Schedules tab.

The Schedules page will be displayed.

Lease Info | Document Chains

Document Chain | Yendors | Amounts | Documen t T I Suspend Schedules | Unsuspend Schedules

| Document Template | Frequencies | Schedules ‘

add| (Copy | Eemeve | | Resstperiogs | | Resetlne | Display [10 =] rems  Visw ssCSV ot

Itern Page: 1 23456 Items 1-10 of 53

Amount|Justification[Vendor  |¥endor Name |Withhold  [Suspense  |Retroactive One-Time Manual
Code Applied Release Payment Payment

LA RAMBLA

[El ¢ o2/m1/2009 $893.93 sensepzsy LORAMELA g False False False
LA RAMBLA

B " 02/01/2010 $893.93 660568252 PLAZA CORP False False False False
LA RAMBLA

@  0z/o01/z2011 $893.93 EBBOSEEZ52 PLAZA CORP False False False False
LA RAMBLA

[El ¢ oz/miszniz gaaz.03 seoseazsz LORAVELD . False False False False
LA RAMBLA

[El ¢ ozsmirz013 ge93.03 eeoseozsz [MRAVELD False False False False

] ~ o3/01/2008 §593.93 se056a252 LA RAMBLA Falss False False Falss

PLAZA CORP

17. Review the updated document creation schedule.

18. Click the Save button to update the lease profile.

2.4  How Do | Enter A Vendor Change?

The following sections describe how to make a retroactive vendor change or a vendor change that results
in the current payment split between two vendors.
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24.1 How Do | Enter A Retroactive Vendor Change?

The following steps describe how to enter a retroactive vendor change.
Notes
1.  Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.
Search - Lease Profile
e [t
[ew | [Gpen | [Belee | Display [10 =] tterms  wiew as o5y Sort
-m_T
2. Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.
3. Select the lease profile for the retroactive vendor change.
4.  Click the Open button.
The Lease Info tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.
The Document Chains page will be displayed.
6. Open the appropriate Document Chain Number.
7. Click the Vendors tab.
The Vendors page will be displayed.
8.  Click Add button.
The Vendor page will be displayed.
IC_:?::teed: April 14, 2011 Privileged and ConfidentiaIpCopy\rli_gt?tsgoiao,fgeGIO\lézr&/(i;g
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10.

11.

12.

Notes

Vendor

Itern 1of1
Expand All | Collapse all
- General

* Change Effective Date:

Currene y:

- Wendor Informnation

Agent

Vendor &)
(cm: Ty Bore|| | coes [ M| Gefaui

Name: Mame:
Remit To Address

(RemltTu Address: ¥ Mare

= Descripti

Ga to top of page

REQUIRED—Enter the effective date in the Change Effective
Date field.

Note:

= Toresult in a retroactive vendor change, the Change Effective
Date will be earlier than the Last Generation Date for the
Lease.

= The Change Effective Date cannot be earlier than the Lease
Effective From date.

REQUIRED—Enter the Vendor Code in the Vendor Code field.
The vendor name and address will be inferred from the vendor code
that is entered.

Note: This is the vendor receiving the 1099 form.

= To Search for a Vendor Code, click on the Code field label. The
Search —Vendor Code page will be displayed. Enter Search
criteria and click the Search button. To select a Vendor from the
results, click the Select button corresponding to that Vendor.

REQUIRED—Enter the Address Code in the Remit To Address
field.

= To Search for a Remit to Address, click on the Remit to
Address field label. The Search —VVendor Code page will be
displayed. Enter Search criteria and click the Search button. To
select a Vendor from the results, click the Select button
corresponding to that Vendor. The Remit to Address field is
completed on Vendor page.

Note: This field is required by GSA policy.

Enter the Vendor Code in the Designated Agent Code field. The
vendor name and address will be inferred from the vendor code that
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is entered.

Note: The Designated Agent Code field will be used only for
assignments.

= To Search for a Designated Agent Code, click on the Code field
label. The Search —Vendor Code page will be displayed. Enter
Search criteria and click the Search button. To select a Vendor
from the results, click the Select button corresponding to that
Vendor. The Code field is completed on Vendor page.

13. In the Description field, enter descriptive information (limited to
255 characters) as necessary.

14. Select Document Templates tab.

The Document Templates page will be displayed.
15. Select the LP payment document template record.
16. Click the Schedules tab.

The Schedules page will be displayed.

Lease Info | Document Chains

Docurnent Chain | Mendars | Amounts | Document T 1. Suspend Schedules | Unsuspend Schedules

| Docurnent Template | Freuuenclas' Schedules ‘

add| [copy | [Heneve | | Resstperiods | | esciline | Display [10 =] rtems  view ascsv sort..

Item Page: 123456 Items 1-10 of 53

Amount{Justification|vendor ¥endor Name |Withhold Suspense Retroactive One-Time Manual
Code applied Release Payment Payment

LA RAMBLA

[El ¢ 0212009 ge93.03 seoseazsz LORAMBLA e False False False
LA RAMBLA

Bl nemisenin 65333 senseazsz LARAMELA - phice Falss Falss Falss
LA RAMBLA

B  0z/01/2011 $893.93 660568252 PLAZA CORP False False False False
LA RAMBLA

[El ¢ oz/miszniz gaa3.03 seoseszsz LORAMELA kol False False False

[El ¢ ozsmirz013 ge93.03 seoseazse L RAMBLA False False False False

PLAZA CORP

LA RAMBLA
E ©03/01/2003 $893.93 660568252 PLAZA CORP False False False False

17. Review the document creation schedule for the vendor change.
Note: No retroactive payments are scheduled.

18. Click the Save button to update the lease profile.

19. Override the warning message.

20. Click the Save button.

24.2 How Do | Enter A Vendor Change So That The Current Payment Is Split
Between Two Vendors?

The following steps describe how to enter a vendor change so that the current payment is split between
two vendors.

Notes
Lease \Lease Profile Overview
Created: April 14, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal

Final Version 1.0 2-47



Pegasys 6.5 User Guide for

General Services Administration

ECGI

Federal

Creating Solutions for Government Innovation | ISO 9001:2000 Certified

1.

Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Criterta

Code: Effective Dates
Narne: | fombae
Short Marne: To Date:

Status: -
Security Ora: &

Search | Clear
New | ‘oren | | Delete | Display [10 =] 1tems  view as csv Sort..
| frode  [name  [shortname Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of pags

Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.
Select the lease profile for the vendor change.

Click the Open button.

The Lease Info tab of the Lease Profile will be displayed.
Select the Document Chains tab.

The Document Chains page will be displayed.

Open the appropriate Document Chain Number.

Click the Vendors tab.

The Vendors page will be displayed.

Click the Add button.

The Vendor page will be displayed.

Notes
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10.

11.

12.

Vendor

Itern 1of1
Expand All | Collapse all
- General

* Change Effective Date:

Currene y:

- Wendor Informnation

Agent

Vendor &)
(cm: Ty Bore|| | coes [ M| Gefaui

Name: Mame:
Remit To Address

(RemltTu Address: ¥ Mare

= Descripti

Ga to top of page

REQUIRED—Enter the effective date in the Change Effective
Date field.

Note:

= Toresult in a payment split between two vendors, the Change
Effective Date will be after the Last Generation Date.

= The Change Effective Date cannot be earlier than the Lease
Effective From date.

REQUIRED—Enter the Vendor Code in the Vendor Code field.
The vendor name and address will be inferred from the vendor code
that is entered.

Note: This is the vendor receiving the 1099 form.

= To Search for a Vendor Code, click on the Code field label. The
Search —Vendor Code page will be displayed. Enter Search
criteria and click the Search button. To select a Vendor from the
results, click the Select button corresponding to that Vendor.

REQUIRED—Enter the Address Code in the Remit To Address
field.

= To Search for a Remit to Address, click on the Remit to
Address field label. The Search —Vendor Code page will be
displayed. Enter Search criteria and click the Search button. To
select a Vendor from the results, click the Select button
corresponding to that Vendor. The Remit to Address field is
completed on Vendor page.

Note: This field is required by GSA policy.
Enter the Vendor Code in the Designated Agent Code field. The

vendor name and address will be inferred from the vendor code that
is entered.

Lease
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Note: The Designated Agent Code field will be used only for
assignments.

= To Search for a Designated Agent Code, click on the Code field
label. The Search —Vendor Code page will be displayed. Enter
Search criteria and click the Search button. To select a Vendor
from the results, click the Select button corresponding to that
Vendor. The Code field is completed on Vendor page.

13. In the Description field, enter descriptive information (limited to
255 characters) as necessary.

14.  Select the Document Templates tab.

The Document Templates page will be displayed.
15. Select the LP payment document template record.
16. Click the Schedules tab.

The Schedules page will be displayed.

Lease Info | Document Chains

Docurnent Chain | Vendors | Amounts | Document it T4 1. Suspend Schedules | Unsuspend Schedules

| Docurnent Template | Frequencles' Schedules ‘

add| ooy | femove | | Resetperiods | | pesct Lie | Display [10 =] ttems  View as CSV Sort.

Item Page: 123456 Itemns 1-10 of 53

vendor vendor Name |withhold Suspense Retroactive One-Time Manual
Code applied Release Payment Payment

[El ¢ oz/miszooe gaa3.03 geoseszsz LORAMELA ko False False False
[El ¢ ozsmirzou0 ga93.03 seoseszsz LORAMBLA ki False False False
[E] & oz/otsz011 $e93.03 eeoseozsz LRRAVELD False False False False
[21 ¢ oz/o1/2012 489393 seosenzsz LU RAVELE  False False False False
@ " 0z2/01/2013 $893.93 EBBOSEEZ52 IEtARZAAMCBg;P False False False False
[El ¢ os/oiszo0a ga93.93 s60ssszsz LA RAMELA False False False False

PLAZA CORP

17. Review the updated document creation schedule for the vendor
change.

18. Click the Save button to update the lease profile.

2.5 How Can | Manage The Document Creation Schedule?

The document creation schedule can be managed in a variety of ways. A regularly scheduled payment can
be changed or a one-time manual payment can be added. The following sections give step-by-step
instructions on how to perform these actions.

251 How Do | Make A Change To A Regularly Scheduled Payment?

The following steps describe how to make a change to a regularly scheduled payment.

Notes
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1.  Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.
Search - Lease Profile
-m_T
2. Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.
3. Select the lease profile to change the regularly scheduled payment.
4.  Click the Open button.
The Lease Info tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.
The Document Chains page will be displayed.
6. Select the appropriate Document Chain Number and then click
the Document Templates hyperlink.
The Document Templates page will be displayed.
7. Select the LP payment document template record.
8.  Click the Schedules hyperlink.
The Schedules page will be displayed.
9.  Open the schedule line to be changed.
10. Enter the new amount in the Amount field or the new payment date
in the Date field.
11. Enter a justification in the Justification field.
12. Click the Save button to update the schedule line.
13. Review the document creation schedule.
14. Click the Save button to update the lease profile.
IE:?:;teed: April 14, 2011 Privileged and ConfidentiaIpCopy\rli_gt?tsgoiao,fgecacl)\lézgjeerg
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25.2 How Can | Add A One-Time Manual Payment To The Document Creation
Schedule?

The following steps describe how to add a one-time manual payment to the document creation schedule.

Notes
1.  Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.
Search - Lease Profile
—m_T
2. Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.
3. Select the lease profile to add the one-time payment.
4.  Click the Open button.
The Lease Info tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.
The Document Chains page will be displayed.
6. Select the appropriate Document Chain Number and then click
the Document Templates hyperlink.
The Document Templates page will be displayed.
7.  Select the LP payment document template record.
8.  Click the Schedules hyperlink.
The Schedules page will be displayed.
9. Click the Add button to add the one-time payment to the schedule.
10. Enter the date for the one-time payment in the Date field.
11. Enter the amount for the one-time payment in the Amount field.
12. Enter a justification in the Justification field.
13. Verify that Miscellaneous Reference is selected from the
Reference Type drop-down box, and the One-Time Payment
\Lease Profile Overview Lease
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check box is selected.

Note: If the One-Time Payment should reference an accrual, it
cannot be paid on Chain 1.

14. Review the document creation schedule.

Lease Info | Document Chains

Documant Chain | vendars | Amounts | Document Templates | Suspend Schedules | Unsuspend Schedules

Suspend Schedule
add| oy | [pemove | Resetperiods | | eserlie | Display [10 = ttems  view as cSV Sort..
Ikern Page: 123456 Iterns 1-10 of 52
Date Amount |Justification|¥endor vendor Name withhold Suspense Retroactive One-Time Manual
Code Applied Release Payment Payment
70 HARBOLUR
E e oz/01/2000 $7,165.26 04354586 10 HARBOU Falss Falss Falss Falss
70 HARBOLR
Bl e oz/1sz010 $7,185.26 043540586 10 HARBOU False False False False
70 HARBOUR
B ¢ 02/01/2011 $7,185.26 043540566 POINTE LLC False False False False
70 HARBOLR
B0 oz/1sz012 ¢7,185.26 043540556 10 HARBOY Falss False Falss Falss
70 HARBOUR
B ¢ oz/1rz015 $7,185.26 043540586 10 HARBOY False False False False
B ¢ 03/01/2009 $7,185.26 043540566 EE\:—:&R;BI?HR False False False False

15. Click the Save button to update the lease profile.

25.3 Can | Recalculate The Schedule?

The answer is yes! To recalculate the document creation schedule so that all manual changes to the
regularly scheduled payments are cleared and the payments are returned to their original system
calculated amounts and dates follow the steps listed below.

Notes
1.  Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.
Search - Lease Profile
Search Criteriz
Code: [ EFfactive Dates
Name: From Date:
shortMame: [ | To Date:
Status: -
Security org [ 4
Search | Clear
M M Delete | Display [10 = tterns  Wiew as CSV Sort.,
[ Tiode Jiame  [shortveme  [staus [startbote __Jendoate |
Go to top of pags
2.  Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.
3. Select the lease profile for the document schedule to be reset.
4.  Click the Open button.
Lease \Lease Profile Overview
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The Lease Info tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.
The Document Chains page will be displayed.

6. Select the appropriate Document Chain Number and then click
the Document Templates hyperlink.

The Document Templates page will be displayed.
7.  Select the LP payment document template record.
8.  Click the Schedules hyperlink.

The Schedules page will be displayed.
9. Click the Reset Periods button.

= The following warning message appears.

Note: The schedule will be cleared of all manual changes to
regularly scheduled payments and the payments will return to their
system calculated amounts. One-time payments, retroactive
payments, or payments with an applied withhold will not be cleared
from the schedule when resetting periods.

10. Review the updated document creation schedule.

Lease Info | Document Chains

| Documnent Chain | wendors | Amounts | Documnent Templates | Suspend Schedules | Unsuspend Schedules

add| oy | [pemove | Resetperiogs | | eserlie | oisplay [10 =] ttems  view as €SV Sort..

Ikern Page: 123456 Iterns 1-10 of 52

Date Amount |Justification|¥endor vendor Name withhold Suspense Retroactive One-Time Manual
Code Applied Release Payment Payment

B¢ oz/o1rz009 $7,185.26 043540566 [0 HORBOUR palse False False False

@ ¢ 02/01/2010 $7,185.26 043540566 ;g:\ﬁl’REBSgR False False False False

A e oziotrz011 $7,185.26 n43sanses [0 MARBOUR - palse False False False

Bl e ozwz012 $7,185.26 043540585 10 HARBOUR - poe False False False

B ¢ 02/01/2013 $7,185.26 043540566 g?):\[el'ialﬁgR False False False False

Bl e ovnivzo0 ¢7,085.26 na3gansee S0 HARBOUR - pypse False False False

11. Click the Save button to update the lease profile.
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254 Can | Recalculate A Line On The Schedule?

The answer is yes! To recalculate a line on the document creation schedule so that a manual change to a
regularly scheduled payment line is cleared and the payment is returned to its original system calculated
amount and date, follow the steps listed below. Note: This feature can also be used to remove a system
calculated applied withhold from a schedule payment line. If a withhold has been applied to a payment
line, using this feature will remove the withhold and return the scheduled payment line to its original
amount.

Notes
1. Select Reference—Document—L ease Profiles.
The Search - Lease Profile page will be displayed.
Search - Lease Profile
2. Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.
3. Select the lease profile for the document schedule line to be reset.
4.  Click the Open button.
The Lease Info tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.
The Document Chains page will be displayed.
6. Select the appropriate Document Chain Number and then click
the Document Templates hyperlink.
The Document Templates page will be displayed
7. Select the LP payment document template record.
8.  Click the Schedules hyperlink.
The Schedules page will be displayed.
9.  Select the schedule line to reset.
10. Click the Reset Line button.
= The following warning message appears.
Note: Any manual change and/or system calculated applied
Lease \Lease Profile Overview
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withhold to the schedule payment line will be removed and the
schedule payment line will return to its original system calculated
date and amount. Resetting a schedule payment line cannot be used
for a one-time payment schedule line, a retroactive payment
schedule line, or a suspense release payment schedule line.

11. Review the updated document creation schedule.

Lease Info | Document Chains

Document Chain | Vendars | Amounts | Document Templates | Suspend Schedules | Unsuspend Schedules

Suspend Schedule
add| [Copy | | Eemove | Reset Feriods | Resef Line | Display [10 [~ Items  View as CSV Sort...
Ttem Page: 123456 Tterns 1-10 of 52
ustification|Vendor vendor Name  |Withhold Suspense Retroactive One-Time Manual
Code applied Release Payment Payment
70 HARBOUR
E ¢ oz/o1r2009 $7,185.26 nazsanses L2 HEHEOY False False False False
70 HARBOUR
B¢ oz/o1rz010 47,185.26 043540566 Lot False False False False
70 HARBOUR
El o oz/ovzoit $7,185.26 na3sanses 0 RSO False False False False
70 HARBOLR
A ¢ oz/01/2012 $7,185.26 043540566 0 TS0 False False False False
70 HARBOUR
[ ¢ ozvorrzons g7,185.26 043540866 ot False False False False
E ¢ o3/01/2009 $7,185.26 043540566 10 HARBOUR False False False False

12. Click the Save button to update the lease profile.

2.6 How Can | Suspend An Existing Lease Contract?

The following steps describe how to suspend an existing lease contract.
Notes

1. Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Criterta
Code: [ Effactive Dates
Name: From Date:

Shert Name: To Date:

Status:

Security Org: 7
Search | Clear

New | oren | Delete | Display [10 =] ttems  Wiew as CSV Sort.,

| Jcode  [vame [shoriname Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of pags

2.  Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.

3. Select the lease profile to suspend.

4.  Click the Open button.
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10.

The Lease Info tab of the Lease Profile will be displayed.

Select the Document Chains tab.

Open appropriate Document Chain Number.

Verify the Document Chain Number to be suspended is selected.
Enter the date of suspension in the Suspend Date field.

Note: The Suspend Date cannot be earlier than the Last
Generation Date.

REQUIRED—Enter LR in the Suspend Document Type field to
generate an accrual document.

Click the Template button.
The New Estimated Accrual page will be displayed.

‘ New Estimated Accrual ‘

Document Type: LR

Doc Wumber Prefix: &

Document Number: [-1-SUsP Generste
Security Org: &

Title: [

Copy
© Wone

© Capy From
€ Capy Forward

Go to top of page

11. Click the Next button to select the appropriate document to copy

forward.

| copy Formard ‘

Search Criterfs

Document Type: LO From Accounting Period:

Document Humber: [01B04264-3-1 To Accounting Period:
Docurment Status: - From Date:
User ID: To Date:
Title: vendor:
Search

Copy Lines
’7 & Copy all lines © Choose which lines to capy

[+ Additional Criteria

[+ Accounting

Display |10 =] Iterns Sort..,

| |pocument category [Document Type |[Document Number [Document Date Document Status |User ID |

B [l Lo 01B04264-3-1 RECURRING

12. Click the Finish button.

Notes
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13.

14.

15.

16.

17.

18.

The Header page will be displayed.

verify | refresh | Fund gurrency | add shorteut | Attachments | Route SaveTemplate |  Close Template

‘ Header I Fixed Assets | Office Addresses | Header Accounting Lines | Itemized Lines | Approval Reuting | Memos |
Workflow Status | approval History |
Expand All | Collapse Al
= General
Document Type: LR Lease Suspense Acori: Orig Receipt Date: Reset: [0
Status: RECURRING Beceipt Date:
Docurnent Hurber:  [-1-SUSF Accounting Period: &
. Reparting Ascounting [~
Title: [ Feriod: s
¥ ncsived By [na Batch Humber:
o Docurnent  —
Invoice #: Classification: &
Invoice Date: Security Org: G5A
Disbursing Office: & Suppress Printing: |l
Automatic Reversal: [~ Fast Pay: r
Beversal accounting [ Accepted Date: I
Reverse After Period: Delivery Date:
—Period of Performance

Review the vendor code field to ensure that the appropriate vendor
code is displayed.

Select the Header Accounting Lines tab.
The Header Accounting Lines page will be displayed.
Click the Add button to add a Header Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.

TO COPY an existing line, select the line to copy and click the
Copy button.

Note: Only one line is needed for standard GSA leases.

REQUIRED—Select an accounting template for the Header
Accounting Line.

Note: To Search for an Accounting Template, click on the
Template field label. The Search —Template page will be
displayed. Enter Search criteria and click the Search button.
Results are displayed. To select a Template, click the Select button
next to the corresponding Template.

Click the Default button populate the fields in the Accounting
Dimensions section.

Complete the Bldg #, F/C (PGC11), and any other required
accounting elements that were not populated by the accounting
template.

Click the Verify button.

Notes
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Any errors will be displayed. Review the error message(s) and
make any necessary corrections on the form.

19. Click the Save Template button.
The Successful Save message appears.
20. Click the Apply Suspense button.

21. Click the Suspend Schedules tab to review the suspended
schedule.

The Suspend Schedules page will be displayed.
22. Click the Document Templates tab.

The Document Templates page will be displayed.
23. Select the LP document template record.
24. Click the Schedules hyperlink.

Note:

= The Schedules page will be displayed.

= The following documents will remain on the regular schedule
one-time payments, retroactive payments that were previously
scheduled, and payments scheduled prior to suspense.

= If the Suspend Date is mid-period, a prorated document will be
scheduled for the period prior to suspense.

25. Click the Save button to update the lease profile.

2.6.1 How Do | Enter An Annual Amount Change On A Suspended Lease?

The following sections provide step-by-step instructions on how to make annual amount changes on a
suspended lease resulting in a retroactive accrual or an accrual with an applied withhold.

How do | Enter an Amount Change Resulting in a Retroactive Accrual on a Suspended Lease?

The following steps describe how to enter an amount change for a Lease Profile resulting in a Retroactive
Accrual on a Suspended Lease.

Notes
1. Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.
Lease \Lease Profile Overview
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Search - Lease Profile

Search Criterta

Code: Effective Dates
Narne: From Date:

Short Mame: To Date:

Status: -

Seeurity Qra: 7

Search | Clear
new | open | [ Delete | Display |10 2] tems  view as cEv Sort..

| code  [vame [shortname |status______[start Date [Endpate |

- NO ITEMS TO DISPLAY -

Go to top of page

2.  Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.
3. Select the suspended lease profile for the retroactive amount
change.
4.  Click the Open button.
The Lease Info tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.
6. Open the appropriate Document Chain Number.
7. Click the Amounts button.
The Amounts page will be displayed.
8.  Click the Add button.
The Amount record will be displayed.
Lease Info | Document Chains
| Document chain | vendars | Amounts | Document Templates | Suspend Schedules | Unsuspand Schedules
g_ddl ﬂl Remave D\splaym Items  Wiew s C3Y Sort...
[ chonge effectvepate — [amount _Jamountinterval | ~umberof vears ()
Be $0.00 annually
Expand All | Collapse All
— = General
¥ Change Effective Date:
* gt —
¥ petroactive Document Options: [Perindic Retroactive Documnents = |
annual Amount: [ o000
¥ irmount Interval: Annually =
Number of Years (X}: |
|
9. REQUIRED—ENnter the effective date in the Change Effective

Date field.

Notes
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Note:

10.

11.

12.

13.

14.

15.
16.

= Toresult in a retroactive accrual, the Change Effective Date will
be earlier than the Last Generation Date for the Lease.

= The Change Effective Date cannot be earlier than the Lease
Effective From date.

REQUIRED—Enter the new annual amount in the Amount field.

Note: To result in a retroactive accrual, the Amount will be
greater than the current amount.

REQUIRED—Select Annual from the Amount Interval drop-
down box.

Click the Lump Retroactive Documents option from the
Retroactive Document Options drop-down box.

Note: The Lump Retroactive Documents option will lump the
entire retroactive amount onto one document for each document
template.

Note: If the rent change precedes the suspension date, Pegasys
will release those retro changes. Be sure to zero out any payments
created by this action as no rent should automatically release while
under suspension.

In the Description field, enter descriptive information (limited to
255 characters) as necessary.

Select the Suspend Schedules tab.
The Suspend Schedules page will be displayed.
Review the updated suspend schedule.

Click the Save button to update the lease profile.

26.1.1 How Do | Enter An Amount Change Resulting In An Accrual With An

Applied Withhold On A Suspended Lease?

The following steps describe how to enter an amount change for a Lease Profile resulting in an accrual
with an applied withhold on a Suspended Lease.

Notes
1. Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.
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Search - Lease Profile

Search Criteris
Code: Effective Dates
Name: Erom Date:

Short Name: To Date:

Status:

Security Org: 7

Search | Clear
New | oren | Delete | Display [10 =] ttems  Wiew as CSV Sort.,
| feode  [Name [shortName Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of pags

2. Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.

3. Select the suspended lease profile for the amount change resulting
in an accrual with an applied withhold.

4.  Click the Open button.
The Lease Info tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.
6. Open the appropriate Document Chain Number.
7. Click the Amounts tab.
The Amounts page will be displayed.
8.  Click the Add button.
The Amount record will be displayed.

Lease Info | Document Chains

ey
| Bocument chain | vendors | Ameunts | Document Templates | Suspend Schedules | Unsuspand Schedules

add| copy |  Remove | Display [10 =] 1tems  Wiew as csw sart..

| |change Effective Date Amount Interval Number of Years (%)

Ee $0,00 Annually

Ezpand All | Collapse All

- General

¥ Change Effective Date:

*

Arnount;

—
[ s

annual Amount: $0.00
* Amount Interval: Annually ~
Humber of Years (%): l—

X ciroactive Document aptions: [Periodic Retroactive Documents =]

= Description

Description:

9. REQUIRED—Enter the effective date in the Change Effective

Date field.

|
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Note:

10.

11.

12.

13.

14.

15.

16.
17.

= Toresult in an accrual with an applied withhold, the Change
Effective Date will be earlier than the Last Generation Date for
the Lease.

= The Change Effective Date cannot be earlier than the Lease
Effective From date.

REQUIRED—Enter the new annual amount in the Amount field.

Note: To result in an accrual with an applied withhold, the
Amount will be less than the current amount.

REQUIRED—Select Annual from the Amount Interval drop-
down box.

Allow the Periodic Retroactive Documents value to default in the
Retroactive Document Options drop-down box.

In the Description field, enter descriptive information (limited to
255 characters) as necessary.

Click the Document Chains hyperlink, and then select the
Document Chain Number for the lease that is suspended.

Select the Suspend Schedules hyperlink.
The Suspend Schedules page will be displayed.
Review the updated suspend schedule.

Click the Save button to update the lease profile.

2.6.1.2 How Do | Enter An Annual Amount Change Resulting In A Prorated Monthly

Suspense Accrual?

The following steps describe how to enter an amount change for a Lease Profile resulting in a Prorated
Monthly Suspense Accrual and how to review the new suspend schedule.

Notes
1. Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.
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9.

Search - Lease Profile

Search Criterta

Code: |— Effective Dates
Name: From Date:
shart Mame: To Date:

Status: -

Security Org: &
Search Clear

new| oen | oeleie | Disploy [10 =] tems  Wiew as C5Y Sert...

| code  name  [shortname Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of pags

Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.

Select the suspended lease profile for the mid-month amount
change.

Click the Open button.

The Lease Info tab of the Lease Profile will be displayed.
Select the Document Chains tab.

Open the appropriate Document Chain Number.

Click the Amounts tab.

The Amounts page will be displayed.

Click the Add button.

The Amount record will be displayed.

Lease Info | Document Chains

]
| Bocument Chain | vendors | Ameunts | Document Templates | Suspend Schedules | Unsuspend Schedules

add| Zopy| Remove | Cisplay [10 -f ttems  wiew as cSV Sort...

| |change Effective Date Amount Interval Number of Years (%)
A $0.00 Annually

Ezpand All | Collapse All

= General

* Change Effective Date:

X pmount: $0.00

¥ ¢ stroactive Document Gptions: | Periodic Retroactive Documents =]
Annual Amount: $0.00

* amount Interval: Annually =]

Number of Years (x):

= Description

E

Description:

REQUIRED—Enter the effective date in the Change Effective
Date field.

Notes
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Note:

= The Change Effective Date will be in the current month.

= The Change Effective Date cannot be earlier than the Lease
Effective From date.

10. REQUIRED—Enter the new annual amount in the Amount field.

11. REQUIRED—Select Annual from the Amount Interval drop-
down box.

12. Allow the Periodic Retroactive Documents value to default in the
Retroactive Document Options drop-down box.

13. In the Description field, enter descriptive information (limited to
255 characters) as necessary.

14. Select the Suspend Schedules tab.
The Suspend Schedules page will be displayed.
15. Review the updated suspend schedule.

16. Click the Save button to update the lease profile.

2.6.2 How Do | Enter A Vendor Change On A Suspended Lease?

The following sections describe how to make a retroactive vendor change or vendor change that results in
the current accrual split between two vendors.

2.6.2.1 How Do | Enter A Retroactive Vendor Change On A Suspended Lease?

The following steps describe how to enter a retroactive vendor change on a suspended lease.

Notes
1.  Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.
Search - Lease Profile
Search Criteriz
Code: [ Effective Dates
Name: From Date:
shertMame: [ IoDate:
Status: | — |
seawivora: [ &
Search | Clear
M Open Delete | Display |10 =] Ikerns  Wiew as CSW Sort,
| Jcode  name  [shortname  [status  |startpate  Jendpate |
Go to top of page
2.  Enter the appropriate search criteria and click the Search button.
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All lease profiles matching the search criteria will be displayed.

3. Select the suspended lease profile for the retroactive vendor
change.

4.  Click the Open button.
The Lease Info tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.
The Document Chains page will be displayed.
6. Open the appropriate Document Chain Number.
7. Click the Vendors tab.
The Vendors page will be displayed.
8.  Click the Add button.
The Vendor page will be displayed.

Vendor
Itern 1of1

Expand &l | Callapse &l

= General

* Change Effective Date:

Currenc ¥

r = Wendor Information

Narme: Marne:

Remit To Address
’7Remlt To Address: & Mare

Vendor Ageit
’7 code: [ [ 4 More code: [ [ 4 Mors| Dsfadl

Go to top of page

9. REQUIRED—Enter the effective date in the Change Effective
Date field.

Note:

= Toresult in a retroactive vendor change, the Change Effective
Date will be earlier than the Last Generation Date for the
Lease.

= The Change Effective Date cannot be earlier than the Lease
Effective From date.

10. REQUIRED—Enter the Vendor Code in the Vendor Code field.
The vendor name and address will be inferred from the vendor code
that is entered.

Note: This is the vendor receiving the 1099 form.
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11.

12.

13.

14.

15.

16.

= To Search for a Vendor Code, click on the Code field label. The
Search —Vendor Code page will be displayed. Enter Search
criteria and click the Search button. To select a Vendor from the
results, click the Select button corresponding to that Vendor.

« REQUIRED—Enter the Address Code in the Remit To
Address field.

= To Search for a Remit to Address, click on the Remit to
Address field label. The Search —VVendor Code page will be
displayed. Enter Search criteria and click the Search button. To
select a Vendor from the results, click the Select button
corresponding to that Vendor. The Remit to Address field is
completed on Vendor page.

= Note: This field is required by GSA policy.

Enter the Vendor Code in the Designated Agent Code field. The
vendor name and address will be inferred from the vendor code that
is entered.

Note: The Designated Agent Code field will be used only for
assignments.

= To Search for a Designated Agent Code, click on the Code field
label. The Search —Vendor Code page will be displayed. Enter
Search criteria and click the Search button. To select a Vendor
from the results, click the Select button corresponding to that
Vendor. The Code field is completed on Vendor page.

In the Description field, enter descriptive information (limited to
255 characters) as necessary.

Select the Document Chain hyperlink.
The Document Chain page will be displayed.

Verify the Document Chain Number for the lease that is
suspended.

Select the Suspend Schedules hyperlink.
The Suspend Schedules page will be displayed.
Review the suspended schedule.

Note: The suspend schedule should reflect whatever the current
vendor code is for future documents. It will not affect LR’s already

created.
17. Click the Save button to update the lease profile.
18. Override the errors.
19. Click the Save button.
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2.6.2.2 How Can | Enter A Vendor Change So That The Current Accrual Is Split

Between Two Vendors?

1. Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Criterta

cods: [
T
shortMame: [

| —

Status:

Security Ora: &
Search | Clear

Effective Dates
From Duate:
To Date:

New | open | Deleie | Display |10 =] tterms  wiew as CSY Sort.
[ code  [vame [shortname Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of page

2. Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.

3. Select the suspended lease profile for the accrual to be split

between two vendors.
4.  Click the Open button.

The Lease Info tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.

The Document Chains page will be displayed.
6. Open the appropriate Document Chain Number.

7. Click the Vendors tab.

The Vendors page will be displayed.

8.  Click the Add button.

The Vendor page will be displayed.

Notes
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10.

11.

12.

Vendor

Item 1 of 1

Expand All | Collapss &l

= General

- Wendor Information

Hame: Mame:

Remit To Address
’7Remit To Address: ¥ Mare

Vendor Agent
( coder [ & el | o [ [ tore| [oefaut

Ga to top of page

REQUIRED—Enter the effective date in the Change Effective
Date field.

Note:

= To result in an accrual split between two vendors, the Change
Effective Date will be after the Last Generation Date.

= The Change Effective Date cannot be earlier than the Lease
Effective From date.

REQUIRED—Enter the Vendor Code in the Vendor Code field.
The vendor name and address will be inferred from the vendor code
that is entered.

Note: This is the vendor receiving the 1099 form.

= To Search for a Vendor Code, click on the Code field label. The
Search —Vendor Code page will be displayed. Enter Search
criteria and click the Search button. To select a Vendor from the
results, click the Select button corresponding to that Vendor.

REQUIRED—Enter the Address Code in the Remit To Address
field.

= To Search for a Remit to Address, click on the Remit to
Address field label. The Search —VVendor Code page will be
displayed. Enter Search criteria and click the Search button. To
select a Vendor from the results, click the Select button
corresponding to that Vendor. The Remit to Address field is
completed on Vendor page.

Note: This field is required by GSA policy.

Enter the Vendor Code in the Designated Agent Code field. The
vendor name and address will be inferred from the vendor code that

Lease
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is entered.

Note: The Designated Agent Code field will be used only for
assignments.

= To Search for a Designated Agent Code, click on the Code field
label. The Search —Vendor Code page will be displayed. Enter
Search criteria and click the Search button. To select a Vendor
from the results, click the Select button corresponding to that
Vendor. The Code field is completed on Vendor page.

13. In the Description field, enter descriptive information (limited to
255 characters) as necessary.

14. Select the Document Chains tab.
The Document Chains page will be displayed.

15. Verify that the Document Chain Number for the suspended lease
is selected.

16. Select the Suspend Schedules hyperlink.
The Suspend Schedules page will be displayed.
17. Review the updated suspend schedule.

18. Click the Save button to update the lease profile.

2.6.3 How Do | Manage The Suspend Schedule?

The suspend schedule can be managed in a variety of ways. A regularly scheduled suspend payment can
be changed or a one-time manual suspend payment can be added. The following sections give step-by-
step instructions on how to perform these actions.

2.6.3.1 How Can | Change A Regularly Scheduled Accrual On The Suspend
Schedule?

The following steps describe how to make a change to a regularly scheduled accrual on the suspend
schedule.

Notes
1. Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.
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Search - Lease Profile

Search Criteria
Code:

Narme:

Short Name:
Status: -
S ity Org: &
Search | Clear
New | open| | Delete | Display |10 = tems  view as CSV Sort..,
| code  [name  [shortname Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of page

2. Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.

3. Select the lease profile to change the regularly scheduled accrual on
a suspended lease profile.

4.  Click the Open button.
The Lease Info tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.
The Document Chains page will be displayed.
6. Open the appropriate Document Chain Number.
7. Select the Suspend Schedules tab.
The Suspend Schedules page will be displayed.

8.  Select the suspended schedule line to be changed and click the
Suspend Schedule hyperlink.

9. Enter the new amount in the Amount field or the new date in the
Date field.

10. Enter a justification in the Justification field.
11. Click the Save button to update the suspend schedule line.
12. Review the updated suspend schedule.

13. Click the Save button to update the lease profile.

2.6.3.2 How Can | Add A One-Time Manual Accrual To The Suspend Schedule?

The following steps describe how to add a one-time manual accrual to the suspend schedule.

Notes
1. Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.
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Search - Lease Profile

Search Criters
Code: |— Effective Dates
Name: From Date:

shart Mame: To Date:

Status: -

Security Org: &
Search Clear

tew | open | pelete | Display [10 2] ttems  Wiew as sy sort...
| code  name  [shortname Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of pags

2. Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.

3. Select the suspended lease profile to add the one-time manual
accrual.

4.  Click the Open button.
The Lease Info tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.
The Document Chains page will be displayed.
6. Open the appropriate Document Chain Number.
7. Select the Suspend Schedules tab.
The Suspend Schedules page will be displayed.

Lease Info | Document Chains

Document Chain | Vendars | Amounts | Document Templates | Suspend Schedules | Unsuspend Schedules

Suspend Schedule
add| (Coy | [Eemove | | Resetreriods | | Reseriine | Display [10 5] dtems  view as csv Sort..
Ttemn Page: 123456 Tterns 1-10 of 52
Justification|vendor  |Vendor Name |Withhold  |Suspense  [Retroactive One-Time Manual
Code Applied Release Payment Payment
70 HARBOUR
@ ¢ 02/01/2009 $7,185.26 043540566 POINTE LLC False False False False
70 HARBOLR
B ¢ 02/01/2010 $7,185.26 043540566 FOINTE LLC False False False False
70 HARBOLR
B £ oziorrz0it g7,185.26 043540566 L0 HOREOL False False False False
70 HARBOUR
@ ¢ 02/01/2012 $7,185.26 043540566 POINTE LLC False False False False
70 HARBOLR
E 0 02/01/2013 $7,165.26 043540566 FOINTE LLC False False False False
B ¢ o3v01rz009 $7,185.26 043540566 L0 MARBOUR  pope False False False

8. Click the Add button to add the one-time manual accrual to the
suspend schedule.

9. Enter the date for the one-time manual accrual in the Date field.
10. Enter the amount in the Amount field.

11. Enter a justification in the Justification field.
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12. Verify that Miscellaneous Reference is selected from the
Reference Type drop-down box, and the One-Time Manual
Payment check box is selected.

13. Review the suspend schedule.

14. Click the Save button to update the lease profile.

2.6.3.3 Can | Recalculate The Suspend Schedule?

The answer is yes! To recalculate the suspend schedule so that all manual changes to the regularly
scheduled suspend payments are cleared and the suspend payments are returned to their original system
calculated amounts and dates, follow the steps listed below.

Notes
1. Select Reference—Document—L ease Profiles.
The Search - Lease Profile page will be displayed.
Search - Lease Profile
Search Criteris
Code: [ Etfective Dates
Name: From Diate:
shortMame: [ To Dste:
Status: =
security orai [ &
Search &l
(Mew | [Ooen | [Delcic | pisplay [18 =] mems  view as cS¥ Sort..
[ ode Jiome  [shortwome — [status [startbote  [endvae |
Go to tap of page
2.  Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.
3. Select the suspended lease profile for the suspense schedule to be
reset.
4.  Click the Open button.
The Lease Info tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.
The Document Chains page will be displayed.
6. Open the appropriate Document Chain Number.
7. Select the Suspend Schedules tab.
The Suspend Schedules page will be displayed.
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Lease Info | Document Chains

| Documnent Chain | vendors | Amounts | Document Templates | Suspend Schedules | Unsuspend Schedules

Add Copy Eemove | Reset Periods | Reset Line | Display |10 =] Items  Miew as CSV Sort..

Item Page: 123456

[Justification|¥endor ¥endor Name |Withhold Suspense Retroactive One-Time Manual
Code Applied Release Payment Payment

@ " 02/01/2009 $7,185.26 043540566
B ¢ 02/01/2010 $7,165.26 043540566
B £ oziorrz0it g7,185.26 043540566
@  02/01/2012 $7,185.26 043540566
E 0 02/01/2013 $7,165.26 043540566

B ¢ o3v01rz009 $7,185.26 043540566

8.  Select the suspend schedule line to reset.

70 HARBOUR
POINTE LLC

70 HARBOUR
POINTE LLC

70 HARBOUR
POINTE LLC

70 HARBOUR
POINTE LLC

70 HARBOUR
POINTE LLC

70 HARBOUR
BATMTE 11~

9. Click the Reset Periods button.

The following warning message appears.

False

False

False

False

False

False

False

False

False

False

False

False

False

False

False

False

False

False

Ttems 1-10 of 52

False
False
False
False
False

False

Note: The suspend schedule will be cleared of all manual changes

to regularly scheduled suspend payments and the suspend payments

will return to their system calculated amounts. One-time suspend

payments, retroactive suspend payments, or suspend payments with

an applied withhold will not be cleared from the schedule when

resetting periods.

10. Review the updated suspend schedule.
11. Click the Save button to update the lease profile.

2.6.34 Can | Recalculate A Line On The Suspend Schedule?

Notes

The answer is yes! To recalculate a line on the suspend schedule so that a manual change to a regularly
scheduled suspend payment line is cleared and the suspend payment returns to its original system
calculated amount and date, follow the steps listed below. Note: This feature can also be used to remove
a system calculated applied withhold from a schedule payment line. If a withhold has been applied to a
payment line, using this feature will remove the withhold and return the scheduled payment line to its

original amount.

1. Select Reference—Document—Lease Profiles.

The Search - Lease Profile page will be displayed.

Notes
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Search - Lease Profile

Search Criteriz

Code: Effective Dates
Name: | fombae
Shart Hame: To Date:

Status:

Security Ora: &
Search | Clear

mew| o | Delete | pisplay [10 =] tems  diew as csv sort..,

| code  name [Shortname Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of page

2.  Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.

3. Select the suspended lease profile for the suspense schedule line to
be reset.

4.  Click the Open button.
The Lease Info tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.
The Document Chains page will be displayed.
6. Select the appropriate Document Chain Number.
7. Select the Suspend Schedules hyperlink.
The Suspend Schedules page will be displayed.

Lease Info | Document Chains

Document Chain | Vendars | Amounts | Document Templates | Suspend Schedules | Unsuspend Schedules

Suspend Schedule
add| (Coy | [Eemove | | Resetreriods | | Reseriine | Display [10 5] dtems  view as csv Sort..
Item Page: 123456 Itemns 1-10 of 52
Justification|vendor  |Vendor Name |Withhold  |Suspense  [Retroactive One-Time Manual
Code applied Release Payment Payment
70 HARBOUR
@ ¢ 02/01/2009 $7,185.26 043540566 POINTE LLC False False False False
70 HARBOLR
B ¢ 02/01/2010 $7,185.26 043540566 FOINTE LLC False False False False
70 HARBOLR
B £ oziorrz0it g7,185.26 043540566 L0 HOREOL False False False False
70 HARBOUR
@ ¢ 02/01/2012 $7,185.26 043540566 POINTE LLC False False False False
70 HARBOLR
E 0 02/01/2013 $7,165.26 043540566 FOINTE LLC False False False False
B ¢ o3v01rz009 $7,185.26 043540566 L0 MARBOUR  pope False False False

8.  Select the suspend schedule line to reset.
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9. Click the Reset Line button.
The following warning message appears.

Note: Any manual change and/or system calculated applied
withhold to the schedule payment line will be removed and the
schedule payment line will return to its original system calculated
date and amount. Resetting a schedule payment line cannot be used
for a one-time payment schedule line, a retroactive payment
schedule line, or a suspense release payment schedule line.

10. Review the updated suspend schedule.
11. Click the Save button to update the lease profile.

2.7 How Can | Unsuspend A Lease?

Notes

The following steps describe how a suspended lease can be unsuspended.

1. Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Criteriz

Code: Effective Dates
Narne: | FomDate:
Short Mame: To Date:
Status: -
Security Org: &
Search | Clear
New | Open | Delete | Display |10 =] ttems  Wisw as Cs¥ Sort...
| code  [vame [shortname |status______[start Date [Endpate |

- NO ITEMS TO DISPLAY -

Go to top of page

2. Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.
Select the suspended lease profile to be unsuspended.

4.  Click the Open button.

The Lease Info tab of the Lease Profile will be displayed.

5. Select the Document Chains tab.

The Document Chains page will be displayed.

6. Open the appropriate Document Chain Number.

7.  Enter the date to unsuspend in the Unsuspend Date field.

8.  Click the Apply Unsuspense button.

Notes
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9. Select the Unsuspend Schedules tab.
The Unsuspend Schedules page will be displayed.
10. Review the unsuspend schedule and make changes, if necessary.
11. Click the Save button to update the lease profile.
12. Select the Document Templates tab.
The Document Templates page will be displayed.
13. Select the LP payment document template.
14. Click the Schedules hyperlink.
The Schedules page will be displayed.
15. Review the document creation schedule.
2.8 How Can | Unsuspend A Lease And Have The Documents Released For $0.007?
Notes
1.  Select Reference—Document—Lease Profiles.
The Search - Lease Profile page will be displayed.
Search - Lease Profile
T
—m_T
2. Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.
3. Select the suspended lease profile to be unsuspended.
4.  Click the Open button.
The Lease Info tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.
The Document Chains page will be displayed.
6.  Open the appropriate Document Chain Number.
7. Enter the date to unsuspend in the Unsuspend Date field.
IE:?:;teed: April 14, 2011 Privileged and ConfidentiaIpCopy\rli_gt?tsgoiao,fgecacl)\lézgjeerg
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10.

11.
12.
13.

14.
15.

16.

2.9

Notes
Select the No Release check box.
Click the Apply Unsuspense button.
Select the Unsuspend Schedules tab.
The Unsuspend Schedules page will be displayed.
Review the unsuspend schedule and make changes, if necessary.
Click the Save button to update the lease profile.
Select the Document Templates tab.
The Document Templates page will be displayed.
Select the LP payment document template.
Click the Schedules link.
The Schedules page will be displayed.
Review the document creation schedule.

How Can | Succeed Or Supersede An Existing Lease?

Follow the steps outlined in Section 3.1: How do | Create a New Lease Profile for Leases that are Paid
Monthly?, followed by the steps outlined below.

Notes

1.  Select Reference—Document—Lease Profiles.

The Search - Lease Profile page will be displayed.

Search - Lease Profile

[ Tiode Jiame  [shortveme  [staus [startbote __Jendoate |
2.  Enter the appropriate search criteria and click the Search button.

All lease profiles matching the search criteria will be displayed.

Select the lease that was Succeeded/Superseded.
4.  Click the Open button.

The Lease Info tab of the Lease Profile will be displayed.
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5. Verify the selected lease has a Lease Code of a
Succeeding/Superseding Lease in the Succeeded/Superseded By
field.

6. Change the Effective Dates To Date to the date of termination.

7. Select Inactive from the Status drop-down box so that no new
payments are created.

Note: The lease profile will be considered terminated if Active is
not selected from the drop-down box.

8.  Click the Save button at the bottom to update the lease profile.

2.10 How Can | Review Lease Activity?

The following steps describe how to review lease activity via the Lease Activity Query.
Notes
1. Select Queries—Document—Lease Query.
The Lease Query will be displayed.

Lease Query

Search Criterta

Code: | Effective Dates
Name: Erom Date:
Shart Name: To Date:

Status:

j'
Security Qra: &
Search | Clear

Open | Display [10 = rtemns  Wiew as CSV Sort..,

| [code  [name [shortname Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of page

2. Search for specific lease information by entering any of the
following search criteria: Lease Code, Lease Name, Status,
Security Org, From Date, and To Date.

Click the Search button.
4.  Select the lease document to review.
Click the Open button.
The Lease Info page of the document selected will be displayed.

Lease \Lease Profile Overview
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Lease Info | Documnent Chains
Expand All | Collapse All
- General
Code: [o1Boa1ze Succeeded/Superseded Lease: [
Name: [55A REALTY LIMITED L Succseded/Superseded By: |
Short Hame:  [550 FOREST A Modification Diate: [t1/1a72007
status: [Aeve = Last Madified By: e
N ™|
To Date: lm
6. Review the lease document.
2.11 How Can | Terminate A Lease Profile?
The following steps describe how to terminate a Lease Profile in Pegasys.
Notes
1. Select Reference—Document—L ease Profiles.
The Search - Lease Profile page will be displayed.
Search - Lease Profile
Narne: From Date:
Short Mame: To Date:
Status: -
security ora: [ 4
Search M
M M Gelee | Display [10 =] ttems  View as C3v Sort...
[ ode  [iame  [shortwome  [status __[startbote _____[endDate |
Go to top of page
2. Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.
3. Select the lease profile to be terminated.
4.  Click the Open button.
The Lease Info tab of the Lease Profile will be displayed.
5. Change the Effective To date to the lease termination date.
6. Select Inactive from the Status drop-down box to deactivate if
lease expired in prior month. If in current month, select Active.
Note: Check the Expiring Leases Report prior to deactivating a
lease profile. Refer to Chapter 7: Standard Lease Profile Reports
\Lease Profile Overview Lease
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for more information on the Expiring Leases Report.
7. Click the Save button to update the lease profile.

Notes

2.12 How Can | Review The Last Modification Information On A Lease Profile?

The following steps describe how to review the last modification information on a lease.

1. Select Reference—Document—Lease Profiles.

The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Criterta

Code:

Narne:

Short Mame:
Status: -
Seeurity Qra: 7

Search | | glear

From Date:

New | Cpen Delete | Display |10 = Items  Wiew as CS¥
| code  [vame [shortname |status______[start Date [Endpate |

- NO ITEMS TO DISPLAY -

Go to top of page

2. Enter the appropriate search criteria and click the Search button.
All lease profiles matching the search criteria will be displayed.
Select the lease to review the last modification information.

4.  Click the Open button.

The Lease Info tab of the Lease Profile will be displayed.
5. Review the Modification Date and Last Modified By fields.

Notes

Lease
Created: April 14, 2011
Final Version 1.0
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3 Lease Exception Scenarios

The following sections give step-by-step procedures on specific scenarios when working with Leases.

3.1 How Do | Make A Payment For An Annual, Semi-Annual, Or Quarterly Lease?

The following steps identify how to make a payment for an annual, semi-annual, or quarterly lease.

Notes

1. Select Reference—Document—L ease Profiles.
The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Criterts
Code:

Name:

Status: ~
Security Ora: &

search | Clear
new| o | Delete | pisplay [10 =] ttems  diew as cev Sort.

| code  name [Shortname Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of page

2.  Enter the appropriate search criteriaand click the Sear ch button.
All lease profiles matching the search criteria will be displayed.

3. Select the annual, semi-annual, or quarterly lease profile for the
payment to be made.

4. Click the Open button.
The Lease Info tab of the Lease Profile will be displayed.

5. Select the Document Chainstab.
The Document Chains page will be displayed.

r|Status__|suspended

[Els 1 Active False

Go to top of page

Open the appropriate Document Chain Number .
Enter the date to unsuspend in the Unsuspend Date field.
Click the Apply Unsuspense button.

Select the Unsuspend Schedulestab.
The Unsuspend Schedules page will be displayed.

© © N o

10. To make one payment only, calculate the total dollar amount for the
annud, semi-annual, or quarterly payment and change the amount

Lease Lease Exception Scenarios
Created: April 14, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
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11.
12.

13.

14.
15.

16.
17.

18.

19.

20.
21.

22.

on the last scheduled document to this amount.
Change all other scheduled document amounts to $0.00.

Click the Save button to update each line in the unsuspend schedule
when updating the document amounts.

Select the Document Templates tab.
The Document Templates page will be displayed.

[ Dacament Chain | Vendars | Ameunts | Document Templates | Suspend Schedules | Unsuspend Schedules

add | copy | | memove | Display [10 =] ttems  Wiew as cSV Sort..

Tterns 1-2 of 2
| [ RecordNumber[pocument Type  |FinalLastReference [ Referenced Record Number|
Ee 1Lo False 0
Ee 2Lp False 1

Select the L P payment document templ ate.
Click the Schedules hyperlink.

The Schedules page will be displayed.
Review the document creation schedule.

Once the payment has been made, the lease will need to be
resuspended. Steps 18-38 are instructions on how to resuspend the
lease.

Select Reference—Document—L ease Profiles.

The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Critera

Code: | Effective Dates
Name: | |Fombate

shortMame: [ To Dats:

Status: =

secwitv ora, [ &

Search | Clear
mew| Goen | Deleie | Display [10 =] ttems  wiew as C3v Sart..

| code  name  [ShortName Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of pags

Enter the appropriate search criteriaand click the Sear ch button.
All lease profiles matching the search criteria will be displayed.
Select the annual, semi-annual, or quarterly lease to resuspend.
Click the Open button.

The Lease Info tab of the Lease Profile will be displayed.

Select the Document Chains tab.

Notes

Lease Exception Scenarios
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23.
24,
25.

26.

27.

28.

29.

The Document Chains page will be displayed.

[ Lease InFn' Document Chains |

add|  Copy Remove | Display |10 = Items  Wiew as CSW Sort.,
| | Document Chain Number|Status  |Suspended Generate Past Forms Funding Level

Be 1 Active False True Header Accounting

Go to top of page

Open the appropriate Document Chain Number .
Enter the date of suspension in the Suspend Date field.

REQUIRED—Enter LR in the Suspend Doc Type field to generate
an accrua document.

Click the Template button.
The New Estimated Accrual page will be displayed.

‘ New Estimated Accrual ‘

Document Type:  |LR
Doc humber Prefix: &

Document Number: [-1-SUsp Generats
Security Org; &

Title: [

Copy
& Wone

€ Copy From
© Copy Forward

Go to tap of page

Click Finish button.
The Header page will be displayed.

‘ Header Ileed Assets | Office Addresses | Header Accounting Lines | Itemized Lines | Approwal Routing | Memas |

Workflow Status | approval History |

Expand all | Collapse All

= General
Document Type: LR Lease Suspense Accru Orig Receipt Date: Resst: [
Status: RECURRING Receipt Date:
Document Nurnber: -1-SUSP Accounting Perind: r
Title: I :::rgisat:ng fcoounting [

¥ peceived By: [na Batch Number:

o Document [——
Invoice #: Classification: 7
Invoice Date: Security Org: GSA

Disbursing Office: & Suppress Printing: r
Automatic Reversal: [ Fast Pay: r
Reversal Accounting .

o :
cerind: & Accepted Date

Rewerse After Period: Delivery Date:

—Period of Performance

Review the vendor code field to ensure that the appropriate vendor
code is displayed.

Select the Header Accounting Linestab.
The Accounting Lines page will be displayed.

Lease
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30. Click the Add button to add aHeader Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab and
click the Remove button.

TO COPY an exigting line, select the line to copy and click the Copy
button.

Note: Only oneline is needed for standard GSA leases.

31. REQUIRED—Sdlect an accounting template for the Header
Accounting Line.

Note: To Search for an Accounting Template, click on the
Template field label. The Search —Template page will be displayed.
Enter Search criteria. Click the Search button. Results are
displayed. To select a Template, click the Select button next to
corresponding Template.

32. Click the Default button to populate the fields in the Accounting
Dimensions section.

Complete the Bldg #, Activity (PGC11), and any other required
accounting €l ements that were not populated by the accounting
template.

33. Click the Verify button.

Any errorswill be displayed. Review the error message(s) and make
any necessary corrections on the form.

34. Click the Save Template button.
The Successful Save message appears.
35. Click the Close Template button.
The Document Chain page will be displayed.
36. Click the Apply Suspense button.
37. Select the Suspend Schedules tab.
The Suspend Schedules page will be displayed.

[Gacument Ghain | Venders | Ameurts | Document Templates | Suspend Schedules IUnsuspEnd Sehedules |

Add | Copy Remove | Reset Perinds | Reset Line |Dlsplav 10 :l' Iterns  Miew as CSW Sort...

Item Fage: 123456 Itemns 1-10 of 52
vendor  |VendorName |Withhold  |Suspense Retroactive One-Time Manual
Code Applied Release Payment Payment
70 HARBOUR
Bl ¢ oesoizo00 47,185.26 43540568 [ L RE S False False False False
70 HARBOUR
Bl ¢ oesoizoio $7,185.26 43540588 [ L RET S False False False False
70 HARBOUR
B¢ oeovzon $7,185.26 D43s4anses [ LHET S False False False False

70 HARBOUR
POINTE LLC False False False False

70 HARBOUR

[El ¢ o02/01/2012 47,185.25 043540566

[E1 & o02/01/2003 47,185.28 043540566 False False

POINTE LLC False False

03/01/2009 $7,185.26 043540566 False False False False
o o EhEL A . w w

38. Review the document creation suspend schedule.
39. Click the Save button to update the lease profile.

Lease Exception Scenarios Lease
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3.2 How Do | Make A Partial Release Of A Suspended Lease Without Unsuspending
The Entire Lease?

The following steps describe how to make a partial release of a suspended | ease without unsuspending the
entire lease.

Notes

1. Select Reference—Document—L ease Profiles.

The Search - Lease Profile page will be displayed.

Search - Lease Profile

[ Tiode Jiame  [shortveme  [staus [startbote __Jendoate |
2.  Enter the appropriate search criteria and click the Sear ch button.

All lease profiles matching the search criteria will be displayed.
3.  Select the suspended lease profile to be partialy unsuspended.
4. Click the Open button.

The Lease Info tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.

The Document Chains page will be displayed.

[ Inf | Documen t Ch |

oy [10 =] rtems  view as Csv Sort
r|status  |Suspended
@ [=f 1 Active False

6. Open the appropriate Document Chain Number.
7.  Enter afuture date to unsuspend in the Unsuspend Date field.

Note: The unsuspend date will be after the Last Generation Date

and must be a future date within the current month to keep the lease

profile suspended while partially unsuspending some payments.
8. Click the Apply Unsuspense button.
9. Click the Unsuspend Schedulestab.

The Unsuspend Schedules page will be displayed.
Lease Lease Exception Scenarios
Created: April 14, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
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10. Select the unsuspended schedule line to be released at thistime.
11. Enter the current date in the Date field.

12. Change the amount in the Amount field, if necessary.

13. Enter ajustification in the Justification field.

14. Click the Save button to save the changes to the unsuspend schedule
line.

15. Review the unsuspend document creation schedule.
16. Click the Save button to update the |ease profile.

17. Select the Document Templates tab.
The Document Templates page will be displayed.

Lease Info | Document Chaing

Suspend Schedules | Unsuspend Schedulss

‘ Docurnent Chain | vendors | Arnaunts I Document Templates

add | copy | [ emove | Display [10 =] tems  wiew as cSv sart..

Items 1-2 of 2

| ] Record Number|Document Type Final Last Reference Referenced Record Number|
@ ol 1Lo False i}
B ol zLP False 1

Go to top of page

18. Select the L P payment docyment teqnpl ate.

19. Click the Schedules hyperlink.
The Schedules page will be displayed.

Lease Info | Document Chains

Document Chain | ¥endors | Amounts | Document Templates

Suspend Schedules | Unsuspend Schedules

| Document Template | Frequencies I Schedules

add| cooy | emove || Resetperiods | | pesetline | Display [10 =] ttems  view as CSy Sert.

Itern Page: 123456 Items 1-10 of 53

Justification|vendor  |Vendor Name |withhold  |Suspense  |Retroactive One-Time Manual
Code Applied Release Payment Payment

[E1 0 o2s01/2009 §7,185.26 043540566 S0 MARBOUR - ralse False False False

B ¢ 02/01/2010 §$7,185.26 043540566 ;g;"\ﬁriaﬁgn False False False False

B ¢ 02/01/2011 §$7,185.26 043540566 ;g;"\ﬁriaﬁgn False False False False

B ¢ 02/01/2012 $7,185.26 043540566 ;g;"\ﬁriaﬁgn False False False False

B ¢ 02/01/2013 §7,185.26 043540566 SE)T’-:\A%FF;BIC\)E‘R False False False False

20. Review the document creation schedule.

21. After the selected document has been processed, the unsuspend date
will need to be deleted. Steps 22—-31 are instructions on how to
delete the unuspend date on the lease profile and return the lease to
suspended status.

22. Select Reference—Document—oL ease Profiles.

Lease Exception Scenarios Lease
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23.

24,
25.

26.

27.
28.
29.
30.

31.

The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Criterta

Code: Effective Dates
Narne: | fombae
Short Marne: To Date:

Status: -

Security Ora: &
Search | Clear

New | ‘oren | | Delete | Display [10 =] 1tems  view as csv Sort..

| code  name  [ShortName Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of pags

Enter the appropriate search criteriaand click the Sear ch button.
All lease profiles matching the search criteria will be displayed.

Select the lease profile to change the unsuspend date.

Click the Open button.

The Lease I nfo tab of the Lease Profile will be displayed.
Select the Document Chains tab.

The Document Chains page will be displayed.

Document Chain | Vendors | Amounts | Documnent Templates | Suspend Schedules | Unsuspend Schedules

Add | Copy Aemove | Display |10 = Itens  Wiew as CSW Sort..

| | DocumentChain Number|Status__|Suspended _ [Generate Past Forms  [Fundinglevel |
@ o] 1 Active False True Header Accounting
Go to top of page
Open the appropriate Document Chain Number .
Delete the date in the Unsuspend Date field.
Click the Save button to update the |ease profile.
Select the Suspend Schedulestab.
The Suspend Schedules page will be displayed.
Review the suspend schedule.
Document Chain | Vendars | Amounts | Document Templates | Suspend Schedules | Unsuspend Schedules
Suspend Schedule
add| Copy | | Remove | | Reseteriods | | feseiline | Display [10 2] tems  view as oSV Sort.
Ttem Page: 123456 Ttems 1-10 of 52
| e e o e s s
Code Applied Release Payment Payment
B¢ ozio1rz009 $7,185.26 043540566 Lo HORBOUR False False False False
B ¢ oz/o1rz010 $7,185.26 043540566 [0 HOREOR palse False False False
E € 02/01/2011 $7,165.26 043540566 guo‘meriBSSR False False False False
B " 02/01/2012 $7,185.26 043540566 ;g:\ﬁrREBﬁgR False False False False
B¢ oziorrzois $7.185.26 043540566 Lo HORBOUR False False False False
B¢ oa1rz009 47,185.26 043540566 10 MARBOUR False False False

BATNTE 11

Notes
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Note: When unsuspending, only the suspense accrual s that have not been released will be displayed on
the Unsuspend Schedule

3.3 How Do | Release A Suspended Lease To A Different Vendor?

The following steps describe how to unsuspend a lease to a different vendor.
Notes

1. Select Reference—Document—L ease Profiles.
The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Criterta

Code: I Effective Dates
Name: Erom Date:
Short Mame: To Date:

Status:

Security Org: &
Search Clear

Mew | oren | Delete | Display [10 =] ttems  Wiew as CSV Sort.,
| frode  [Name [ShortnName Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of pags

2.  Enter the appropriate search criteriaand click the Sear ch button.
All lease profiles matching the search criteria will be displayed.

3. Select the suspended lease profile to unsuspend to a different
vendor.

4. Click the Open button.
The Lease I nfo tab of the Lease Profile will be displayed.

5.  Select the Document Chains tab.
The Document Chains page will be displayed.

[ Lease Tnfa | Documen t Chains |

Add| Copy Remove | Display [10 =] 1tems  Wiew as CS¥ Sort...
| | Document Chain Number|Status  |Suspended Generate Past Forms Funding Level

Be 1 Active False True Header Accounting

Go to top of page

6. Open the appropriate Document Chain Number.

7. Click the Vendor stab.
The Vendors page will be displayed.

8. Click the Add button.
The Vendor page will be displayed.

Lease Exception Scenarios Lease
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Vendor
Item 1 of 1

Expand All | Collapse All
r Gel |

*Ch ge Effective Date:

currency  —

10.

11.

12.

Vend: Agent
’7 Code: 7 More Code: e More Default
Name; Mame:

Remit To Addvess
’7Remlt To Address: ¥ Mare

Go to top of page

REQUIRED—Enter the effective date in the Change Effective
Datefield.

Note: The Change Effective Date cannot be earlier than the Lease
Effective From date.

REQUIRED—Enter the Vendor Code in the Vendor Codefield.
The vendor name and address will be inferred from the vendor code
that is entered.

Note: Thisisthe vendor receiving the 1099 form.

= To Search for aVendor Code, click on the Code field label. The
Search —Vendor Code page will be displayed. Enter Search
criteriaand click the Sear ch button. To select a Vendor from the
results, click the Select button corresponding to that Vendor .

REQUIRED—Enter the Address Code in the Remit To Address
field.

= To Search for aRemit to Address, click on the Remit to
Addressfield label. The Search —VVendor Code page will be
displayed. Enter Sear ch criteriaand click the Sear ch button. To
select aVendor from the results, click the Select button
corresponding to that Vendor. Remit to Addressfieldis
completed on Vendor page.

Note: Thisfield isrequired by GSA policy.
Enter the Vendor Code in the Designated Agent Code field. The

vendor name and address will be inferred from the vendor code that
is entered.

Note: The Designated Agent Code field will be used only for
assignments.

= To Search for aDesignated Agent Code, click on the Code field
label. The Search —Vendor Code page will be displayed. Enter
Sear ch criteriaand click the Search button. To select aVendor

Lease
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from the results, click the Select button corresponding to that
Vendor. The Code field is completed on Vendor page.
13. Inthe Description field, enter descriptive information (limited to
255 characters) as necessary.
14. Select the Document Chain hyperlink.

The Document Chain page will be displayed.

| Document Chain

vendors | Amounts | Document Templates | Suspend Schedules | Unsuspend Schedules

Itern 1of 1

Expand All | Collapse All

= General

Docurment Chain Mumber: |1

Status: Active -
Suspended: r

Generate Past Forms: r

¥ e inding Level: Header Accounting =

= Lease

-~ Suspend

Last Generation Date: Apply Suspense
Suspend Date: Template

Suspend Document Type: &+

r I

Unsuspend Date: Apply Unsuspense

No Releass: -

Go to tap of page

15. Verify that the Document Chain Number for the suspended leaseis
selected.

16. Enter the date to unsuspend in the Unsuspend Date field.
17. Click the Apply Unsuspense button.

18. Select the Unsuspend Schedules tab.
The Unsuspend Schedules page will be displayed.

Lease Info | Document Chains

| Document Chain | vendors | Amounts | Dacument Templates | Suspend Schedules | Unsuspend Schedules ‘

add| [Copy | | Remove | Reset Periods | Reset Uine |D|sp|ay 10 x| Iterns  Wiew as CSY Sort...

vendor  |Vendor withhold Suspense Retroactive One-Time Manual
Code Name Applied Release Payment Payment

- NO ITEMS TO DISPLAY -

Go to top of page

19. Review the unsuspend schedule and make changes, if necessary.
20. Click the Save button to update the lease profile.

21. Select the Document Templates tab.
The Document Templates page will be displayed.

Lease Exception Scenarios Lease
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22.
23.

24,

3.4

Lease Info | Document Chains

[ Dacument Chain | Vendars | Ameunts | Document Templates | Suspend Schedules | Unsuspend Schedules

add | copy | | memove | Display [10 =] ttems  Wiew as cSV Sort..

Itzms 1-2 of 2

| ] Record Number|Document Type Final Last Reference Referenced Record Number]
Ee 1Lo False 0
Ee ZLR False 1

Go to top of page

Select the L P payment document templ ate.

Click the Schedules hyperlink.
The Schedules page will be displayed.

Lease Info | Document Chains

Document Chain | ¥Yendors | Amounts | Documen t T 1 Suspend Schedul Unsuspend Schedul

| Document Template | FrEqunmEs' schedules |

add| copy | | gemeve | | messtPeriods | | feseiline | Display[10 x] tems  view as csv sort..

Itern Page: 1 23456 Items 1-10 of 53
vendor vendor Name |Withhold Suspense Retroactive One-Time Manual
Code Applied Release Payment Payment
70 HARBOUR
1~ oz/01/2009 $7,185.26 043540566 2 HERED False False False False
70 HARBOUR
21 = oz/oirzot0 4718526 043540566 [on el False False False False
70 HARBOUR
[E1 & oz/01/2011 4718526 043540566 oot e False False False False
70 HARBOUR
[E1 o oz/01/2012 $7,185.26 043540566 [0 HERED False False False False
70 HARBOUR
[E1 ¢ oz/012013 4718526 043540566 o R Rl False False False False

Review the document creation schedule, which will display the
release payments to the new vendor.

Notes

How Do | Unsuspend A Lease That Was Suspended In A Prior Fiscal Year?

No specia procedures are needed to unsuspend alease that crosses fiscal years unless more funds need to
be released than were accrued. If more funds are needed, the funds must come from current year funds.
The user can modify a Suspense Rel ease document that was accrued in the current year or enter a one-
time payment. The following steps describe how to unsuspend alease that was suspended in a prior fiscal
year and create a one-time payment to reference current year funds.

1

Select Reference—Document—L ease Profiles.
The Search - Lease Profile page will be displayed.

Notes

Lease
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Search - Lease Profile

Search Criteria

Code: I Effective Dates
Name: Erom Date:
short Marne: To Date:

Status: hd
Security Org: &

Search | Clear
Mew | ‘oren | | Delete | Display [10 =] 1tems  view as cSV Sort..,
| feode  [Name  [shortname Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of page

2.  Enter the appropriate search criteriaand click the Sear ch button.
All lease profiles matching the search criteria will be displayed.

3. Select the suspended lease profile to be unsuspended.

4. Click the Open button.

The Lease I nfo tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.

The Document Chains page will be displayed.

Document Chains

Document Chain | Vendors | Amounts | Documnent Templates | Suspend Schedules | Unsuspend Schedules

Add | Copy Aemove | Display |10 = Itens  Wiew as CSW Sort..

| | Document Chain Number|Status  |Suspended Generate Past Forms Funding Level

EBe 1 Active False True Header Accounting

Go to top of page

Open the appropriate Document Chain Number .
Enter the date to unsuspend in the Unsuspend Date field.

Click the Apply Unsuspense button.

© © N o

Click the Unsuspend Schedules tab.
The Unsuspend Schedules page will be displayed.

Leass Info | Document Chains

| Dacument chain | vendars | Amaunts | Dacument Templates | suspend Schedules | Unsuspend Schedules

Unsuspend Schedule

add| copy | memove | | Resstperiods | | Reseiline | Display[10 =l tems  view ss s sort..

vendor  |Yendor withhold Suspense Retroactive One-Time Manual
Code Name Applied Release Payment Payment

- NO ITEMS TO DISPLAY -

10. Review the unsuspend schedule and make changes, if necessary.

Note: Documentsthat reference an accrual froma prior fiscal year
cannot be changed to a greater release amount.

Notes
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11.

12.

13.
14.
15.
16.
17.

18.
19.

20.
21.

22.

Click the Save button, if updates to an unsuspend schedule line were
made.

Complete Steps 13-17 if a one-time payment needs to be entered to
reference current year funds, if not skip to Step 18.

Click the Add button to add the one-time payment to the schedule.
Enter the date for the one-time payment in the Date field.

Enter the amount in the Amount field.

Enter ajustification in the Justification field.

Verify that Miscellaneous Reference is selected from the
Reference Type drop-down box, and the One-Time Payment
check box is selected.

Click the Save button to update the lease profile.

Select the Document Templates tab.
The Document Templates page will be displayed.

Lease Info | Document Chains

| Document Chain | vendors | Ameunts I Document Templates | Suspend Schedules | Unsuspend Schedules

(add | [Copy | [emove | visplay [10 =] tterms  view as sy sort..

Items 1-2 of 2

| ] Record Number|Document Type Final Last Reference Referenced Record Number]
Ee 1Lo False 0
Ee 2Lp False 1

Go to top of page

Select the L P payment document templ ate.

Click the Schedules hyperlink.
The Schedules page will be displayed.

Lease Info | Document Chains

Document Chain | ¥endors | Amounts | Documen t T | Suspend Schedul Unsuspend Schedule

| Document Template | Frequenmesl Schedules |

add| cooy | [memeve | ResetPeriods | | esctline | oisplay [10 =] ttems  view ss CSW Sort.,
Item Page: 123456 Items 1-10 of 53
vendor vendor Name wWithhold Suspense Retroactive One-Time Manual
Code applied Release Payment Payment
70 HARBOUR,
E " 02/01/2009 $7,185.26 043540566 POINTE LLC False False False False
70 HARBOUR
[E1 0 vzorvzoin §7,185.26 043540566 70 HARBOLK Falsz Falsz Falsz False
70 HARBOUR.
B " 02/01/2011 $7,185.26 043540566 POINTE LLC False False False False
70 HARBOUR,
[E o ozoizoiz §7,185 .26 043540566 10 HARBOUS False False False False
70 HARBOUR
o ozozons §7,185.26 043540566 70 HARBOLI Falss Falss Falss Falss

Review the document creation schedule.

Notes
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3.5 How Can | Release A Specific Suspense Accrual Without Unsuspending The

Entire Lease?

The following steps describe how to release a specific suspense accrual without unsuspending the entire

lease.

1. Select Reference—Document—oL ease Profiles.

The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Criterta

Code: Effective Dates
Narne: | fombae
Short Marne: To Date:

Status: -

Security Ora: &
Search | Clear

New | ‘oren | | Delete | Display [10 =] 1tems  view as csv Sort..

| code  name  [ShortName Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of pags

2. Enter the appropriate search criteria and click the Sear ch button.
All lease profiles matching the search criteria will be displayed.

3. Select thelease profile to be modified.

4. Click the Open button.

The Lease Info tab of the Lease Profile will be displayed.

‘ Lease Info | Docurnent Chains ‘

Expsnd all | Collapse All

- General

X Creation Details: [Meither =
ve Dates
From Date: [10/01/2008
ToDate:  [03/302018

) .
¥ Code: 06B04264 Succeeded/Superseded Lease ra
Succesded/Superseded By:
X ame: LEASE NAME
Modification Date: 01/06/2009
Short Name: PROP 1D
Last Modified By: lIroles70
Status: Active = st Madinee By Srotes
Security Ora: GSA 7

— - Di pi

ADDITIOMAL INFO :I

Description:

5.  Select the Document Chains tab.
The Document Chains page will be displayed.

Notes

Lease Exception Scenarios
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10.

11.

r|status |Suspended =

@ ol 1 Active False

Go to top of page

Open the appropriate Document Chain Number .

Click the Vendor stab.
The Vendors page will be displayed.

Click the Add button.
The Vendor page will be displayed.

Vendor
Itern 1of1

Expand &l | Collapse all

= General

* Change Effective Date:

Currene y:

- Wendor Informnation

Name: Mame:

Remit To Address
(Remlt To Address: ¥ Mare

Vendor a0
’7 Cade: ra More Code: 7 More Default

Ga to top of page

REQUIRED—Enter the effective date in the Change Effective
Datefield.

Note: The Change Effective Date isthe Lease Effective From
date.

REQUIRED—Enter the Vendor Code in the Vendor Codefield.
The vendor name and address will be inferred from the vendor code
that is entered.

Note: Thisisthe vendor receiving the 1099 form.

= To Search for aVendor Code, click on the Code field label. The
Search —Vendor Code page will be displayed. Enter Search
criteriaand click the Sear ch button. To select aVendor from the
results, click the Select button corresponding to that Vendor .

REQUIRED—Enter the Address Code in the Remit To Address
field.

= To Search for aRemit to Address, click on the Remit to
Addressfield label. The Search —VVendor Code page will be
displayed. Enter Sear ch criteriaand click the Sear ch button. To

Lease

Lease Exception Scenarios
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select aVendor from the results, click the Select button
corresponding to that Vendor. The Remit to Addressfieldis
completed on Vendor page.

Note: Thisfield isrequired by GSA policy.
12. Enter the Vendor Code in the Designated Agent Codefield. The

vendor name and address will be inferred from the vendor code that
is entered.

Note: The Designated Agent Code field will be used only for
assignments.

To Search for aDesignated Agent Code, click onthe Codefield
label. The Search —Vendor Code page will be displayed. Enter
Sear ch criteriaand click the Search button. To select aVendor
from the results, click the Select button corresponding to that
Vendor. The Code field is completed on Vendor page.

13. Inthe Description field, enter descriptive information (limited to
255 characters) as necessary.

14. Click the Amountstab.
The Amounts page will be displayed.

15. Click the Add button to add the amount information.
The Amount record will be displayed.

Lease Info | Document Chains

| Documen t Chalaner\dorS' Amounts |DucumentTemplates Suspend Schedules | Unsuspend Schedules

| |change Effective Date Number of Years (%)

A $0.00 Annually
Expand all | Collapse Al
= General
Chanae Effective Date:
X mount: $0.00
¥ L etroactive Documen t Options: | Periodic Retroactive Documents «]
annual Amount: $0.00
¥ mount Interval: Annually =
Number of Years (X}:
—- Descripti
Descriotio |

16. REQUIRED—Enter the effective date in the Change Effective
Datefidd.

Note: The Change Effective Date isthe Lease Effective From
date.

17. REQUIRED—Enter the amount of $0.00 in the Amount field.

18. REQUIRED—Enter the amount interval of Annual in the Amount
Interval field by selecting the drop-down list box.

Lease Exception Scenarios Lease
Privileged and Confidential/°Copyright 2011, CGI Federal Created: April 14, 2011
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19.

20.

21.

22

23.

24,

25,

26.

Allow the Periodic Retroactive Documents value to default in the
Retroactive Document Options drop-down box.

In the Description field, enter descriptive information (limited to
255 characters) as necessary.

Click the Document Templates tab.

The Document Templates page will be displayed.
Click the Add button.

The Document Template page will be displayed.

Save
Lease Info | Document ch
Document Chain | Yendors | Amounts | Document Templates | Suspend Schedules | Unsuspend Schedules
Document Template | Frequencies | Schedules
Item 1 of 1

Expsnd all | Collapse All
- Ge |

XL men R # Copy Fud From Template Record —————————————

Referenced Record Number: |0
First Crestion Date:
n Final Last Reference: r
status: Active =
Template

[~ = Payment Template Prampt Pay Information

Periodic Fayments Subjact ta Prompt Pay: ¥ Specific Periadic Payments Prompt Pay Type: &

Retroactive Payments Subject to Prompt Pay: W Specific Retroactive Pavments Prompt Pay Type: 7

Go to top of page

REQUIRED—Enter LP in the Document Typefield to generate a
payment document.

REQUIRED—Enter the first creation date in the First Creation
Datefidld.

Note: The First Creation Date will be the Lease Effective From
date.

In the Payment Template Prompt Pay | nfor mation section, accept
the default value of True for the Periodic Payments Subject to
Prompt Pay flag.

REQUIRED—Enter the prompt pay type of LEASE in the
Specified Periodic Payments Prompt Pay Typefield.

27. Accept the default value of True for the Retr oactive Payments
Subject to Prompt Pay flag.
28. REQUIRED—Enter the prompt pay type of LEASE in the
Specified Retroactive Payments Prompt Pay Typefied.
29. Click the Template button.
The New Payment Authorization page will be displayed.
Lease Lease Exception Scenarios
Created: April 14, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
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New Payment Authorization

Document Type: LF
Doc Number Prefix: F

Document Number: [-1-1 Generate
Security Org: &
Title: [

Copy Document
@ None
© Copy From
© Copy Forward

Go to top of page

30. Click Finish button.
The Header page will be displayed.
H Do t > Lease Profilss > Lease Info >
verify | refresh | Fund Currency | add Shorteut | Attachments | Route SaveTemplate || Closs Template
| Header | Fixed Assets | Header Accounting Lines | Itsmized Lines | Approval Routing | Memos | Disbursing Information |
Wworkflow Status | Approval History |
Expand all | Collapse all
= General
Document Type: le— m Orig Authorization Date:
Status: [REcuRRING Authorizstion Date:
Docurnent Nurnber: -1-1 Accounting Period: s
Title: [ Reporting Accounting Period: k4
Autharized By: [ Document Classification: &+
Automatic Reversal: ] Security Qrg: GSA
Reversal Accounting Period: [ | 4 additional Payee Name:
Reverss After Period: | Aceomplished Date:
Agency DUNS Humber: | Suppress Printing: -
Agency DUNS+4: l—
’— - wendor Information |
31. REQUIRED—Review the Payee and Designated Agent fieldsto
ensure that the appropriate vendor codes are displayed.
32. Select the Header Accounting Lines tab.
The Header Accounting Lines page will be displayed.
33. Click the Add button to add a Header Accounting Line.
TO REMOVE an existing line, select the line by clicking its tab and
click the Remove button.
TO COPY an exigting line, select the line to copy and click the Copy
button.
Note: Only onelineisneeded for standard GSA leases.
34. Inthe Document Reference group box, enter LR in the Type field
for the suspense accrual document to liquidate.
35. REQUIRED—Inthe Number field, click Number field label to
Sear ch for the Reference Document Number .
Search page will be displayed.
Lease Exception Scenarios Lease
Privileged and Confidential/°Copyright 2011, CGI Federal Created: April 14, 2011
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36.
37.

38.

39.

40.
41.

42.

43.

45,

46.

47.

Enter the search criteria and click the Sear ch button.

Select the desired accrual document to liquidate and click the Select
button.

REQUIRED—Enter a document reference line number in the
Accounting field.

Select the Final check box, if thisisthe last payment to reference
the accrual.

Click the Default button.

REQUIRED—Review the Amount field with the amount from the
L R accrual document and change if necessary.

In the Vendor I nvoice Refer ence group box, enter the L ease Code
in the Invoice Number field.

REQUIRED—Select an accounting template for the Header
Accounting Line.

Note: To Search for an Accounting Template, click on the
Template field label. The Search —Template page will be displayed.
Enter Search criteria. Click the Search button. Results are
displayed. To select a Template, click the Select button next to
corresponding Template.

Click the Default button to populate the fieldsin the Accounting
Dimensions section.

Complete the Bldg #, Activity (PGC11), and any other required
accounting elements that were not populated by the accounting
template.

REQUIRED—Review the L ease Codein the Contracts Number
field.

Click the Verify button.

Any errorswill be displayed. Review the error message(s) and make
any necessary corrections on the form.

Click the Save Template button.
The Successful Save message appears.

48. Click the Close Template button.
Teh Document Template page will be displayed.
49. Click the Frequenciestab.
The Frequencies page will be displayed.
50. Click the Add button to add the frequency information.
51. REQUIRED—Enter the effective date in the Change Effective
Lease Lease Exception Scenarios
Created: April 14, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
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Datefield.

Note: The Change Effective Date must equal the Lease Effective
From date on a new lease profile.

52. REQUIRED—Select One-Time from the Frequency drop-down
box in the Frequency Details box.

53. Confirm that the Forward radio button in the Gener ation Type box
is selected.

54. Click the Schedules hyperlink.
The Schedules page will be displayed.

55. Click the Add button to add the one-time payment to the schedule.
56. Enter the date for the one-time payment in the Date field.

57. Enter the amount in the Amount field.

58. Enter ajustification in the Justification field.

59. Veify that Miscellaneous Reference is selected from the
Reference Type drop-down box, and the One-Time Payment
check box is selected.

60. Review the document creation schedule.

Lesse Info | Document Chains

Document Chain | ¥Yendors | Amounts | Documen t T Suspend Unsuspend Schedule

| pocument Template | Frequenmes' Schedules |

add| (Copv | [Eemeve | | ResstPeriods | | Resstline | Display[10 ] ttems  uisw ss Csv sort..
Iterm Page: 123456 Items 1-10 of 53
stification|Yendor ¥endor Name Withhold Suspense Retroactive One-Time Manual
Code Applied Release Payment Payment

@ " 02/01/2009 $7,185.26 043540566 ;Uom}rpéaﬁgp False False False False

21~ oz/01/2010 4728526 p43sanses O MAREOUR  palse False False False

B " 02/01/2011 $7,185.26 043540566 :g;"\ﬁrpéaﬁgR False False False False

[E1 ¢ oz/oirzoiz 4718526 p43sapses [0 NAREOUR False False False False

£ 02/01/2013 §7,185.26 043540566 [0 HARBOUR — ppy False False False

POINTE LLC

61. Click the Save button to update the lease profile.

3.6 How Do I Setup A Lease In Pegasys With A Rent-Free Period?

The following steps describe how to setup a Rent-Free Period Lease Profile in Pegasys at the beginning of
the Lease.

Notes
1. Follow the stepsin Section 2.1: How do | Create a New Lease
Profilefor Leasesthat are Paid Monthly and Section 2.1.1: How
do | Add Lessor Information to the New Lease Profile?
Lease Exception Scenarios Lease
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2. Onthe Document Chain page, click the Amountstab.
The Amounts page will be displayed.

3. Click the Add button to add the information.
The Amount record will be displayed

Lease Info | Document Chains

‘ Document t Chain | Vendors | Amounts | Document Templates | Suspend Schedules | Unsuspend Schedules

| [change Effective Date Number of Years (X)
B 0,00 annually

Expand All | Collapse All

* prmount: $0.00

¥ etroactive Documen t Options: [Perindic Retroactive Documnents = |

annual Armaunt: $0.00

Amount Interval: Annually

Humber of Tears (x):

|
4. REQUIRED—Enter the effective date in the Change Effective

Date field for when the rent-free period begins.

Note: The Change Effective Date must equal the Lease Effective
From date on a new lease profile.

5. REQUIRED—Enter $0.00 in the Amount field.

6. REQUIRED—Enter the amount interval of Annual in the Amount
Interval field.

7. Inthe Description field, enter descriptive information (limited to
255 characters) as necessary.

8. Allow the value Periodic Retr oactive Documentsto default in the
Retroactive Document Options drop-down box.

9. REQUIRED—Enter the effective date in the Change Effective
Date field for when the regular |ease payments are to begin (the end
of the rent free period).

Note: The Change Effective Date cannot be earlier than the Lease
Effective From date on the lease profile.

10. REQUIRED—Enter the amount in the Amount field.

11. REQUIRED—Enter the amount interval of Annual in the Amount
Interval field by selecting the drop-down arrow.

12. Inthe Description field, enter descriptive information (limited to
255 characters) as hecessary.

Notes

Lease
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13. Allow the value Periodic Retr oactive Documentsto default in the
Retroactive Document Options drop-down box.

14. Follow the proceduresin Chapter 2, Sections 2.1.3-2.1.6 to setup
the commitment document templ ate, payment document template
and additional chainsfor a new lease profile.

15. Note: If thereisa mid-month rent-free period, enter two linesin the
Amount window. The first amount will be for $0.00 and the Change
Effective Date will be for when the rent-free period begins. The
second amount will be for the amount of the lease and the Change
Effective Date will be for when the regular lease payments are to

begin.

3.7 How Do | Create A Holdover For A Lease One Month At A Time?

The following steps describe how to create a holdover for alease one month at atime.

Notes

1. Select Reference—Document—L ease Profiles.
The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Criteriz

Code: Effective Dates

| Jcode  [vame [shoriname Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of pags

2. Enter the appropriate search criteriaand click the Sear ch button.
All lease profiles matching the search criteria will be displayed.

Select the lease profile to be held over for amonth.

Click the Open button.
The Lease Info tab of the L ease Profile will be displayed.

Change the Effective To date to the hold over month date.
Click the Save button to update the lease profile.

3.8 How Do | Create An Accrual Outside Of Lease Profile?

An estimated accrual may need to be created outside of Lease Profile for projected claims that may come
up. Note: This processis not for year-end accruals.

The following steps describe how to create an estimated accrua outside of Lease Profile.

Lease Exception Scenarios Lease
Privileged and Confidential/°Copyright 2011, CGI Federal Created: April 14, 2011
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1. Select Transactions—Purchasing—New —Estimated Accrual.
The New Estimated Accrual page will be displayed.

‘ New Estimated Accrual ‘

Do Humber Prefic; Vi
* Document Number: General ke
Security org; p

Title: [

Capy
& Nane
' Copy Fram
" Copy Formard

Enter LU inthe Document Typefield.

Click the Gener ate button.

A unique document number will be generated in the Document
Number field.

4. Click the Finish button.

The Header page of the Estimated Accrual—Lease formwill be
displayed.

‘ Header | Fixed Assets | Office Addresses | Header Accounting Lines | Itemized Lines | Appraval Routing | Memos |

Workflow Status | Approval History |

Expand All | Collapse All

= General

Dosument Typs: [0 [Ceass s Acorusl Receipt Date: | — Reset: [0
Status: Wew Accounting Perind: [ #

Documen tMumber:  [LUZzoosoiosoooo W [

Title: [ Batch Humber: |

X peceived By: [na Document Classification: 7

Invoice #: | Security Org: GsA

Invoice Date: | Suppress Printing: Il

Dishursing Office: - # Fast Pay: r

5. Enter the name of the person creating the estimated accrual in the
Received By fidd.

6. REQUIRED—Enter the Vendor Codein the Vendor Codefield.
The vendor name and address will be inferred from the vendor
code that is entered.

Note: Thisisthe vendor receiving the 1099 form.

= To Search for aVendor Code, click on the Codefield label.
The Search —Vendor Code page will be displayed. Enter Sear ch
criteriaand click the Sear ch button. To select aVendor from
the results, click the Select button corresponding to that
Vendor.

7. REQUIRED—Enter the Address Codein the Remit To Address
field.

= To Search for aRemit to Address, click on the Remit to

Lease Lease Exception Scenarios
Created: April 14, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
Final Version 1.0 3-23



=CGI

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

Notes

Addressfield label. The Search —Vendor Code page will be
displayed. Enter Sear ch criteriaand click the Sear ch button.
To select aVendor from the results, click the Select button
corresponding to that Vendor .

Note: Thisfield isrequired by GSA policy.

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

9. Click the Add button to add a Header Accounting Line.
TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.
TO COPY an existing line, select the line to copy and click the
Copy button.
Note: Only oneline isneeded for standard GSA leases.

10. REQUIRED—Enter the amount for the estimated accrual in the
Amount field.

11. REQUIRED—Select an accounting template for the Header
Accounting Line.

Note: To Search for an Accounting Template, click on the
Template field label. The Search —Template page will be
displayed. Enter Search criteria and click the Search button.
Results are displayed. To select a Template, click the Select button
next to corresponding Template.

12. Click the Default button to populate the fields in the Accounting
Dimensions section.

Complete the Bldg #, F/C, and any other required accounting
elements that were not populated by the accounting templ ate.

13. REQUIRED—Enter the L ease Code in the Contracts Number
field.

14. Click the Verify button.

Any errorswill be displayed. Review the error message(s) and
make any necessary corrections on the form.

15. Click the Submit button.

The Form Successfully Submitted for processing message
appears.

3.9 How Do I Create A Cost Transfer For A Payment That Should Have Referenced
An Accrual?

The following steps describe how to create a cost transfer for a payment document that should have
referenced an accrual outside of Lease Profile. By following these steps, the accrual will be correctly
liquidated.

Lease Exception Scenarios Lease
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Select Transactions—Accounts Payable—New—Payment
Authorization.

The New Payment Authorization page will be displayed.

| New Payment Authorization ‘

* Document Type: &
Doc Number Prefix: &

* Document Number: Generate
Security Org: &

Title: [

Copy Document
& None
© Copy From
© Copy Forward

Enter LM or LP inthe Document Typefield.

Note: Document Type is Document Type that should have
referenced the accrual.

Click the Gener ate button.

A unique document number will be generated in the Document
Number field.

Click the Finish button.

The Header page of the Payment Authorization formwill be
displayed.

| Header Inxed assets | Header Accaunting Lines | Iternized Lines | Approval Routing | Memes | Disbursing Information

Workflow Status | | Approval Histary |

Expand all | Collapse all

= General
Docurnent Type: Jtn [Leass Misc, Payment A& Authorizstion Date: |
status: WEW Accounting Period:  #
Document Number: [Mzovaoioeconon Reperting Accounting Peried: [ 4
Title: | Document Classification; | 4
Authorized By: [ Security Org: =
Automatic Reversal: (] Additional Payee Hame: I
Reversal Accounting Perind: [ & Acoomplished Date: |
Reverse After Period: [ | Suppress Printing: i

Enter the name of the person creating the payment authorizationin
the Authorized By field.

REQUIRED—Enter the Vendor Code in the Vendor Codefield.
The vendor name and address will be inferred from the vendor
codethat is entered.

Note: Thisisthe vendor receiving the 1099 form.

= To Search for aVendor Code, click on the Codefield labdl.
The Search —Vendor Code page will be displayed. Enter Search
criteriaand click the Sear ch button. To select a Vendor from
the results, click the Select button corresponding to that
Vendor.

Lease Lease Exception Scenarios
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7.  Enter the Vendor Codein the Designhated Agent Codefield. The
vendor name and address will be inferred from the vendor code
that is entered.

= To Search for aDesignated Agent Code, click on the Code
field labd. The Search —Vendor Code page will be displayed.
Enter Search criteria and click the Search button. To select a
Vendor from the results, click the Select button corresponding
to that Vendor .

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

9. Click the Add button to add a Header Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.

TO COPY an exigting line, select the lineto copy and click the
Copy button.

Note: Only oneline is needed for standard GSA leases
10. REQUIRED—Select Credit from the Line Type drop-down box.

11. REQUIRED—Enter the amount of the original payment
document in the Amount field.

12. Enter the Lease Codeinthe I nvoice Number field.

13. REQUIRED—Select an accounting template for the Header
Accounting Line.

Note: To Search for an Accounting Template, click on the
Template field label. The Search —Template page will be
displayed. Enter Search criteria and click the Search button.
Results are displayed. To select a Template, click the Select button
next to corresponding Template.

14. Click the Default button to populate the fields in the Accounting
Dimensions section.

Complete the Bldg #, F/C, and any other required accounting
elements that were not populated by the accounting templ ate.

15. REQUIRED—Enter the L ease Code in the Contracts Number
field.

16. Select the Header Accounting Linestab.
The Header Accounting Lines page will be displayed.

17. Click the Add button to add aHeader Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.

TO COPY an existing line, select the line to copy and click the

Copy button.
Lease Exception Scenarios Lease
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18.
19.

20.

21.
22

23.

24,

25.
26.

27.
28.

29.

30.

31.

Confirm that Normal is displaying in the Line Typefield.

In the Refer ence Document group box, enter LU, LY, or OR in
the Type for the accrual document to liquidate.

REQUIRED—In the Number field, click Number field labd to
Sear ch for the Refer ence Document Number .

Search page will be displayed.
Enter the search criteria and click the Sear ch button.

Select the desired accrual document to liquidate and click the
Select button.

REQUIRED—Enter a document reference line number in the
Accounting field.

Select the Final check box, if thisis the last payment to reference
the accrual.

Click the Default button.

REQUIRED—Review the Amount field with the amount from
the LU accrual document and change if necessary.

Enter the L ease Codein the | nvoice Number field.

REQUIRED—Se ect an accounting template for the Header
Accounting Line.

Note: To Search for an Accounting Template, click on the
Template field labdl .The Search —Template page will be
displayed. Enter Search criteria and click the Search button.
Results are displayed. To select a Template, click the Select button
next to corresponding Template.

Click the Default button to populate the fields in the Accounting
Dimensions section.

Complete the Bldg #, F/C, and any other required accounting
elements that were not populated by the accounting templ ate.

REQUIRED—Review the L ease Codein the Contracts
Number field.

Select the Disbursing I nformation tab.
The Disbursing Information page will be displayed.

Lease
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32.

33.

| Header | Fixed Assets | Header Accounting Lines | Ttemized Lines | Approval Routing | Memas | Disbursing Information

Worlflow Status | Approval History |

Expsnd All | Collapse all

— = Mo Check Information
Disbursed By: Check/Disbursement Number:
Date:

Go ta top of page

REQUIRED—Select No Check from the Disbursing Method
drop-down menu.
Click the Verify button.

Any errorswill be displayed. Review the error message(s) and
make any necessary corrections on the form.

Click the Submit button.
The Form Successfully Submitted for processing message
appears.

Notes

3.10 How Do I Correct A Payment Made To An Incorrect Accounting Element

(Building #, F/C)?

The following steps describe how to create a standard voucher document to create a cost transfer to

correct a payment, which was made to an incorrect building number or function code.

Select Transactions—General System—New—Standard
Voucher.

The New Standard Voucher page will be displayed.

| New standard voucher |

¥ bocument Type: 7
Doc Number Prefix: Fa

* bocumen t Number: Generats
Security org; il

Title: [

Copy
 Nane
© Copy Fram

Enter ET in the Document Type field.

Click the Gener ate button.

A unique document number will be generated in the Document
Number field.

Notes
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4. Click the Finish button.
The Header page of the Expense Transfer formwill be displayed.
‘ Header | Fixed Assets | Accounting Lines | Approval Routing | Memos |
workflow Status | Approval History |
_D oooooo £ Typ e [ontine mnterrund/ints Document Dat |
Stat wEw o
Document £ Number: [ETzonsotocono000 .
Suppress Printing: r
Spending Override: r
5. Select the Accounting Lines tab.
The Accounting Lines page will be displayed.
6. Click the Add button to add an Accounting Line.
TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.
TO COPY an exigting line, select the line to copy and click the
Copy button.
Note: Only oneline is needed for standard GSA leases
7. REQUIRED—Enter 01 inthe Transaction Typefield.
8. REQUIRED—Select Expenditurefrom the Trans Event drop-
down menu.
9. REQUIRED—Select the Decrease from the I ncr ease/Decr ease
drop-down menu.
10. Inthe Document Reference group box, enter the appropriate
payment document type (LP or LM) in the Typefield.
11. REQUIRED—Inthe Number field, click Number field label to
Sear ch for the Refer ence Document Number.
Search page will be displayed.
12. Enter the search criteriaand click the Sear ch button.
13. Select the desired payment document and click the Select button.
14. REQUIRED—Enter adocument line number in the Accounting
field.
15. Click the Default button.
16. REQUIRED—Review the dollar amount from the payment
document in the Amount field.
Lease Lease Exception Scenarios
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17.

18.

19.
20.

21.
22.

23.

24,

25,

26.

27.

28.

29.

REQUIRED—Review the accounting template displayed and
change, if necessary.
Note:

= To Search for an Accounting Template, click on the Template
field label. The Search —Template page will be displayed. Enter
Sear ch criteriaand click the Sear ch button. Results are
displayed. To select a Template, click the Select button for the
corresponding Template.

= This accounting template should be the template that was
recorded on the payment document.

Click the Default button to populate the fieldsin the Accounting
Dimensions section.

Complete the Bldg #, Activity and any other required accounting
elements that were not populated by the accounting templ ate.

REQUIRED—Enter LEASE in the Disbursing Office field.

REQUIRED—Enter the appropriate information in the Number
field.

REQUIRED—Enter the appropriate year in the Fiscal Year field.

REQUIRED—Enter the appropriate information in the
Accomplished Datefield.

In the Description field, enter any descriptive information about
thisline. Enter the L ease Code in thisfield.

Select the Accounting Lines hyperlink.
The Accounting Lines page will be displayed.

Click the Add button to add an Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.

TO COPY an exigting line, select the line to copy and click the
Copy button.

Note: Only oneline is needed for standard GSA leases

REQUIRED—Se ect Expenditure from the Trans Event drop-
down menu.

REQUIRED—Select I ncrease from the I ncr ease/Decr ease drop-
down menu.

REQUIRED—In the Amount field, enter the same amount as on
Linel.

REQUIRED—Se ect an accounting template for the accounting
line.

Notes
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Note:

30.

31.
32.

33.

35.

36.

37.

= To Search for an Accounting Template, click on the Template
field labdl. The Search —Template page will be displayed. Enter
Sear ch criteriaand click the Sear ch button. Results are
displayed. To select a Template, click the Select button for the
corresponding Template.

= This accounting template should be the correct template for the
payment document.

Click the Default button to populate the fieldsin the Accounting
Dimensions section.

Complete the Bldg #, F/C, and any other required accounting
elements that were not populated by the accounting templ ate.

REQUIRED—Enter LEASE in the Disbursing Office field.
REQUIRED—Enter the appropriate information in the Number
field.

REQUIRED—Enter the appropriate year in the Fiscal Year field.
REQUIRED—Enter the appropriate information in the
Accomplished Datefield.

In the Description field, enter any descriptive information about
thisline. Enter the L ease Code in thisfield.

Click the Verify button.

Any errorswill be displayed. Review the error message(s) and
make any necessary corrections on the form.

Click the Submit button.

The Form Successfully Submitted for processing message
appears.

3.11 How Do | Pay Real Estate Taxes Within Lease?

The following steps describe how to update Chain 2 to make areal estate payment on alease profile.

Notes
1. Select Reference—Document—L ease Profiles.
The Search - Lease Profile page will be displayed.
Lease Lease Exception Scenarios
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Search - Lease Profile
-
Search ﬂl
M ﬂl %l Display [10 =] 1tems  View as CSV Sort..
-m_
2.  Enter the appropriate search criteriaand click the Sear ch button.
All lease profiles matching the search criteria will be displayed.
3. Select thelease profile to be modified.
4. Click the Open button.
The Lease I nfo tab of the Lease Profile will be displayed.
5. Sdlect the Document Chainstab.
The Document Chains page will be displayed.
\ Lease wo' Documen t Chains |
A_ddl &I Remove D\sp\aym Items  Wiew as CsW Sort.
@ ol 1 Active False rue
6. Select Red Estate Tax chain number 2.
7. Click the Vendor s button to review vendor information.
The Vendors page will be displayed.
Note: |f vendor information needs to be updated, follow Steps 8—
13. If vendor information does not need to be updated, skip to Step
14.
8. Click the Add button to add the vendor.
9. REQUIRED—Enter the effective date in the Change Effective
Datefield.
Note: The Change Effective Date cannot be earlier than the
L ease Effective From date.
10. REQUIRED—Enter the Vendor Codein the Vendor Code field.
The vendor name and address will be inferred from the vendor
codethat is entered.
Note: Thisisthe vendor receiving the 1099 form.
To Search for aVendor Code, click on the Codefield label. The
Lease Exception Scenarios Lease
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11.

12.

13.

14.

15.
16.

Search —Vendor Code page will be displayed. Enter Search
criteriaand click the Sear ch button. To select a Vendor from the
results, click the Select button corresponding to that Vendor .

REQUIRED—Enter the Address Code in the Remit To Address
field.

To Search for aRemit to Address, click on the Remit to
Addressfield label. The Search —VVendor Code page will be
displayed. Enter Sear ch criteriaand click the Sear ch button. To
select aVendor from the results, click the Select button
corresponding to that Vendor. The Remit to Addressfieldis
completed on Vendor page.

Note: Thisfield isrequired by GSA policy.
Enter the Vendor Code in the Designated Agent Codefield. The

vendor name and address will be inferred from the vendor code
that is entered.

Note: The Designated Agent Code field will be used only for
assignments.

To Search for aDesignated Agent Code, click onthe Codefield
label. The Search —Vendor Code page will be displayed. Enter
Sear ch criteriaand click the Search button. To select aVendor
from the results, click the Select button corresponding to that
Vendor. The Code field is completed on Vendor page.

In the Description field, enter descriptive information (limited to
255 characters) as hecessary.

Select the Document Templates tab.

The Document Templates page will be displayed.

Open the LM payment document templ ate.

Click the Template button to review the LM payment document
template.

The Header page will be displayed.

Lease
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ye_nfyl Refrech | Fund Currency | Add Shortout || Attachments |M SaveTemplats | Close Templats |
‘ Header | Fixed Assets | Header Accounting Lines | Itemized Lines | Approval Routing | Memos | Disbursing Infarmation |
workflow Status | approval History |
Expand all | Collapse ll
= Gensral
Document Type: [ [Cease Mise. Payment & Orig Authorization Date: |
Status: [RECURRING suthorizstion Date: |
Docurnent Nurnber: | Accounting Period: |
Title: [ Reporting Accounting Period: l— '
Authorized By: I Document Classffication: | 4
Autornatic Reversal: | Security Org: G A
Reversal hccounting Perigd: [ | 4 additional Payee Msmme: |
Reverse After Period: | Accomplished Date:
Agency DUNS Humbsr: [ Suppress Printing: -
Agency DUNS+4: l—

17.

18.

19.

20.

21.

22.
23.

24,

25.

rE Wendor Information 1

REQUIRED—Review the Payee and Designated Agent fieldsto
ensure that the appropriate vendor codes are displayed.

Select the Header Accounting Linestab.
The Header Accounting Lines page will be displayed.
Click the Add button to add a Header Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.

TO COPY an existing line, select the line to copy and click the
Copy button.

Note: Only oneline is needed for standard GSA leases

In the Refer ence Document group box, enter LU, LY or OR in
the Typefield for the real estate tax accrual document to liquidate.

REQUIRED—In the Number field, click Number field label to
Sear ch for the Refer ence Document Number .

The Search page will be displayed.
Enter the search criteria and click the Sear ch button.

Select the desired accrua document to liquidate and click the

Select button.
REQUIRED—Enter a document reference line number in the
Accounting field.

Select the Final check box, if thisisthe last payment to reference
the accrual.

26. Click the Default button.
27. REQUIRED—Review the Amount field with the amount from
the LU accrual document and change if necessary.
Lease Exception Scenarios Lease
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28.

29.
30.

31.

32.
33.

35.

36.

37.

38.

Enter the date in the I nvoice Date field.

Note: The date should be the prompt pay start date whether it is
the Effective Date of Action or the date noted in the Remarks
section on the 620 for the tax payment.

Update the L ease Code in the | nvoice Number field, if necessary.

REQUIRED—Review the accounting template displayed and
change, if necessary.
Note:

To Search for an Accounting Template, click on the Template
field label. The Search —Template page will be displayed. Enter
Sear ch criteriaand click the Sear ch button. Results are displayed.
To select a Template, click the Select button next to
corresponding Template.

Click the Default button to populate the fieldsin the Accounting
Dimensions section.

Complete the Bldg #, Activity (PGC32), and any other required
accounting el ements that were not populated by the accounting
template.

Review the L ease Code in the Contracts Number field.

Click the Save button to update the accounting line on the
Payment form.

If Real Estate Tax Payment is more than the estimated accrual, a
new accounting line must be created to reference current year
funds. Follow Steps 35-42 to add anew line or skip to Step 43 if a
line does not need to be added.

Note: The accrual should always be referenced on line 1. Current
year funds should be used on line 2.

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

Click the Add button to add a Header Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.

TO COPY an exigting line, select the line to copy and click the
Copy button.

Note: Only oneline is needed for standard GSA leases

Enter the amount of the additional funds needed in the Amount
field.

Enter the date in the Invoice Date field.
Note: The date should be the prompt pay start date whether it is

Lease
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the Effective Date of Action or the date noted in the Remarks
section on the 620 for the tax payment.

39. Enter the Lease Codein the I nvoice Number field.

40. REQUIRED—Enter the accounting template for the new line.

To Search for an Accounting Template, click on the Template
field label. The Search —Template page will be displayed. Enter
Sear ch criteriaand click the Sear ch button. Results are displayed.
To select a Template, click the Select button next to the
corresponding Template.

41. Click the Default button to populate the fieldsin the Accounting
Dimensions section.

Complete the Bldg #, Activity (PGC32), and any other required
accounting €lements that were not populated by the accounting
template.

42. REQUIRED—Enter the Lease Codein the Contracts Number
field.

43. Click the Verify button.

Any errorswill be displayed. Review the error message(s) and
make any necessary corrections on the form.

44, Click the Save Template button.
The Successful Save message appears.
45, Click Close Template button.
The Document Template page will be displayed.
46, Click the Schedulestab.
The Schedules page will be displayed.
47. Click the Add button to add the one-time payment to the schedule.

48. Enter the date for thereal estate tax payment in the Date field.

Note: The date should be the prompt pay start date whether it is
the Effective Date of Action or the date noted in the Remarks
section on the 620 for the tax payment.

Note: You should not enter more than one payment on the same
day on the payment schedule.

49, Enter the amount for the real estate tax payment in the Amount
field.

50. Enter ajustification in the Justification field.

51. Veify that the One-Time Payment check box is selected.

Lease Exception Scenarios Lease
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52. Click the Save button to update the lease profile.

3.12 How Do | Create An Interest Payment?

The following steps describe how to update document Chain 3 to make an interest payment on alease
profile.

Notes

1. Select Reference—Document—L ease Profiles.
The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Criterta

Code: [ Effective Dates
Name: | Ffombam |
shertMame: [ | To Date:

Status: =

secwitvorai [ &

Search | Clear
New | ‘oren | | Delete | Display [10 =] 1tems  view as csv Sort..

| code  name  [ShortName Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of pags

2.  Enter the appropriate search criteria and click the Sear ch button.
All lease profiles matching the search criteria will be displayed.

3. Select thelease profile to be modified.

4. Click the Open button.

The Lease Info tab of the Lease Profile will be displayed.
5. Select the Document Chains tab.

The Document Chains page will be displayed.

[ Lease wo' Document Chains |

| | r[Status  |Suspended Generate Past Forms Funding Level

EBe 1 Active False True Header Accounting

Go to top of page

6. Select Interest chain 3.

7. Click the Vendor s button to review vendor information.
The Vendors page will be displayed.

Note: If vendor information needs to be updated, follow Steps 8-
13. If vendor information does not need to be updated, skip to Step
14.

Lease Lease Exception Scenarios
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10.

11.

12.

13.

14.

15.
16.

Click the Add button to add the vendor.

REQUIRED—Enter the effective date in the Change Effective
Datefield.

Note: The Change Effective Date cannot be earlier than the
Lease Effective From date.

REQUIRED—Enter the Vendor Code in the Vendor Codefield.
The vendor name and address will be inferred from the vendor
code that is entered.

Note: Thisisthe vendor receiving the 1099 form.

To Search for aVendor Code, click on the Codefield label. The
Search —Vendor Code page will be displayed. Enter Search
criteriaand click the Sear ch button. To select a Vendor from the
results, click the Select button corresponding to that Vendor .

REQUIRED—Enter the Address Codein the Remit To Address
field.

To Search for aRemit to Address, click on the Remit to
Addressfield label. The Search —Vendor Code page will be
displayed. Enter Sear ch criteriaand click the Sear ch button. To
select aVendor from the results, click the Select button
corresponding to that Vendor. The Remit to Addressfieldis
completed on Vendor page.

Note: Thisfield isrequired by GSA policy.
Enter the Vendor Code in the Designated Agent Codefield. The

vendor name and address will be inferred from the vendor code
that is entered.

Note: The Designated Agent Code field will be used only for
assignments.

To Search for aDesignated Agent Code, click onthe Codefield
label. The Search —Vendor Code page will be displayed. Enter
Sear ch criteriaand click the Search button. To select a Vendor
from the results, click the Select button corresponding to that
Vendor. The Code field is completed on Vendor page.

In the Description field, enter descriptive information (limited to
255 characters) as necessary.

Select the Document Templates tab.
The Document Templates page will be displayed.
Open the LM payment document templ ate.

Click the Template button to review the LM payment document
template.

The Header page will be displayed.

Notes
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ye_nfyl Refrech | Fund Currency | Add Shortout || Attachments |M SaveTemplats | Close Templats |
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17.

18.

19.

20.
21.
22.

23.

rE Wendor Information 1

REQUIRED—Review the Payee and Designated Agent fieldsto
ensure that the appropriate vendor codes are displayed.

Select the Header Accounting Linestab.

The Header Accounting Lines page will be displayed.

Click the Add button to add a Header Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.

TO COPY an existing line, select the line to copy and click the
Copy button.

Note: Only oneline is needed for standard GSA leases
Verify that the Line Type of Manual Interest will be displayed.

Update the L ease Code in the | nvoice Number field, if necessary.

REQUIRED—Review the accounting template displayed and
change, if necessary.

Note:

= To Search for an Accounting Template, click on the Template
field labdl. The Search —Template page will be displayed. Enter
Sear ch criteriaand click the Sear ch button. Results are
displayed. To select a Template, click the Select button for the
corresponding Template.

Click the Default button to popul ate the fields in the Accounting
Dimensions section.

Complete the Bldg #, Activity (PGC11), and any other required
accounting €l ements that were not populated by the accounting
template.

Lease
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24. Review the Lease Codein the Contracts Number field.

25. Click the Save button to update the accounting line on the
Payment form.

26. Click the Verify button.

Any errorswill be displayed. Review the error message(s) and
make any necessary corrections on the form.

27. Click the Save Template button.
The Successful Save message appears.

28. Click Close Template button.
The Document Template page will be displayed.

29. Select the Schedulestab.
The Schedules page will be displayed.

30. Click the Add button to add the one-time payment to the schedule.
31. Enter the date for the interest payment in the Datefield.

32. Enter the amount for the interest payment in the Amount field.

33. Enter ajustification in the Justification field.

34. Veify that the One-Time Payment check box is selected.

35. Review the document creation schedule.

Lease Info | Document t Chains

Docurnent Chsin | Vendors | Amounts | Documen! t T 1 Suspend Schedul Unsuspend Schedul

| Document Template | FrEqunmEs' schedules |

A_ddl el | | Resstperiods | | mesciline | Display[10 2l tems  viewas CSv Sort...
Item Page: 1 23456 Itemns 1-10 of 53
O G e i o
Code Applied Release Payment Payment
21 oz/01/2009 4718526 p43sanses [0 HAREOUR  palse False False False
E " 02/01/2010 $7,185.26 043540566 ;g]}—:\ﬁ(zaﬁgR False False False False
B & oz/otrz011 4718526 p43s40ses [0 HAREOUR sz False False False
E i 0z/01/2012 $7,185.26 043540566 ;g:\ﬁrﬁéﬂﬁéﬂ False False False False
@ " 02/01/2013 $7,185.26 043540566 ;g]}—l‘\ﬁ(péaﬁgp False False False False

36. Click the Save button to update the lease profile.

3.13 How Do I Create A Rental Of Facilities, Other Payment?

The following steps describe how to update Chain 4 to make a Rental of Facilities, Other payment on a
lease profile.

Notes
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10.

Notes

Select Reference—Document—L ease Profiles.
The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Criteria
Code:

Narne:

Status: -
Security Org: E4

Search Clear
New| Gpen | Delete | Display |10 =] tems  wisw as Cs¥ Sort...

| code  [name  [shortname |status______[start Date [Endpate |

- NO ITEMS TO DISPLAY -

Go to top of page

Enter the appropriate search criteriaand click the Sear ch button.
All lease profiles matching the search criteria will be displayed.

Select the lease profile to be modified.

Click the Open button.

The Lease I nfo tab of the Lease Profile will be displayed.
Select the Document Chains tab.

The Document Chains page will be displayed.

| r|Status__|Suspended

@ o 1 Active False

Go to top of page

Select Rental of Facilities, Other chain 4.

Click the Vendor s button to review vendor information.
The Vendors page will be displayed.

Note: If vendor information needs to be updated, follow Steps 8—
13. If vendor information does not need to be updated, skip to Step
14.

Click the Add button to add the vendor.

REQUIRED—Enter the effective date in the Change Effective
Datefield.

Note: The Change Effective Date cannot be earlier than the
Lease Effective From date.

REQUIRED—Enter the Vendor Code in the Vendor Codefield.
The vendor name and address will be inferred from the vendor
codethat is entered.

Lease
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11.

12.

13.

14.

15.
16.

Note: Thisisthe vendor receiving the 1099 form.
=« To Search for aVendor Code, click on the Codefield |abel.

The Search —Vendor Code page will be displayed. Enter Search

criteriaand click the Sear ch button. To select a Vendor from
the results, click the Select button corresponding to that
Vendor.

REQUIRED—Enter the Address Code in the Remit To Address
field.

= To Search for aRemit to Address, click on the Remit to
Addressfield label. The Search —VVendor Code page will be
displayed. Enter Sear ch criteriaand click the Sear ch button.
To select aVendor from the results, click the Select button
corresponding to that Vendor. The Remit to Addressfieldis
completed on Vendor page.

Note: Thisfield isrequired by GSA policy.
Enter the Vendor Code in the Designated Agent Codefield. The

vendor name and address will be inferred from the vendor code
that is entered.

Note: The Designated Agent Code field will be used only for
assignments.

= To Search for aDesignated Agent Code, click on the Code
field labdl. The Search —Vendor Code page will be displayed.
Enter Sear ch criteriaand click the Search button. To select a
Vendor from the results, click the Select button corresponding
to that Vendor. The Codefield is completed on Vendor page.

In the Description field, enter descriptive information (limited to
255 characters) as necessary.

Select the Documents Templates tab.

The Documents Templates page will be displayed.

Open the L P payment document template.

Click the Template button to review the L P payment document
template.

The Header page will be displayed.

Notes
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verify | refresh | Fund Currency | add Shorteut | Attachments | Route SaveTemplate || Closs Template
| Header | Fixed Assets I Header Accounting Lines I Itemized Lines I Approval Routing | Memos I Disbursing Information |
Wworkflow Status | Approval History |
Expand all | Collapse &l
= General
Docurnent Type: LP Lease Payment duthari Orig Authorization Date:
Status: RECURRING Authorization Date:
Docurnent Nurnber: -1-1 Accounting Period: s
Title: [ eporting Accounting Period: 4
autharize: d By: [ Docurnent Classification: &
Automatic Reversal: ] Security Qrg: GSA
Reversal Accounting Period: Fa Additional Payee Name:
Reverss After Period: Accornplished Date:
Agency DUNS Humber: Suppress Printing: r

17.

18.

19.

20.
21.
22.

23.

Agency DUNS+4:

re wendor Information ]

REQUIRED—Review the Payee and Designated Agent fields to
ensure that the appropriate vendor codes are displayed.

Select the Header Accounting Linestab.

The Header Accounting Lines page will be displayed.

Click the Add button to add a Header Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.

TO COPY an exigting line, select the line to copy and click the
Copy button.

Note: Only oneline is needed for standard GSA leases
Verify that the Line Type of Manual I nterest will be displayed.

Update the L ease Code in the | nvoice Number field, if necessary.

REQUIRED—Review the accounting template displayed and
change, if necessary.

Note:

= To Search for an Accounting Template, click on the Template
field label. The Search —Template page will be displayed. Enter
Sear ch criteriaand click the Sear ch button. Results are
displayed. To select a Template, click the Select button next to
corresponding Template.

Click the Default button to populate the fieldsin the Accounting
Dimensions section.

Complete the Bldg #, Activity (PGC11), and any other required
accounting el ements that were not populated by the accounting
template.

Lease
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24. Review the Lease Codeinthe Contracts Number field.
25. Click the Save button to update the accounting line on the
Payment form.

26. Click the Verify button.

Any errorswill be displayed. Review the error message(s) and
make any necessary corrections on the form.

27. Click the Save Template button.
The Successful Save message appears.

28. Click Close Template button.
The Document Template page will be displayed.

29. Select the Schedulestab.
The Schedules page will be displayed.

30. Click the Add button to add the one-time payment to the
schedule.

31. Enter the date for the interest payment in the Datefield.

32. Enter the amount for the interest payment in the Amount field.
33. Enter ajustification in the Justification field.

34. Veify that the One-Time Payment check box is selected.

35. Review the document creation schedule.

Lesse Info | Document Chains

Document Chain | ¥Yendors | Amounts | Documen t T Suspend Unsuspend Schedule

| pocument Template | Frequenmes' Schedules |

add| (Copv | [Eemeve | | ResstPeriods | | Resstline | Display[10 ] ttems  uisw ss Csv sort..

Iterm Page: 123456 Items 1-10 of 53

stification|Yendor ¥endor Name Withhold Suspense Retroactive One-Time Manual
Code Applied Release Payment Payment

@ " 02/01/2009 $7,185.26 043540566 ;Uom}rpéaﬁgp False False False False

21~ oz/01/2010 4728526 p43sanses O MAREOUR  palse False False False

B " 02/01/2011 $7,185.26 043540566 :g;"\ﬁrpéaﬁgR False False False False

[E1 ¢ oz/oirzoiz 4718526 p43sapses [0 NAREOUR False False False False

[E1 ¢ oz/012013 4718526 p43sanses [0 HAREOUR palse False False False

36. Click the Save button to update the lease profile.

3.14 How Do | Create A CPI Increase Payment?

The following steps describe how to update Chain 5 to make a CPI Accrual Payment (yearend).

Notes
1. Select Reference—Document—L ease Profiles.
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The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Criterta

| code  name  [ShortName Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of pags

2.  Enter the appropriate search criteriaand click the Sear ch button.
All lease profiles matching the search criteria will be displayed.

3. Select thelease profile to be modified.

4. Click the Open button.

The Lease I nfo tab of the Lease Profile will be displayed.
5. Sdlect the Document Chainstab.
The Document Chains page will be displayed.
‘L Infi | Documen tCh |
Display [10 =] Items  wiew as CSV sort,
Document Chain Number|Status  [Suspended
Be 1 Active False
6. Select the CPI Accrual Payments (yearend) increase chain 5.
7. Click the Vendor s button to review vendor information.
The Vendors page will be displayed.
Note: If vendor information needs to be updated, follow Steps 8—
13. If vendor information does not need to be updated, skip to Step
14.

8. Click the Add button to add the vendor.

9. REQUIRED—Enter the effective date in the Change Effective
Datefidd.

Note: The Change Effective Date cannot be earlier than the
L ease Effective From date.

10. REQUIRED—Enter the Vendor Code in the Vendor Code field.
The vendor name and address will be inferred from the vendor
codethat is entered.

Note: Thisisthe vendor receiving the 1099 form.
Lease Lease Exception Scenarios
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11.

12.

13.

14.

15.
16.

= To Search for aVendor Code, click on the Codefield |abel.

The Search —Vendor Code page will be displayed. Enter Sear ch

criteriaand click the Sear ch button. To select aVendor from
the results, click the Select button corresponding to that
Vendor.
REQUIRED—Enter the Address Code in the Remit To Address
fied.

= To Search for aRemit to Address, click on the Remit to
Addressfield label. The Search —VVendor Code page will be
displayed. Enter Sear ch criteriaand click the Sear ch button.
To select a Vendor from the results, click the Select button
corresponding to that Vendor. The Remit to Addressfieldis
completed on Vendor page.

Note: Thisfield isrequired by GSA policy.
Enter the Vendor Code in the Designated Agent Codefield. The

vendor name and address will be inferred from the vendor code
that is entered.

Note: The Designated Agent Code field will be used only for
assignments.

= To Search for aDesignated Agent Code, click on the Code
field labdl. The Search —Vendor Code page will be displayed.
Enter Search criteriaand click the Sear ch button. To select a
Vendor from the results, click the Select button corresponding
to that Vendor. The Codefield is completed on Vendor page.

In the Description field, enter descriptive information (limited to
255 characters) as hecessary.

Select the Documents Templates tab.

The Documents Templates page will be displayed.

Open the L P payment document templ ate.

Click the Template button to review the L P payment document
template.

The Header page will be displayed.

Notes
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17.

18.

19.

20.

21.

22.
23.

24,

25.

26.
27.

verify | refresh | Fund Currency | add Shorteut | Attachments | Route SaveTemplate || Closs Template

| Header | Fixed Assets I Header Accounting Lines I Itemized Lines I Approval Routing | Memos I Disbursing Infarmation |
Wworkflow Status | Approval History |

Expand all | Collapse &l

= General
Document Type: [cF [Lease Paymert Authori Orig Authorization Date: ||
Status: [REcuRRING Authorizstion Date:
Document Nurnber: [ Accounting Period: 7
Title: [ eporting Accounting Period: 4
authorized By: I Document Classifications | 4
Automatic Reversal: ] Security Qrg: GSA
Reversal Accounting Period: [ | 4 additional Payee Name: I
Reverss After Period: | Accomplished Date: |
Agency DUNS Humber: | Suppress Printing: r

Agency DUNS+4:

re wendor Information ]

REQUIRED—Review the Payee and Designated Agent fields to
ensure that the appropriate vendor codes are displayed.

Select the Header Accounting Linestab.
The Header Accounting Lines page will be displayed.
Click the Add button to add a Header Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.

TO COPY an exigting line, select the line to copy and click the
Copy button.

Note: Only oneline is needed for standard GSA leases

In the Refer ence Document group box, enter LU or LY inthe
Typefield for the real estate tax accrua document to liquidate.

REQUIRED—In the Number field, click Number field [abel to
Sear ch for the Refer ence Document Number.

The Search page will be displayed.
Enter the search criteria and click the Sear ch button.

Select the desired accrual document to liquidate and click the
Select button.

REQUIRED—Enter a document reference line number in the
Accounting field.

Select the Final check box, if thisisthe last payment to reference
the accrual.

Click the Default button.

REQUIRED—Review the Amount field with the amount from
theLU or LY accrual document and change if necessary.

Notes
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28. Updatethe Lease Codein the Invoice Number field, if necessary.

29. REQUIRED—Review the accounting template displayed and
change, if necessary.

Note:

= To Search for an Accounting Template, click on the Template
field label. The Search —Template page will be displayed. Enter
Sear ch criteriaand click the Sear ch button. Results are
displayed. To select a Template, click the Select button for the
corresponding Template.

30. Click the Default button to populate the fieldsin the Accounting
Dimensions section.

Complete the Bldg #, Activity (PGC11), and any other required
accounting elements that were not populated by the accounting
template.

31. Review the Lease Codein the Contracts Number field.

32. Click the Verify button.

Any errorswill be displayed. Review the error message(s) and
make any necessary corrections on the form.

33. Click the Save Template button.
The Successful Save message appears.

34. Click Close Template button.
The Document Template page will be displayed.

35. Select the Schedulestab.
The Schedules page will be displayed.

36. Click the Add button to add the one-time payment to the
schedule.

37. Enter the date for the CPI increase payment in the Date field.

38. Enter the amount for the CPI increase payment in the Amount
field.

39. Enter ajustification in the Justification field.
40. Veify that the One-Time Payment check box is selected.

41. Review the document creation schedule.

Lease Exception Scenarios Lease
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Lease Info | Document Chains

Document Chain | Vendors | Amounts | Documen t T Suspend Unsuspend Schedule

| pocument Template | Frequencies | Schedules

Add| Copy Remove | Reset Periods | Reset Line | Display |10 =) Items View as CS¥ Sart..

Itern Page: 123456 Iterns 1-10 of 53
vendor  [vendorMame |Withhold  [Suspense  |Retroactive One-Time Manual
Code Applied Release Payment Payment

E 02/01/2009 $7,185.26 043540566 ;g]:'\ﬁrﬁéﬂﬁéﬂ False False False False

[E ¢ ozso1/z010 4718526 vaasdoses [0 HARBOR  pgle False False False

E 02/01/2011 $7,185.26 043540566 ;g]:'\ﬁrﬁéﬂﬁéﬂ False False False False

@ " 02/01/2012 $7,185.26 043540566 ;g]}x}(péaﬁgp False False False False

[E1 ¢ oz/012013 4718526 p43sanses [0 HAREOUR  palse False False False

42. Click the Save button to update the lease profile.

Note: |If the user wants to pay more than accrued, the user should do a normal retroactive payment then
change the amount. To record the CPI change, refer to Section 2.3.1: How do | Enter an Annual
Amount Change resulting in a Retroactive Payment? and correct down the retroactive payment amounts
to reflect the payment made via chain 5.

3.15 How Do | Create A Settlement Payment?

The following steps describe how to update Chain 6 to make a Settlement payment on a lease profile.
Notes

1. Select Reference—Document—L ease Profiles.
The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Criterta

Code: Effective Dates
Narne: From Date:

Short Mame: To Date:

Status: -

Seeurity Qra: 7

Search Clear
new | open | [ Delete | Display |10 2] tems  view as cEv Sort..

| code  [vame [shortname |status______[start Date [Endpate |

- NO ITEMS TO DISPLAY -

2.  Enter the appropriate search criteria and click the Sear ch button.
All lease profiles matching the search criteria will be displayed.

3. Select thelease profile to be modified.

4. Click the Open button.

The Lease Info tab of the Lease Profile will be displayed.
5.  Select the Document Chains tab.

The Document Chains page will be displayed.

Lease Lease Exception Scenarios
Created: April 14, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
Final Version 1.0 3-49



Pegasys 6.5 User Guide for

General Services Administration

=CGI

Federal

Creating Solutions for Government Innovation | ISO 9001:2000 Certified

10.

11.

12.

[Lease wo' Document Chains |

| | Documen t Chain Number|Status  |Suspended

Ee 1 fctive False

Go to top of page

Select Settlement chain 6.

Click the Vendor s button to review vendor information.
The Vendors page will be displayed.

Note: If vendor information needs to be updated, follow Steps 8-
13. If vendor information does not need to be updated, skip to Step
14.

Click the Add button to add the vendor.

REQUIRED—Enter the effective date in the Change Effective
Datefield.

Note: The Change Effective Date cannot be earlier than the
Lease Effective From date.

REQUIRED—Enter the Vendor Code in the Vendor Codefield.
The vendor name and address will be inferred from the vendor
codethat is entered.

Note: Thisisthe vendor receiving the 1099 form.

= To Search for aVendor Code, click on the Codefield label.
The Search —Vendor Code page will be displayed. Enter Sear ch
criteriaand click the Search button. To select aVendor from
the results, click Select button corresponding to that Vendor.

REQUIRED—Enter the Address Code in the Remit To Address
field.

= To Search for aRemit to Address, click on the Remit to
Addressfield label. The Search —VVendor Code page will be
displayed. Enter Sear ch criteriaand click the Sear ch button.
To select a Vendor from the results, click Select button
corresponding to that Vendor. The Remit to Addressfieldis
completed on Vendor page.

Note: Thisfield isrequired by GSA policy.
Enter the Vendor Code in the Designated Agent Code field. The

vendor name and address will be inferred from the vendor code
that is entered.

Note: The Designated Agent Code field will be used only for
assignments.

= To Search for aDesignated Agent Code, click on the Code
field labd. The Search —Vendor Code page will be displayed.

Notes
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Enter Search criteriaand click the Sear ch button. To select a
Vendor from the results, click the Select button corresponding
to that Vendor. The Codefield is completed on Vendor page.

13. Inthe Description field, enter descriptive information (limited to
255 characters) as necessary.

14. Select the Documents Templates tab.
The Documents Templates page will be displayed.
15. Open the L P payment document templ ate.
16. Click the Template button to review the L P payment document

template.
The Header page will be displayed.

ment > Leass Profiles > L
=

verify | refresh | Fund Currency | add Shorteut | Attachments | Route SaveTemplate || Closs Template

| Header l Fixed Assets | Header Acoounting Lines | Ttemized Lines | spprowal Routing | Memas | Dishursing Infarmation |

Workflow Status | Approval History |

Expand &ll | Collapse All

—- General

Document Type: [F [[ease Payment Authori Orig Authorization Date: ||

Status: [RecurrNG Authorization Date: |

Documen t Number: = — Accounting Period:  1»

Title: I Reporting Accounting Perind: [ | 4
Authorized By: I Document t Classifieation: | &
Autamatic Reversal: - Security Org: GSA

Reversal Accounting Periods || 4 fdditional Payee Name: [
Reverse after Period: — Accorplished Date: |

Agency DUNS Number: | Suppress Printing: r

Agency DUNS-+4: |

= Wendor Information
r |

17. REQUIRED—Review the Payee and Designated Agent fieldsto
ensure that the appropriate vendor codes are displayed.

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

19. Click the Add button to add a Header Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.

TO COPY an exigting line, select the line to copy and click the
Copy button.

Note: Only oneline is needed for standard GSA leases
20. Updatethe Lease Codein the Invoice Number field, if necessary.

21. REQUIRED—Review the accounting template displayed and
change, if necessary.

Note:

Lease Lease Exception Scenarios
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To Search for an Accounting Template, click on the Template
field label. The Search —Template page will be displayed. Enter
Sear ch criteriaand click the Sear ch button. Results are displayed.
To select a Template, click the Select button for the
corresponding Template.

22. Click the Default button to populate the fields in the Accounting
Dimensions section.

Complete the Bldg #, Activity (PGC33), and any other required
accounting €l ements that were not populated by the accounting
template.

23. Review the Lease Codein the Contracts Number field.

24. Click the Verify button.

Any errorswill be displayed. Review the error message(s) and
make any necessary corrections on the form.

25. Click the Save Template button.
The Successful Save message appears.

26. Click Close Template button.
The Document Template page will be displayed.

27. Select the Schedulestab.
The Schedules page will be displayed.

28. Click the Add button to add the one-time payment to the
schedule.

29. Enter the date for the settlement payment in the Date field.

30. Enter the amount for the settlement payment in the Amount field.

31. Enter ajustification in the Justification field.
32. Veify that the One-Time Payment check box is selected.

33. Review the document creation schedule.

Lease Info | Document Chains

Docurnent Chsin | Vendors | Amounts | Documen! t T 1 Suspend Schedul Unsuspend Schedul

| Document Template | FrEqunmEs' Schedules |

el W covy | W Esries | _ Resetperiods | _esctline | Display[10 2] ttems  view ascsv Sort..

Itern Page: 123456 Items 1-10 of 53
Vendor Yendor Name |Withhold Suspense Retroactive One-Time Manual
Code Applied Release Payment Payment
False False False False

70 HARBOUR
[El & oz/o1/2009 47,185.26 043540566 oreet e

70 HARBOUR
E  02/01/2010 $7,185.26 043540566 POINTE LLC False False False False

70 HARBOUR
[E1 & oz/01/2011 4718526 043540866 [0t e False False False False

70 HARBOUR
[E1  oz/01/2012 47,185.26 043540566 o Lo False False False False

70 HARBOUR
E  02/01/2013 $7,185.26 043540566 POINTE LLC False False False False
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34. Click the Save button to update the |ease profile.

3.16 How Can | Complete A Buyout Of A Lease In Pegasys?

The following steps describe how to update Chain 7 to make a Buyout payment on alease profile.
Notes

1. Select Reference—Document—oL ease Profiles.
The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Criteriz

Code: Effective Dates
Name: From Date:

Short Name: To Date:

Status: -

Security Ora: &

Search | Clear
New | Cpen Delete | Display 10 =] Ierns  Wiew as CSV Sort..,

| code  [vame [shortname Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of page

2.  Enter the appropriate search criteriaand click the Sear ch button.
All lease profiles matching the search criteria will be displayed.

3. Select thelease profile to be modified.

4. Click the Open button.

The Lease I nfo tab of the Lease Profile will be displayed.
5.  Select the Document Chains tab.

The Document Chains page will be displayed.

[ Lease 1nfa | Document Chains |

Add | Copy Remove Display [10 =] Iterns  Wiew as CBV Sort..,

| ] Document Chain Number|status  [Suspended Generate Past Forms Funding Level

[EXS 1 Active Falss True Header Accounting

Go to top of page

6. Select the Buyout chain 7.

7. Click the Vendor s button to review vendor information.
The Vendors page will be displayed.

Note: If vendor information needs to be updated, follow Steps 8—
13. If vendor information does not need to be updated, skip to Step
14.

8. Click the Add button to add the vendor.
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9. REQUIRED—Enter the effective date in the Change Effective

10.

11.

12.

13.

14.

15.
16.

Datefield.

Note: The Change Effective Date cannot be earlier than the
Lease Effective From date.

REQUIRED—Enter the Vendor Code in the Vendor Codefield.
The vendor name and address will be inferred from the vendor
codethat is entered.

Note: Thisisthe vendor receiving the 1099 form.

= To Search for aVendor Code, click on the Codefield label.
The Search —Vendor Code page will be displayed. Enter Sear ch
criteriaand click the Sear ch button. To select aVendor from
the results, click the Select button corresponding to that
Vendor.

REQUIRED—Enter the Address Code in the Remit To Address
field.

= To Search for aRemit to Address, click on the Remit to
Addressfield label. The Search —VVendor Code page will be
displayed. Enter Sear ch criteriaand click the Sear ch button.
To select a Vendor from the results, click the Select button
corresponding to that Vendor. The Remit to Addressfieldis
completed on Vendor page.

Note: Thisfield isrequired by GSA policy.
Enter the Vendor Code in the Designated Agent Codefield. The

vendor name and address will be inferred from the vendor code
that is entered.

Note: The Designated Agent Code field will be used only for
assignments.

= To Search for aDesignated Agent Code, click on the Code
field labdl. The Search —Vendor Code page will be displayed.
Enter Search criteriaand click the Sear ch button. To select a
Vendor from the results, click the Select button corresponding
to that Vendor. The Codefield is completed on Vendor page.

In the Description field, enter descriptive information (limited to
255 characters) as necessary.

Select the Documents Templatestab.

The Documents Templates page will be displayed.

Open the L P payment document templ ate.

Click the Template button to review the L P payment document
template.

The Header page will be displayed.
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verify | refresh | Fund Currency | add Shorteut | Attachments | Route SaveTemplate || Closs Template
| Header | Fixed Assets I Header Accounting Lines I Itemized Lines I Approval Routing | Memos I Disbursing Information |
Wworkflow Status | Approval History |
Expand all | Collapse &l
= General
Docurnent Type: LP Lease Payment duthari Orig Authorization Date:
Status: RECURRING Authorization Date:
Docurnent Nurnber: -1-1 Accounting Period: s
Title: [ eporting Accounting Period: 4
autharize: d By: [ Docurnent Classification: &
Automatic Reversal: ] Security Qrg: GSA
Reversal Accounting Period: Fa Additional Payee Name:
Reverss After Period: Accornplished Date:
Agency DUNS Humber: Suppress Printing: r

17.

18.

19.

20.
21.

22.

23.

Agency DUNS+4:

re wendor Information ]

REQUIRED—Review the Payee and Designated Agent fields to
ensure that the appropriate vendor codes are displayed.

Select the Header Accounting Linestab.
The Header Accounting Lines page will be displayed.

Click the Add button to add a Header Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.

TO COPY an exigting line, select the line to copy and click the
Copy button.

Note: Only oneline is needed for standard GSA leases

Update the L ease Code in the I nvoice Number field, if necessary

REQUIRED—Review the accounting template displayed and
change, if necessary.

Note:

To Search for an Accounting Template, click on the Template
field labdl. The Search —Template page will be displayed. Enter
Sear ch criteriaand click the Sear ch button. Results are displayed.
To select a Template, click the Select button for the
corresponding Template.

Click the Default button to populate the fields in the Accounting
Dimensions section.

Complete the Bldg #, Activity (PGC34), and any other required
accounting €l ements that were not populated by the accounting
template.

Review the L ease Code in the Contracts Number field.

Lease
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24. Click the Verify button.

Any errorswill be displayed. Review the error message(s) and
make any necessary corrections on the form.

25. Click the Save Template button.
The Successful Save message appears.
26. Click Close Template button.
The Document Template page will be displayed.
27. Select the Schedulestab.
The Schedules page will be displayed.
28. Click the Add button to add the one-time payment to the
schedule.
29. Enter the date for the buyout payment in the Date field.
30. Enter the amount for the buyout payment in the Amount field.
31. Enter ajustification in the Justification field.
32. Veify that the One-Time Payment check box is selected.
33. Review the document creation schedule.
Lesse Info = Document Chains
Docurnent Chain | Yendors | Amounts | Document t T Suspend Unsuspend Schedule:
| pocument Template | Frequencies | Schedules
A_ddl ﬂl Gerncve | | ResstPeriods | | Resetline | Display[10 ] ttems  uisw ss CSv sort.
Iterm Page: 123456 Items 1-10 of 53
I e e e e e e
@ " 02/01/2009 $7,185.26 043540566 ;g;\ﬁéaﬁgp False False False False
51~ oz/oisz010 4718526 043540566 ;”0;{}%‘3&%“ False False False False
B " 02/01/2011 $7,185.26 043540566 :g]mipéaﬁg{ False False False False
[E ¢ ozsoirz012 4718526 p43sapses [0 NAREOUR False False False False
51~ ozso1rz013 4718520 043540566 ;”0;{}%‘3&%“ False False False False
34. Click the Save button to update the lease profile.
35. The next business day the lease profile will need to be deactivated.
Steps 36-42 are instructions on how to deactivate the lease profile.
36. Select Reference—Document—L ease Profiles.
The Search - Lease Profile page will be displayed.
Lease Exception Scenarios Lease
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Search - Lease Profile

Search Criteria

Code: I Effective Dates
Name: Erom Date:
short Marne: To Date:

Status: hd
Security Org: &

Search | Clear
Mew | ‘oren | | Delete | Display [10 =] 1tems  view as cSV Sort..,

[ code  [vame  [shortname Start Date End Date

- NO ITEMS TO DISPLAY -

37. Enter the appropriate search criteria and click the Sear ch button.
All lease profiles matching the search criteria will be displayed.

38. Select the buyout lease profile.

39. Click the Open button.
The Lease Info tab of the L ease Profile will be displayed.

40. Select Active from the Status drop-down box on the L ease Info
page.

41. Change the Effective To date to the lease termination date.

42. Click the Save button to update the lease profile.

3.17 How Do I Create A Bid Tax Payment?

The following steps describe how to update Chain 8 to make a Bid Tax payment on alease profile.
Notes

1. Select Reference—Document—oL ease Profiles.
The Search - Lease Profile page will be displayed.

Search - Lease Profile

Search Criteria

Code: Effective Dates

Name: | eombae
Short Name: To Date:

Status:

Security Org: 7
Search | Clear

Mew | oren | Delete | Display [10 =] ttems  Wiew as CSV Sort.,

| code  name [ShorinName Start Date End Date

- NO ITEMS TO DISPLAY -

Go to top of pags

2.  Enter the appropriate search criteriaand click the Sear ch button.
All lease profiles matching the search criteria will be displayed.

Lease Lease Exception Scenarios
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3. Select the lease profile to be modified.
4. Click the Open button.

The Lease I nfo tab of the Lease Profile will be displayed.
5. Sdlect the Document Chainstab.

The Document Chains page will be displayed.

[ Lease wo' Document Chains |

A_ddl ﬂl [T Display [10 =] 1tems  Wiew as C3v Sort
| | Documen t Chain Number|Status  |Suspended
E [l 1 Active False

6. Selectthe Bid Tax chain 8.
7.  Click the Vendor s button to review vendor information.

The Vendors page will be displayed.

Note: If vendor information needs to be updated, follow Steps 8-

13. If vendor information does not need to be updated, skip to Step

14.
8. Click the Add button to add the vendor.
9. REQUIRED—Enter the effective date in the Change Effective

Datefield.

Note: The Change Effective Date cannot be earlier than the

L ease Effective From date.
10. REQUIRED—Enter the Vendor Code in the Vendor Codefield.

The vendor name and address will be inferred from the vendor

code that is entered.

Note: Thisisthe vendor receiving the 1099 form.

To Search for aVendor Code, click on the Codefield label. The

Search —Vendor Code page will be displayed. Enter Search

criteriaand click the Sear ch button. To select a Vendor from the

results, click the Select button corresponding to that Vendor .
11. REQUIRED—Enter the Address Code in the Remit To Address

fied.

To Search for a Remit to Address, click on the Remit to

Addressfield label. The Search —VVendor Code page will be

displayed. Enter Sear ch criteriaand click the Sear ch button. To

select aVendor from the results, click the Select button

corresponding to that Vendor. The Remit to Addressfieldis

completed on Vendor page.

Note: Thisfieldisrequired by GSA policy.
Lease Exception Scenarios Lease
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12.

13.

14.

15.
16.

17.

18.

19.

Enter the Vendor Code in the Designated Agent Code field. The
vendor name and address will be inferred from the vendor code
that is entered.

Note: The Designated Agent Code field will be used only for
assignments.

To Search for aDesignated Agent Code, click onthe Codefield
label. The Search —Vendor Code page will be displayed. Enter
Sear ch criteriaand click the Sear ch button. To select aVendor
from the results, click the Select button corresponding to that
Vendor. The Code field is completed on Vendor page.

In the Description field, enter descriptive information (limited to
255 characters) as necessary.

Select the Documents Templates tab.
The Documents Templates page will be displayed.

Open the LM payment document templ ate.

Click the Template button to review the LM payment document
template.

nt > Leas 3 e Info > Header
nt > Less Header
verify | refresh | Fund Currene v | addshorteut | attachments | Route SaveTemplate | Close Template
| Header l Fixed Assets | Header Accounting Lines | Iterized Lines | Approval Routing | Memos | Disbursing Infarmation |
Workflow Status | Approval History |
Expand All | Collapse All
= General
Document Type: Lp Lease Payment Authori Orig Authorization Dats:
Status: RECURRING Authorizstion Date:
Document Nurnber: -1-1 Accounting Period: 4
Title: [ eporting Accounting Period: 4
Autharized By: [ Document Classification: &+
Automatic Reversal: | Security Org: GSA
Reversal Accounting Period: rd Additional Payee Name:
Reverse After Period: Accomplished Date:
Agency DUNS Humber: Suppress Printing: -
Agency DUNS+:
’— - wendor Information |

REQUIRED—Review the Payee and Designated Agent fieldsto
ensure that the appropriate vendor codes are displayed.

Select the Header Accounting Linestab.
The Header Accounting Lines page will be displayed.
Click the Add button to add a Header Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.

TO COPY an exigting line, select the line to copy and click the

Lease
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Copy button.
Note: Only onelineisneeded for standard GSA leases

20. Inthe Reference Document group box, enter LU or LY inthe
Typefield for the real estate tax accrua document to liquidate.

21. REQUIRED—Inthe Number field, click Number field label to
Sear ch for the Refer ence Document Number.
The Search page will be displayed.

22. Enter the search criteria and click the Sear ch button.

23. Select the desired accrua document to liquidate and click the
Select button.

24. REQUIRED—Enter a document reference line number in the
Accounting field.

25. Select the Final check box, if thisisthe last payment to reference
the accrual.

26. Click the Default button.

27. REQUIRED—Review the Amount field with the amount from
the LU accrual document and change if necessary.

28. Enter the datein the Invoice Datefield.

Note: The date should be the prompt pay start date whether itis
the Effective Date of Action or the date noted in the Remarks
section on the 620 for the tax payment.

29. Updatethe Lease Codein the Invoice Number field, if necessary.

30. REQUIRED—Review the accounting template displayed and
change, if necessary.
Note:
= To Search for an Accounting Template, click on the Template
field labdl. The Search —Template page will be displayed. Enter
Sear ch criteriaand click the Sear ch button. Results are
displayed. To select a Template, click the Select button for the
corresponding Template.
31. Click the Default button to populate the fieldsin the Accounting
Dimensions section.
Complete the Bldg #, Activity (PGC31), and any other required
accounting €l ements that were not populated by the accounting
template.

32. Review the Lease Codein the Contracts Number field.

33. If the Bid Tax Payment is more than the estimated accrual, a new
accounting line must be created to reference current year funds.

Notes
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35.

36.

37.

38.

39.

40.

41.

42.

43.

Follow Steps 34-41 to add anew line or skip to Step 42 if aline
does not need to be added.

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

Click the Add button to add a Header Accounting Line.

TO REMOVE an existing line, select the line by clicking its tab
and click the Remove button.

TO COPY an exigting line, select the line to copy and click the
Copy button.

Note: Only oneline is needed for standard GSA leases

Enter the amount of the additional funds needed in the Amount
field.

Enter the date in the | nvoice Datefield.

Note: The date should be the prompt pay start date whether it is
the Effective Date of Action or the date noted in the Remarks
section on the 620 for the tax payment.

Enter the L ease Code in the Invoice Number field.

REQUIRED—Enter the accounting template for the new line.
Note:

= To Search for an Accounting Template, click on the Template
field labdl. The Search —Template page will be displayed. Enter
Sear ch criteriaand click the Sear ch button. Results are
displayed. To select a Template, click the Select button for the
corresponding Template.

Click the Default button to populate the fieldsin the Accounting
Dimensions section.

Complete the Bldg #, Activity (PGC31), and any other required
accounting € ements that were not populated by the accounting
template.

REQUIRED—Enter the L ease Code in the Contracts Number
field.

Click the Verify button.

Any errorswill be displayed. Review the error message(s) and
make any necessary corrections on the form.

Click the Save Template button.
The Successful Save message appears.

Click Close Template button.
The Document Template page will be displayed.

Lease
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45. Select the Schedules tab.
The Schedules page will be displayed.
46. Click the Add button to add the one-time payment to the
schedule.
47. Enter the date for the bid tax payment in the Date field.
Note: The date should be the prompt pay start date whether itis
the Effective Date of Action or the date noted in the Remarks
section on the 620 for the tax payment.
48. Enter the amount for the bid tax payment in the Amount field.
49. Enter ajustification in the Justification field.
50. Veify that the One-Time Payment check box is selected.
51. Review the document creation schedule.

Lease Info | Document Chains

Document Chain | ¥endors | Amounts | Documen t T | Suspend Schedul Unsuspend Schedule

| Document Template | Frequenmesl Schedules |

add| [copv | [Remove | | ResetPeriods | | Resetline | Display[10 Tl ttems  View a5 CS¥ Sert..
Item Page: 123456 Items 1-10 of 53
vendor vendor Name wWithhold Suspense Retroactive One-Time Manual
Code applied Release Payment Payment
70 HARBOUR,
E " 02/01/2009 $7,185.26 043540566 POINTE LLC False False False False
70 HARBOUR
[E1 0 vzorvzoin §7,185.26 043540566 70 HARBOLK Falsz Falsz Falsz False
70 HARBOUR.
B " 02/01/2011 $7,185.26 043540566 POINTE LLC False False False False
70 HARBOUR,
[E o ozoizoiz §7,185 .26 043540566 10 HARBOUS False False False False
70 HARBOUR
o ozozons §7,185.26 043540566 70 HARBOLI Falss Falss Falss Falss

52. Click the Save button to update the lease profile.

Lease Exception Scenarios Lease
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4 Search, View, or Query Commitment, Payment and Accrual
Documents

4.1 How Do | View A Document Outside Of Lease Profile?

The Pegasys View Form option allows usersto view held or rgjected Commitment, Accrual, or Payment
forms, but prohibits the user from making changes. When viewing alog, all fields are protected. The
following steps describe how to view a commitment or accrual document.

4.1.1 How Do | View A Commitment Or Accrual Document Outside Of Lease
Profile?

The following steps describe how to view a Commitment or Accrual document.

Notes
1. Select Transactions—Purchasing—View from the menu bar.

The View page will be displayed. The Document Status checkbox
will default to Held.

View

Subsyster: [Purchazing = Documnent Status

Decumen t Tvoe: —r _# Processed: [T Rejected: r
Documen t Mumber: [ Cancelled: [~ Archived: r
arnendrment Number: | scheduled: [~ Pending approval: [
Document Category: [ = Held: 2

From Accounting Period: ,— User 10 ,7 r
To hccounting Period: [ | seauitvora: [ &

From Date: [ Title:  —
To Date: [

Vendor

Code; & TIM (SSN/EINY:
DUNS: DUNS+4:
Customer Account: i

Search | Clear

2. Check the desired document status check box(es) from the
Document Status group box.

3.  Enter adocument type in the Document Typefield.

Note: You may search for the Document Type by clicking the
Document Typefield label. The Search- Document Type page
will be displayed. Enter Sear ch criteriaand click the Search
button. The Sear ch results are displayed. To select a Document
Type, click the corresponding Select button.

4. Enter the document number of the form or document in the
Document Number figld.

If the document number is unknown, please refer to Section 4.1.3:
How do | Search for a Commitment or Accrual Form?

5. Click Search button.

Lease Search, View, or Query Commitment, Payment and Accrual Documents
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4.1.2

Results will be displayed at the bottom of the screen.

Select the form/document and click the View button.

The Header page of the selected fornvdocument will be displayed.
All fields will be protected.

Notes

How Do | View A Payment Document Outside Of Lease Profile?

The following steps describe how to view a Payment document.

Select Transactions—Accounts Payable—View from the menu
bar.

The View page will be displayed. The Document Status checkbox
will default to Held.

View

Processe d: [~ Rejected: r
Cancelled: [~ Archived: r
Scheduled: [~ Pending Approval: [~
Held: Ird

User 10: ¢
seaurivorg: [ &

Titl |

Vendor

Code: & TIN (SSN/EIN):
DUNS: DUNS+4:
Customner Account: &

Search | | Clear

Check the desired document status check box(es) from the
Document Status group box.

Enter a document type in the Document Type field.

Note: You may search for the Document Type by clicking the
Document Typefield label. The Search- Document Type page
will be displayed. Enter Sear ch criteriaand click the Search
button. Sear ch results are displayed. To select a Document Type,
click the corresponding Select button.

Enter the document number of the form or document in the
Document Number field.

If the document number is unknown, please refer to Section 4.1.4:
How do | Search for a Payment Form? for procedures on how to
search for aform.

Click the Search button.
Results will be displayed at the bottom of the screen.

Notes

Search, View, or Query Commitment, Payment and Accrual Documents
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6. Select the form/document and click the View button.

The Header page of the selected formydocument will be displayed.
All fields will be protected.

4.1.3 How Do | Search For A Commitment Or Accrual Form?
Notes
1. Select Transactions—Purchasing—View from the menu bar.
The View page will be displayed. The Document Status checkbox
will default to Held.

View

_zi::z::ﬁ lml Docurnent Status

Docurnen t Type: —r— ¢ Processed: [~ Rejected: -
Document Number: - Cancslled: [7 Archivad: r
Amendment Number: |— Scheduled: [~ Pending Appraval: [0
Document Category: | =] Held: 2
From Accounting Peried: | | user 1D: =
To Accounting Period: [ | Seowity org: [ &
From Date: [ Title: |
To Date: | —

z;:l::ml—l—-& TmsswEmn: [

DUNS: l— DUMS+4: l_

Customer Account: 7
soaren | _gear |
2. Enter adocument type in the Document Type field.
Note: You may search for the Document Type by clicking the
Document Typefield label. The Search- Document Type page
will be displayed. Enter Sear ch criteriaand click the Search
button. The Sear ch results are displayed. To select a Document
Type, click the corresponding Select button.
3. = If youdo not know the document number, proceed to Step 4.

= If you know the document number, enter it in the Document

Number field and proceed to Step 7.

4. Inthe Search Criteriagroup box, enter one or more of the

following search criteria

= Document Category

= Document Number

= User ID (user login ID)

= From Date

= ToDate

= From Accounting Period

= To Accounting Period

= Amendment Number

= Vender Code
Lease Search, View, or Query Commitment, Payment and Accrual Documents
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Notes
= Vendor Address Code
For example, user John Doe wantsto intiate a search for all
Documents created with hisuser 1D for the month of February.
The search criteria would be entered thisway, USER ID =
johndoe, From Date = 02/01/01, To Date = 02/28/01.

5. If additional search criteriaare needed, click on the plus sign to
expand the Add’| Criteria group box. If no additional search
criteriaare needed, go to Step 7.

6. Enter one or more of the following additional search criteria:
= Amount From
= Amount To
= Open/Closed
= Alternate Payee Code
= Alternate Payee Address Code
= Designated Agent Code
= Designated Agent Address Code
= Any accounting dimension

7.  Click the Search button.

Results will be displayed at the bottom of the screen.

8. Select theform and click the View button.

The Header page of the selected formwill be displayed. All fields
will be protected.

4.1.4 How Do | Search For A Payment Form?

Notes

1. Select Transactions—Accounts Payable—View from the menu

bar.

The View page will be displayed. The Document Status checkbox
will default to Held.

View
[~Search Criteria
Subsystem: [ccaunts Payable =] Document Status ——————————————
Docurnent Tupe: —r— ¢ Processed: [ Rejected: r
Gocumen ¢ Humber: | Cancelled: [T Archived: r
Amendment Nurber: — Scheduled: [ Pending Approval: [
Document Categary: = Held: ~
From Accounting Periad: | User I0: ¢
To Accounting Peried: | Security Org; |— ra
From Date: | Title: [
To Date: [
Vendor
codes [ [ & TmssweEmy: [
ouns: [ DUNS+4: |
Customer decount: [ 4
Search | | Clear

Search, View, or Query Commitment, Payment and Accrual Documents
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2. Enter adocument type in the Document Typefield.

Note: You may search for the Document Type by clicking the
Document Typefield label. The Search- Document Type page
will be displayed. Enter Sear ch criteriaand click the Search
button. The Sear ch results are displayed. To select a Document
Type, click the corresponding Select button.

3. = If you do not know the document number, proceed to Step 4.

= If you know the document number, enter it in the Document
Number field and proceed to Step 7.

4. Inthe Search Criteriagroup box, enter one or more of the
following search criteria
= Category
= Number
= User ID (user login ID)
= From Date
= ToDate
For example, user John Doe wantsto intiate a search for all
Documents created with hisuser 1D for the month of February.
The search criteria would be entered thisway, USER ID =
johndoe, From Date = 02/01/01, To Date = 02/28/01.

5. If additional search criteriaare needed, click on the plus sign to
expand the Add’| Criteria group box. If no additional search
criteriaare needed, go to Step 7.

6. Enter one or more of the following additional search criteria:

= Amount From
= Amount To
= Open/Closed
= Alternate Payee Code
= Alternate Payee Address Code
= Designated Agent Code
= Designated Agent Address Code
= Any accounting dimension
7. Click the Sear ch button.

Results will be displayed at the bottom of the screen.

8. Select theform and click the View button.

The Header page of the selected formwill be displayed. All fields
will be protected.

Lease Search, View, or Query Commitment, Payment and Accrual Documents
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4.1.5 How Do | Search For A Commitment Or Accrual Document (Review Status)?
Notes

1. Select Transactions—Purchasing—Review from the menu bar.

The Review page will be displayed. The Document Status
checkbox will default to Processed.

Review

[Parchasing =] ¢ Status
ac ¢ Processed: [ Rejected: -
cument Humber: | Cancelled: [T Archived: -
ent Number: | Scheduled: [T Pending Approval: [
acument Category: [ = Held: r
From Accounting Period: [ User ID: ¢
To hccounting Perind: | seaurivorg: [ &
From Date; | Title: [
To Date: |
vendor
Code: l— l— & TIN (SSN/EINY: l—
DUNS: DUNS+4: |
Customer Aceount: [ &
Search | Clear

2. Enter adocument type in the Document Type field.

Note: You may search for the Document Type by clicking the
Document Typefield label. The Search- Document Type page
will be displayed. Enter Sear ch criteriaand click the Search
button. The Sear ch results are displayed. To select a Document
Type, click the corresponding Select button.

3. = If youdo not know the document number, proceed to Step 4.

= If you know the document number, enter it in the Document
Number field and proceed to Step 7.

4. Inthe Search Criteriagroup box, enter one or more of the
following search criteria
= Category
= Number
= User ID (user login ID)
= From Date
= ToDate
For example, user John Doe wantsto intiate a search for all
Documents created with hisuser 1D for the month of February.
The search criteria would be entered thisway, USERID =
johndoe, From Date = 02/01/01, To Date = 02/28/01.

5. If additional search criteria are needed, click on the plussignto
expand the Add’| Criteria group box. If no additional search
criteriaare needed, goto Step 7.

6. Enter one or more of the following additional search criteria:
= Amount From

Search, View, or Query Commitment, Payment and Accrual Documents Lease
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= Amount To
= Open/Closed

= Alternate Payee Code

= Alternate Payee Address Code

= Designated Agent Code

= Designated Agent Address Code
= Any accounting dimension

7. Click the Sear ch button.
Results will be displayed at the bottom of the screen.

8. Select the document and click the View button.

The Header page of the selected document will be displayed. All
fieldswill be protected.

4.1.6 How Do | Search For A Payment Document (Review Status)?

Notes

1. Select Transactions—Accounts Payable—Review from the
menu bar.

The Review page will be displayed. The Document Status
checkbox will default to Processed.

Review

Subsystern: [accounts Payable =] Document Status

Docurner t Type: ¥ Processed: [ Rejected: r
Documen it Mumber: | Cancelled: [~ archived: r
Amendment Humber: | Scheduled: [T Pending Approval: [
Docurnent Category: = Held: -

From Accounting Period: | User ID: [ ——
To Accounting Period: | seoritvora: [ 14

From Date: | Title:  —
To Date: |

Vendor

Code: & TIN (SSN/EIND:
DUNS: DUNS+4:
Customner Account: 4

Search | | Clear

2.  Enter adocument type in the Document Type field.

Note: You may search for the Document Type by clicking the
Document Typefield label. The Search- Document Type page
will be displayed. Enter Sear ch criteriaand click the Search
button. The Sear ch results are displayed. To select a Document
Type, click the corresponding Select button.

3. = If youdo not know the document number, proceed to Step 4.
= If you know the document number, enter it in the Document
Number field and proceed to Step 7.

Lease Search, View, or Query Commitment, Payment and Accrual Documents
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Notes

4. Inthe Document Search Criteria group box, enter one or more of

the following search criteria

= Category

= Number

= User ID (user login ID)

= From Date

= ToDate

For example, user John Doe wantsto intiate a search for all

Documents created with hisuser 1D for the month of February.

The search criteria would be entered thisway, USER ID =

johndoe, From Date = 02/01/01, To Date = 02/28/01.

5. If additional search criteriaare needed, click on the plus sign to
expand the Add’| Criteria group box. If no additional search
criteriaare needed, go to Step 7.

6. Enter one or more of the following additional search criteria:
= Amount From
= Amount To
= Open/Closed
= Alternate Payee Code
= Alternate Payee Address Code
= Designated Agent Code
= Designated Agent Address Code
= Any accounting dimension
7. Click the Search button.

Results will be displayed at the bottom of the screen.

8. Sdlect the document and click the View button.

The Header page of the selected formwill be displayed. All fields
will be protected.

4.2 How Do | Search For A Document Using The References Button?

Referencing is a Pegasys feature that allows lease documents to be linked together to form a purchasing
chain. To view documents that have been linked together click the Refer ences button. The linked
documents are then displayed on the References Tree page in a graphic resembling a tree branch. For
example, when you query a commitment, the related payment documents are displayed in the reference
tree. Note: Only those documents that have been referenced using the copy forward function will be
displayed. The following steps describe how to query a document using the Reference Query button.
When a document is selected from the tree, Document Type, Document Number, Document Total,
Document Cost and Document Date are displayed at the bottom of the page.

Search, View, or Query Commitment, Payment and Accrual Documents Lease
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4.2.1 How Do | Search For A Commitment Or Accrual Document Using The
References Button?

Notes
1. Select Transactions—Purchasing—Review from the menu bar.

The Review page will be displayed. The Document Status
checkbox will default to Processed.

Review

Subsystem: Purchasing - Status

Documert it Type: & Processed: [V Rejected: -

Docurnent Mumber: Cancelled: Archived: -
.

-
Amendment Number: Scheduled: [~ Pending Approval
Held: r

Dacument Category: [ =l
From Accounting Period: [ User ID: 1@
Ta Accounting Period: | Security Org: [

From Date: | Title: |
To Date: |

Vendar

Code: & TIN (SSM/EIN):
DUNS: DUNS+4:
Customner Account: 7

search | | Clear

2.  Enter adocument typein the Document Typefield.

Note: You may search for the Document Type by clicking the
Document Typefield label. The Search- Document Type page
will be displayed. Enter Sear ch criteriaand click the Search
button. The Sear ch results are displayed. To select a Document
Type, click the corresponding Select button.

3. Enter the document number in the Document Number field.

If the document number is unknown, please refer to Section 4.1.3:
How do | Search for a Commitment or Accrual Form?

4.  Click the Search button.
Results will be displayed a the bottom of the screen.

5. Select the appropriate document record and click the Reference
Query button.

The Document Reference Tree page will be displayed.

Lease Search, View, or Query Commitment, Payment and Accrual Documents
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Notes

s BPEGASYS

Document Reference Tree

ok| view uiew Line Level Detsil | Exportable Wiew i Gl Detai| Wiew Transaction Detail |

Il Reference Tree for document LO-LO2008071400052
1 Lo - Loz005071400052

Documnent Type:

Documen thumber: [
6. Click the plus sign to expand the Reference Tree.
7. Toview aspecific document in the chain, click on the document
number.
When the document is highlighted, the Document Type,
Document Number, Document Total, Document Cost, and
Document Date fields are displayed.
8. Click the View button to view the highlighted document.
The highlighted document will be opened for review.
9. Click theView Line Level Detail button to view a specific
accounting line on the selected document.
The View Line Level Detail button lists all linesincluded on the
selected document.
10. Toredisplay the Reference Tree, click the OK button.
Search, View, or Query Commitment, Payment and Accrual Documents Lease
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4.2.2 How Do | Search For A Payment Document Using The References Button?

Notes

1. Select Transactions—Accounts Payable—Review from the
menu bar.

The Review page will be displayed. The Document Status
checkbox will default to Processed.

Review

[~ Search Criteria

Subsystern: [ccourts Payable =] Document Status
Documer it Type; —r Processed: @ Rejectsd: -
Document Mumber: | Cancelled: [T Archived: -
Amendment Humber: |— Scheduled: [~ Pending Approval: [~
Document Categary: | | Held: r
From Accounting Period: | User ID: |
To Accounting Period: | Securitvorg: [ 4
From Date: | Tite: ——
To Date: |

Vendar

code: [ [ & mwesswemy: [

oons: [ DUNS+4: |

Customer cecount: [ &
Search Clear

2.  Enter adocument type in the Document Typefield.

Note: You may search for the Document Type by clicking the
Document Typefield label. The Search- Document Type page
will be displayed. Enter Sear ch criteriaand click the Search
button. The Sear ch results are displayed. To select a Document
Type, click the corresponding Select button.

3. Enter the document number in the Document Number field.

If the document number is unknown, please refer to Section4.1.4:
How do | Search for a Payment Form? for procedures on how to
search for a document.

4. Click the Search button.
Results will be displayed at the bottom of the screen.

5. Select the appropriate document record and click the Reference
Query button.

The Document Reference Tree page will be displayed.

Lease Search, View, or Query Commitment, Payment and Accrual Documents
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Notes

- BPEGASYS

Document Reference Tree

ok| view view Line Level Datal | Exportable view e e Ui raneaction erail |

|3l Reference Tree for document LP-LP200&090500001
23 1P - LP20080S0S 00001

6. Click the plus sign to expand the Reference Tree.
7. Toview aspecific document in the chain, click on the document
number.

When the document is highlighted, the Document Type,
Document Number, Document Total, Document Cost, and
Document Date fields are displayed.

8. Click the View button to view the highlighted document.
The highlighted document will be opened for review.

9. ClicktheView Line Level Detail button to view a specific
accounting line on the selected document.

The View Line Level Detail button lists all linesincluded on the
sel ected document.

10. Toredisplay the Reference Tree, click the OK button.

4.3 What Are The Common Error Messages In Pegasys?

Pegasys provides three levels of warning and error messages: Warning, Overrideable, and Hard. All
Pegasys error messages share asimilar structure. Thefirst line of the error message displays an error
code, followed by the name of the form or table where the error occurred, including the specific line or
field. The message concludes with a brief description of the error.

Pegasys 6.5 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.

The Error dialog box displays the following key elements:
=  Error symbol—Identifies the type of error asi (warning error), ? (overrideable error), or—(hard

error).
Search, View, or Query Commitment, Payment and Accrual Documents Lease
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= Error code—Displays a seven-digit error. Thefirst two characters represent the subsystem that
issued the error (in this example, the error occurred in the General Systems subsystem). The last
character designates the severity (e.g., W-warning, E-hard error).

=  Window title—Identifies the location on the form where the error occurred.

= Error description—Gives a detailed explanation of the problem that occurred.

= Error counter—Identifies the total number of errors Pegasys encountered while trying to verify or
process a transaction.

43.1 How do I Identify a Warning Message?

Warning messages appear with an 2. at the beginning of the window. Warning messages notify you of
situations that may require further attention. However, warnings do not prevent aform from being
processed in Pegasys. When warnings appear, evaluate the impact of the problem, and continue
processing the form, if appropriate.

4.3.2 How do I Identify an Overrideable Error?

Overrideable errors notify you of situations that require special attention. They prevent a form from being
accepted by Pegasys; however, an individual with the appropriate authority can override them. An
overrideable error appearswith a < before it has been overridden. An overrideable error appears with
an & after it has been overridden.

If you do not want to override any errors, or if other errors exist on the form, make the necessary changes
to correct the problem(s). Figure 4-1: Overrideable Error Message displays an overrideable error

message.

Figure 4-1: Overridable Error Message

Owerride
b e R BENIA0E This total spending excesds the available funding for Fund G-FYO5-R1-206% by $8904749,8,
Accounting Line 1 i g 2 - = 2
- & Itemized OrderiOrder Header 550385V (1) Spending Adjustment Unexpired Upward Unpaid ©blig amount 10929382 from
— Accounting Line 1 document line 1 isto be recorded.

4.3.3 How Do | Identify The Hard Error Message Code?

Hard error messages appear with a Q . These error messages indicate that data must be corrected before
the transaction can be processed. The users cannot override a hard error message and the error must be
fixed before Pegasys will accept the document. Figure 4-2: Hard Error Message displays a hard error
message.

Figure 4-2: Hard Error Message

Q Iternized Order GS008%E The Office Addresses tab is required.
Q Iternized Order GS0303E There are no lines in this docurnent,
@ Itermnized OrdervAddress Code GS0Z2ZBE Mo walue was provided, Please enter a value,
Q Itermnized OrderiRemit To Address Code GS0ZZBE Mo value was provided, Please enter a value,

4.3.4 What Are Relationship Edit Errors?

Relationship edits define valid combinations of accounting elements (i.e., accounting classification
structure) or other elements on a transaction. Each relationship edit has a unique number and a description
of the error to assist the user in correcting the problem. The unique number in the error message

Lease Search, View, or Query Commitment, Payment and Accrual Documents
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corresponds to the Edit Number in the Relationship Edit M aintenance table. Figure 4-3: Relationship
Edits Error displays areationship edit error.

Figure 4-3: The Relationship Edits Error

I

Q Standard Youcher\Standard Moucher Line 1 GS0144E Relationship edit 2401 violated, Organization is required 111

4.35 How Do | Correct A Relationship Edit Error?
The following steps outline how to correct arelationship edit error.

Notes
Take note of the error number and message.

1.
2. Review theform.

3.  Enter the corrected accounting element(s).
4,

Click the Verify button to re-verify the form.
Note:

If you determine the accounting element combination entered on
the transaction is correct, and the relationship edit existed in
NEAR, submit a request to the Pegasys Hotline to have the edit
added to the Relationship Edit M aintenance table.

If you determine that the accounting element combination is new
and should be avalid Relationship Edit value in Pegasys, then
submit arequest, along with an explanation, to the your Service
Representative or Functional Coordinator who will then coordinate
with the CFO Office.

4.3.6 What are the Common Lease Accounting Errors?

The messages displayed in Figure 4-4: Common Lease Accounting Error Codes are examples of
possible error messages. There may be slight variations to the actual wording of the error message;
however, the meaning and possible solutions are still applicable.

Figure 4-4: Common Lease Accounting Error Codes

Common Error Description Solution
Codes
GS3300E No (amount/vendor/frequency) corresponds to | Verify that the Change Effective Date
the effective start date of the lease. of the earliest

Amount/Vendor/Frequency record
corresponds to the Effective From
Date of the lease.

ASO0068E A form template must be created for each Verify that the form template has been
lease document template. added to all document template
records and add missing templates.

Search, View, or Query Commitment, Payment and Accrual Documents Lease
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Common Error Description Solution
Codes
GS3306E The first document creation date for a lease The first document creation date
document template record cannot be changed. | cannot be changed after a document
has been processed for a lease profile.
GS3316E The first document creation date cannot be Change the first document date or the
earlier than the lease effective from date. Effective From Date, so that the
Effective From Date is earlier than or
equal to the First Document Creation
date.
GS3319E Frequency generation date must be entered Enter the generation date in the
for the frequency selected. frequency details group box on the
document chains page. GSA will use
01 for payment documents.
GS3352E Cannot have more than one document Verify the Copy Fwd from Template
template with no referenced record number. Record group box on the Document
Chains page to ensure that the
commitment documents (LO) are
referenced by the payment
authorization documents (LP).
GS3369W Documents have already been made to a An overrideable error that indicates a
different vendor. This retroactive vendor manual reversal payment will have to
change will not result in correction of these be made to different vendors. Click the
documents. Override All button to continue
processing.
GS3345E The change effective date must be unique. No two vendor or amount changes can
have the same Change Effective Date.
Update the Change Effective Date of
one of the vendor/amount lines.
GS3359E PA (or Estimated Accrual) Accounting Line’s Correct the commitment (LO)
referenced line has been fully closed and may | referenced by rejected form to
not be referenced. increase the committed amount by the
amount of the rejected form.
GS0039E The vendor (or any other entered value) value | Verify that all the values entered in the
is not valid in the database. lease maintenance and document
templates are valid in the database.
GS3006E The fund (or any other required dimension) Verify that all the values required by
dimension is required by line 1. the document template have been
entered.
GS3302E The change effective date may not be before Verify that the Change Effective Date
the effective start date of the lease. of the earliest
Amount/Vendor/Frequency record
corresponds to the Effective From
Date of the lease.
GS0039E The building # value, is not valid in the Add the building number to the

database.

building number database and re-
process the payment document
manually.

Lease
Created: April 14, 2011
Final Version 1.0
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Common Error Description Solution
Codes
APO0118E The prompt pay type is not allowed for this Check the vendor to make sure that
schedule. the payment defaults for the vendor

are set up correctly. Correct the
payment defaults and re-process the
payment. If the vendor is set up
correctly, the user should make the
necessary corrections to the payment
(i.e., fixing either the disbursing
information or removing the prompt
pay type), then manually re-process
the payment.

APO503E The payee and designated agent must be Clear out the designated agent fields
different. on the payment and then manually re-
process the payment. The lease profile
vendor information should be
corrected so that the vendor and the
designated agent are not the same.

ASO0067E A database error has occurred. Contact the GSA technical team.
GS0811E PA Accounting Line 2's referenced line has Deselect the Final flag on the
been fully closed and may not be referenced. document to continue processing.

4.4  How Can | Correct A Payment Document That Was Rejected In The Batch Job?

If a payment document rejects during the lease batch job, the following steps will need to be taken to
correct and process the payment document in order for the document to be sent to Treasury for
disbursement.

Notes
1. ReviewtheLeaseActivity Query for rejected payments.
Note: Refer to Chapter 3: Lease profile Overview, Section 3.10:
How Can | Review Lease Activity? for step-by-step instructions on
how to access the Lease Accounting Query.
2. Select Transactions—Accounts Payable—Correct.
The Correct page will be displayed.
Correct
—Search Criteriz
Subsystem: [Accounts Payable =] Docurnent Status ——————————————
Document Type: —r— Processed: ¥ Rejected: -
Document Mumber: [ Cancelled: [ Archived: r
Amendment Mumber: |— Scheduled: [~ Pending Approval: [
Document Catsgory: l—;[ Held: r
Fram Accounting Petiod: | User ID: — #
To Accaunting Period: | seawritvorg, [ 4
Eram Date: | Title: |
To Date: |—
Vendor
’7@7@ |— l— & TIN (SSNAEIN): l—
ouws: [ DUNS+4: l—
Search, View, or Query Commitment, Payment and Accrual Documents Lease
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Notes
3.  Enter the document type (LP or LM) in the Document Typefield.
4. Enter the document number in the Document Number field.
If the document number is unknown, please refer to Section 5.1.4:
How do | Search for a Payment Form?
5. Inthe Document Status group box, select the Rejected check box.
6. Click the Search button.
Results will be displayed at the bottom of the screen.
7. Select theform and click the Correct button.
The Header page of the Rejected Payment Formwill be displayed.
The appropriate errors are displayed at the top of the screen.
8. Make the appropriate correction to the form.
9.  Click the Verify button.
Any errorswill be displayed. Review the error message(s) and
make any necessary corrections on the form.
10. Click the Submit button.
The Form Submitted Successfully for Processing message
appears.
Lease Search, View, or Query Commitment, Payment and Accrual Documents
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5 Vendor and Payments Queries

5.1 Review Vendors Query

Notes

1. Select Queries—Vendor—Review Vendors.
The Review Vendors Query will be displayed.

Review Vendors

[~ Search Criteria

Code: | Address Code: |
DUNS Number: | Address Type: I =
DUNS+4: [ Division : |
CAGE Code: | Division Mumber: |
Name:  aenem s
Legal Name: [ bureauw IE4
SSH/EIN: | Security Organization: | | 4
vendor Cateqory: | | # Use For Payments: [ ]
Vender Class: | — Use For Billing:
vendor Group: l— il Use For Procurement t: l_;l
vendor Tyns: — 1099 vsndar: =
Default Payment Tyoe: [ # Miseellanzeus: =
wAICS
Reporting Attribute: | =]
NAICS Code: [ 1#
EL"D"l ﬂl Small Business (by NAICS): — =
Emerging Small Business (oy Na1Cs): [ =]

2. Enter avendor name or partial name in the Vendor Name field or
any other searchable criteria.

3. Click the Search button.
The matching search results will be displayed.

4. Select the desired vendor from the displayed vendors and click
Details button.

The Vendor page will be displayed.
5. Select the Addresses tab.

6. Select the desired address and click the Address Level Vendor
hyperlink.

The Address Level Vendor page will be displayed.

5.2  Vendor Activity Query

Vendors are anintegral part of the Purchasing process. In Pegasys, the term “vendor” refersto
commercia vendors, government agencies, and all other payees with whom GSA does business. Vendors
areidentified 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

Lease Vendor and Payments Queries
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size. Itisalist of all GSA vendors and is available for al Pegasys users to view through the Sear ch
functionality.

The Vendor Activity Query in Pegasysis a powerful tracking and querying tool used to access detailed
vendor account information. While a vendor may be referenced thousands of times in many different
types of documents, the Vendor Activity Query provides away to quickly view and access al
interactions involving the vendor.

The Pegasys Vendor Activity Query isdivided into six pages: General Information, Account Summary,
Blanket Agreements, Contracts, Invoices, and Documents. The following sections describe each of the six
pages and the type of information that can be obtained from these various pages on the Vendor Activity

Query.
5.2.1 How Do | Get To The Vendor Activity Query?

The following steps describe how to review avendor’ s account information on the Vendor Activity
Query in Pegasys.

1. Select Queries—Vendor—Query Activity.
The Vendor Activity Query will be displayed.
Vendor Query

—Search Criteria

Code: Address Code:
DUNS Number: Address Type: | ;I
DUNS+4: Address Active Status: lﬁ
CAGE Code: Region:
MName: Region Number:
Legal Name: Agency: Fd
SSN/EIM: Bursau: &
Wendor Category: & Agency Location Code: &
Wendor Class: & Security Crganization: &
Wendor Group: # Use For Payments: m
vendor Type: & Use For Billing: m
Default Pavment Type: & Use For Procurement: m
Reporting Attribute: Iﬁ Frevent New Spending: m
Currency Code: & 1099 vendor: m
Miscellaneous: m
Search Clear CCR Enabled: m
NAICS
NAICS Code: &
Small Business (by NAICS): l—;l
Emerging Small Susiness (by NAICS): l_;l
2.  Enter the Code or Name of the vendor to be reviewed.
3. Click the Search button.
The matching search results will be displayed.
4.  Select the vendor to be reviewed and click the Details button.
The Main page of the Vendor Activity Query will be displayed.
Vendor and Payments Queries Lease
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5.2.2 What Information Does The Main Page Of The Vendor Activity Query

Display?

The Main page of the Vendor Activity Query displays basic information about the vendor being
gueried. GSA is not using Product Service Codes, NAIC Codes, or SIC codes in Pegasys, therefore, when
clicking on these respective buttons on the Main page in Pegasys nothing will be displayed.

5.2.3 What Information Does The Account Summary Page Of The Vendor Activity

Query Display?

The Account Summary page of the Vendor Activity Query displays detailed financial information
about the vendor. The amountsin this window are outstanding amounts. The following steps describe
how to review information on the Account Summary page of the Vendor Activity Query.

Notes

1. Select Queries—Vendor—Query Activity.

The Vendor Activity Query will be
Vendor Query

—Search Criteria

Code: Address Code:

DUNS Number: Address Type:

DUNS+4: Address Active Status:
CAGE Code: Region:
MName: Region Number:
Legal Name: Agency:
SEN/EIN: Bureau:
Wendor Category: Agency Location Code:
wendor Class: Security Organization:
Wendor Group: Use For Payments:

Wendor Type: Use For Billing:

oW %N

Default Pavment Tvpe: Use For Procurement:

j‘
v

Reporting Attribute: Prevent New Spending:

Currency Code: 1099 Vendor:

Miscellansous:

Jilduidudd ]_

Search Clear CCR Enabled:

NAICS
NAICS Code:

7
I jv

Emerging Small Business (by NAICS): I vl

Small Business (by NAICS):

displayed.
2. Enter the Code or Name of the vendor to be reviewed.
3. Click the Search button.
The matching search results will be displayed.
4. Select the vendor to be reviewed and click Details button.
The Main page of the Vendor Activity Query will be displayed.
5. Click the Account Summary tab on the Vendor Activity Query.
Lease Vendor and Payments Queries
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Notes

The Account Summary page of the Vendor Activity Query will be displayed.

6. Review the Activity Dates group box.

Note: The Account Activity Dates group box displays the last date that
various Pegasys functions were completed. These dates are used to determine
when a vendor record should be deactivated.

7. Review the Cumulative Amounts group box.

Note: The Account Cumulative Amounts group box displays total open and
closed activity.

8. Review the Budgetary | mpact group box.
Note: The Account Budgetary Amounts group box displays how the
transactions processed for the vendor affected the budget.

9. Click the Address Amounts button to review this data summarized at the
vendor address level.

Note: Data behind the Address Amounts button provides additional
information specific for each address code.

5.24 What Information Does The Blanket Agreements Page Of The Vendor
Activity Query Display?

The Blanket Agreements page of the Vendor Activity Query displays summary financial information
about the purchases made against a particular blanket purchase agreement using the Vendor Activity
Query. This page gives status information for a blanket agreement, including authorized, requested and
ordered amounts. The following steps describe how to review information on the Blanket Agreements
page of the Vendor Activity Query.

Notes
1. Select Queries—Vendor—Query Activity.
The Vendor Activity Query will be displayed.
Vendor and Payments Queries Lease
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Vendor Query

—Search Criteria
Code:

DUNS Number:
DUNS+4:

CAGE Code:
Name;

Legal Name:
SEN/EIN:

Wendor Category:

wendor Class:

Vendor Group:

Wendor Type:

Reporting Attribute:

Currency Code:

Search Clear

Default Pavment Tvpe:

oW %N

j‘
v

Address Code:
Address Type:
Address Active Status:
Region:

Region Number:
Agency:

Bureau:

Agency Location Code:

Security Organization:
Use For Payments:
Use For Billing:

Use For Procurement:

Prevent New Spending:

1099 Vendor:

Miscellansous:

CCR Enabled:
NAICS

Jilduidudd ]_

NAICS Code:

Small Business (by NAICS):

7

—=

Emerging Small Business (by NAICS): I vl

Enter the Code or Name of the vendor to be reviewed.

Click the Search button.
The matching search results will be displayed.

Select the vendor to be reviewed and click Details button.
The Main page of the Vendor Activity Query will be displayed.
Click the Blanket Agreementstab on the Vendor Activity Query.
The Blanket Agreements page of the Vendor Activity Query will be

Select desired blanket agreement to review and click the Details

2.
3.
4.
5.

displayed.
6.

button.
5.2.5

Display?

Notes

What Information Does The Contracts Page Of The Vendor Activity Query

The Contracts page of the Vendor Activity Query displaysall of theinformation associated with

contracts for the specified vendor. This page includes summary information about each contract and each
document processed against the contract. The Contracts page alows the user to obtain status information
for a contract, including authorized, requested and ordered amounts. The following steps describe how to

review information on the Contracts page of the Vendor Activity Query.

Notes

Lease
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1. Select Queries—Vendor—Query Activity.
The Vendor Activity Query will be displayed.

Vendor Query

—Search Criteria

Code: Address Code:
DUNS Number: Address Type: | ;I
DUNS+4: Address Active Status: lﬁ
CAGE Code: Region:
Name: Region Mumber:
Legal Name: Agency: &
SSN/EIN: Buresu: &
Vendor Category: & Agency Location Cede: &
Wendor Class: Fd Security Grganization: Ed
Wendor Group: Fd Use For Payments: m
vendor Type: & Use For Billing: m
Default Payment Type: &+ Use For Procurement: m
Reporting Attribute: I—Ll Prevent New Spending: m
Currency Code: &# 1099 Vendor: m
Miscellanecus: m
Search Clear CCR Enabled: m
NAICS
NAICS Code: 7
Small Business (by NAICS): lﬁ
Emerging Small Business (by NAICS): I_Ll

2. Enter the Code or Name of the vendor to be reviewed.

3. Click the Search button.
The matching search results will be displayed.
4. Select the vendor to be reviewed and click Details button.
The Main page of the Vendor Activity Query will be displayed.
5. Click the Contractstab on the Vendor Activity Query.
The Contracts page of the Vendor Activity Query will be displayed.
6. Select desired contract to review and click the Details button.

7. Review the Documents button.

Note: The Contract Activity Documents button displays documents
associated with the selected contract line.

5.2.6 What Information Does The Invoices Page Of The Vendor Activity Query
Display?

The Invoices page of the Vendor Activity Query displays summary information for the invoices
associated with the specified vendor. For each invoice number, the query displays summary information
such as the invoice date, the invoice log date (i.e., the date GSA received the invoice), the invoice status,

Vendor and Payments Queries Lease
Privileged and Confidential/°Copyright 2011, CGI Federal Created: April 14, 2011
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and the following dollar amounts: Invoiced, Expended, Closed, and Outstanding. The query also displays
several datesthat apply to tracking the status of an invoice: date due back to vendor if defective, date
returned to vendor, and date received back from vendor.

The query also displays alist of all transactions associated with the invoice—i.e., the vendor invoice or
itemized vendor invoice document, which recorded the receipt of the invoice, and any payment,
documents referencing the invoice number. For each document, the query displays the document date and
amount. A document may be selected from the list and select the Details button to access the document
for the vendor invoice or payment transaction. The following steps describe how to review information on
the I nvoices page of the Vendor Activity Query.

1. Select Queries—Vendor—Query Activity.
The Vendor Activity Query will be displayed.
Vendor Query

—Search Criteria

Code: Address Code:
DUNS Number: Address Type: | ;I
DUNS+4: Address Active Status: 'l
CAGE Code: Region:
Name: Region Number:
Legal Mame: Agency: &
SSN/EIN: Bureau: #
Vendor Category: & Agency Location Cede: Ed
Wendor Class: & Security Grganization: 4
wendor Group: & Use For Payments: 'I
Wendor Type: & Use For Billing: 'I
Default Pavment Tvpe: & Use For Procurement: VI
Reporting Attribute: I x| Prevent New Spending: 'l
Currency Cede: 7 1099 Vendor: 'I
Miscellansous: VI
Search  Clear CCR Enabled: m
NAICS
NAICS Code: &
Small Business (by NAICS): -
Emerging Small Business (by NAICS): -
2.  Enter the Code or Name of the vendor to be reviewed.
3.  Click the Search button.
The matching search results will be displayed.
4.  Select the vendor to be reviewed and click Details button.
The Main page of the Vendor Activity Query will be displayed.
5. Click thelnvoicestab on the Vendor Activity Query.
The I nvoices page of the Vendor Activity Query will be displayed.
6. Select desired invoiceto review and click Details button.
Lease Vendor and Payments Queries
Created: April 14, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal
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7. Click the View Detail tab.
The View Detail page will be displayed.

8. Select the detail line of the Invoice.

9. Click the View Document button.
The I nvoice Document will be displayed.

5.2.7 What Information Does The Documents Page Of The Vendor Activity
Display?

The Document page of the Vendor Activity Query displays individual documents processed against the
vendor. Documents can be searched according to document type. Once a particular document is selected,
the following document information will be displayed: type of document, document and line numbers,
document title, document amount, date it was created, and outstanding amount. To view more detailed
information about the selected document, click the View Document button. The following steps describe
how to review information on the Documents page of the Vendor Activity Query.

Notes
1. Select Queries—Vendor—Query Activity.
The Vendor Activity Query will be displayed.
Vendor Query
—Search Criteria
Code: Address Code:
DUNS Number: Address Type: | LI
DUNS+4: Address Active Status: Iﬁ
CAGE Code: Region:
Name: Region Number:
Legal Name: Agency: Fa
SSN/EIN: Bureau: &
Wendor Category: & Agency Location Cede: &#
Wendor Class: & Security Organization: +#
Wendor Group: F Use For Payments: m
wendor Type: & Use For Billing: m
Default Payvment Tvpe: & Use For Procurement: m
Reporting Attribute: lﬁ Prevent New Spending: m
Currency Code: 7 1093 Vendor: =
Miscellaneous: m
Search Clear CCR Enabled: m
NAICS
NAICS Code: &
Small Business (by MAICS): Iﬁ
Emerging Small Business (by NAICS): m
2.  Enter the Code or Name of the vendor to be reviewed.
Vendor and Payments Queries Lease
Privileged and Confidential/°Copyright 2011, CGI Federal Created: April 14, 2011
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3.  Click the Search button.
The matching search results will be displayed.

4. Select the vendor to be reviewed and click Details button.
The Main page of the Vendor Activity Query will be displayed.

5. Click the Documents button on the Vendor Activity Query.
The Documents page of the Vendor Activity Query will be displayed.

6.  Tofilter the documents displayed, enter appropriate criteriaand
click Sear ch button.

7.  Select the document to review.

8. Click the View Document button to review the entire document.
The document selected will be displayed.

5.3 Undisbursed Payments Query

The Undisbur sed Payments Query displays undisbursed and rescheduled payments. It displays
information such as the schedule date, disbursing office, vendor code, document type and number,
payment amount, approval indicator, and a group payment indicator. As payments are disbursed, they are
removed from this query.

5.3.1 How Do | View The Undisbursed Payments Query?

Notes
1. Select Queries—Automated Disbursements—Undisbur sed
Payment Query from the menu bar.
The Undisbursed Payments Query will be displayed.
Undisbursed Payment Query
Search Criterta
Schedule Date: 1 —Venrdor Approved: -
Dishursin offices [ |4 Code:, 4| Held: =
Disbursing Model: = Payse Mame: Rescheduled: S
Schedule Category: | = pocumen . ECS/SPS: B
Schedule Type: - DocType: [ Disbursement in Progress: -
Seurity org: 2 pewm [ # Group Payments: =
Currency; ¢ Manual Check: -
Past Code: s Revalustion Required: | o]
Search | Clear
Btz DEeprevel| [BiEmerevel| [MEEzEREamEl]| ﬂL\dI felease | Display [10 ] ttems  View ss CSU Sort..
e A
- NO ITEMS TO DISPLAY -
Go to top of page
2. Enter the Schedule Date, Disbursing Office (LEASE) and
Document Type in the corresponding fields. Then click the Search
button. Y ou can also search on BBFY, EBFY, Fund, or the
Lease Vendor and Payments Queries
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Disbursement Status.
The matching Search results will be displayed.

Note: The Schedule Date is the date Pegasys will begin the
disbursement processin order to get the payment to Treasury in
time. The nightly disbursing process will select dligible payments
with a schedule date two days ahead of the current date.

3. Select therecord you would like to review and then click the Details
button.

4. TheUndisbursed Payment Query Detail window page will be
displayed.
Note: Most payments on this query will default to Approved status.
However, some Region 7 payments that are over a certain dollar
[imit may need to be manually approved. To do this, smply click the
Approve button. Look for further information about this decision in
upcoming tips and bulletins.

5.3.2 What Does The Undisbursed Payments Query Display?

The Undisbursed Payments Query displays undisbursed and rescheduled payments, as well as any
payments that have been rejected by Treasury.

For each payment, the query displays information such as the schedule date, disbursing office, vendor
code, document type and number, payment amount, approval indicator, and a group payment indicator.
As payments are disbursed, they are removed from the query.

5.3.3 What Should | Look For On The Undisbursed Payments Query?

Schedule Date—Displays the date that Pegasys will need to select the payment to go through the
disbursements process. Keep in mind that Pegasys has been set up to select payments two days ahead of
the indicated Schedule Date so that the payment will be disbursed two days early asis currently the
practicein NEAR.

Disbursement Approval (check box)—Indicates that the disbursement has been approved and is ready to
be picked up by the disbursements process on the indicated schedule date. Region 6 payments will be
approved for disbursement by default so this check box will always be checked, unless a user has pressed
the Unappr ove button. Payments from Region 7 that are over a certain dollar amount may not default to
approved.

Hold (button)—Pressing this button will hold the payment from being disbursed. The payment document
will wait on the Undisbursed Payments Query until it is released. If for some reason it is necessary to
delay the disbursement of a payment, the Hold button will hold the payment.

Disbursement in Progr ess (check box)—If this check box is checked, that indicates that a payment has
been selected and isin the process of being disbursed. Once a payment isin the process of being
disbursed, no changes can be made. Because the disbursing process runs at night, a user will normally
never see this check box checked.

Vendor and Payments Queries Lease
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Rescheduling I nformation (group box)

=  New Schedule Date—The new date on which Finance can reschedul e the payment to be selected
by the disbursements process. Thisfield alows the Finance to re-schedul e a payment so that
Pegasys will disburse it at another date, if necessary.

= Early Payment Approval—If auser enters a new schedule date that is more than eight days
before the prompt pay determined schedule date, it is necessary to use the drop down menu to
select Yesto indicate the payment is approved for early disbursement.

= |nterest Reason Code—A code that identifies the reason why the payment will incur an interest
penalty. Thisisarequired field if the payment is being rescheduled for alater date and will incur
interest. Search for code by clicking on the I nterest Reason Codefield label.

= Discount Lost Reason Code—A code that identifies the reason why an available discount was
lost. Thisisarequired field if the payment is being rescheduled for a later date and will lose its
discount. Search for code by clicking on the Discount L ost Reason Codefield |abel.

5.4 Review A Confirmed Or Rejected Schedule

The Schedule Query will be updated several times throughout the disbursements process. Once
Treasury’ s confirmation or regjection information has been entered and the nightly disbursements cycle
has run, it is possible to view the updated schedule.

54.1 How Do | View The Schedule Query?

Notes
1. Select Queries—Automated Disbursements—Undisbur sed
Payment Query from the menu bar.
The Undisbursed Payments Query will be displayed.
Undisbursed Payment Query
[ Search Criteriz
Schedule Date: [ | Vendor approved: B
Disbursing Office: | |4 Code: | held: =
Disbursing Maodel: -~ Payee Mame: Rescheduled: -
Schedule Category: | = pocumen + ECS/3PS: =
Schedule Type: B DocType: [ & Disbursemen it in Progress: -
Security Ora:  # et [ Group Payments: =
Curreney: |_ rl < Manual Check: >
Pt Code: e Revalustion Requirad: | =]
Search | 2l
Geialls | [pprave | | Blsapprove Reschedie | [Hold| [Release | isplay [10 =] ttems  View as csv sart...
e S e e
Go ko top of page
2. Enter the Fiscal Year and Disbursing Office (LEASE). Then select
a Schedule Action of Confirm or Regect and enter the Schedule
Number or Submission Dateif it is known. Select Posted from the
Posted by Treasury drop-down menu.
Note:
Lease Vendor and Payments Queries
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The Schedule Action represents the status of the schedule:
= Confirm—Treasury has confirmed the schedule and the payment
has been sent to the vendor.

= No Action—The information has been sent to Treasury but no
confirmation has been received.

= Rejected—Treasury has rejected the schedule and has sent it back
to GSA without disbursing.

The Submission Date is the date the schedule was created by the

Pegasys disbursements batch process. Kansas City and Fort Worth

disbursing offices will run these batch processes during the nightly

cycle so the schedule will be transmitted to Treasury on the next

business day. For TMR disbursements, the schedule will be

submitted on the same day as it was created.

3. Click the Search button.
The matching search results will be displayed.

4. Select the record you would like to review and click the Details
button.

5. The Schedule Query Detail page will be displayed.

5.4.2 What Does The Schedule Query Detail Page Display?

The Schedule Query Detail page displays summary schedule information for each schedule.
Schedule Action
= Confirm—Treasury has confirmed the schedule and the payment has been sent to the vendor.
= No Action—The information has been sent to Treasury but no confirmation has been received.
= Rejected—Treasury has rejected the schedule and has sent it back to GSA without disbursing.

Submission Date—T he date the Pegasys disbursements batch process created the schedule. Kansas City
and Fort Worth disbursing offices will run these batch processes during the nightly cycle so the schedule
will be transmitted to Treasury on the next business day. For TMR disbursements, the schedule will be
submitted on the same day as it was created.

Confirmed/Rejected Amount—The amount of the schedule, which has been confirmed or rejected by
Treasury.

Check/Trace Numbers—The Check/EFT trace numbers assigned to the payments on the schedule.

Posted By Treasury (check box)—Indicates whether Treasury’ s confirmation or regjection of the
schedul e has been posted by the Treasury reconciliation process and the nightly cycle has updated the
schedule with that information.

Details Posted (check box)—Indicates whether the Treasury reconciliation process has posted the
supporting payment authorizations.

Vendor and Payments Queries Lease
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5.4.3 How Can | Look At Each Payment Line?

Notes

1. Repeat Steps1-5in Section 5.4.1: How do | View the Schedule
Query?

2. Click the Details tab.
The Details page will be displayed.

Schedule Detail | Sublines

Display [10 =] ttems  View 25 ¢SV Sort..
Itern Page: 1234567

Iterns 1-10 of 63
| [ seauencelvendorcade [address cade [vendorname [posted By Treasury/FrE Check/Trace Number
@ ol 1

[Ele
Be
[Ele
Bl
Bl

@ m E oW om

3. Select the record you would like to view and click the Sublines
hyperlink to view the payment documents.

4. Select the desired payment record and click the Details link to view
the individual payment documents.

5.5 Review The EFT Payment Query

After a Treasury schedule is confirmed and the nightly cycle runs, the EFT Payment Query is updated
with alist of all the EFT payments that were made via ACH schedules.

551 How Do | View The EFT Payment Query?

Notes

1. Select Queries—Automated Disbursements—EFT Payment
Query from the menu bar.

The EFT Payment Query will be displayed.

EFT Payment Query

- Search Criteria
Disbursing office;: [ 4 Schedule FY: |
Trace Number: | Schedule Cateqory: [ =]
PaymentDate: | | Schedule Type: [ =]
Distwrsing Madel: [ x]  Schedule mumber: [
Vendor Bank Code: ¢
Code: 7 ECS/SPS: =
Mame: [
search | Clear

Detalls | Display |10 =] Items  Miew as CSYW Sort..

Disbursing [Trace [Payment [Disbursing [vendor |Address |Schedule |Schedule [Schedule [Schedule |Bank |ECS/SPS]
Office Number |Date Model Code |Code FY Category |Type Number |Code

- NO ITEMS TO DISPLAY -

G to top of page

Lease
Created: April 14, 2011
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Notes
Enter LEASE in the Disbursing Officefield and if known, enter the

Trace Number or Payment Datefields.

Note: The Payment Date isthe date the EFT payment was
disbursed.

Click the Search button.
The matching search results will be displayed.

Select the record you would like to view and click the Details
button.

The EFT Payment I nformation page will be displayed.

| EFT Payment Query Summary l EFT Payment Query Details ‘

Expand All | Collapse all

Disbursing Office: [LEASE Fayment Amount: $10,472.33
Trace Number:  [00120375 Currenc ¥: UsD

Payment Date:  |03/03/2008

Fiscal vear: [2008 Categary: ACH(CCD+/FFD+) =
Type: Corporate 2] Wumber: GS08X1122
i rea: i

— = Wendor Information

Code: 592904295 00001
Narne: HENIA MANAGEMENT C
Bank Code: 063113523

—_—

Note: If Treasury provided information about an Offset, follow
Step 5. If thereis no offset information to record, skip to Section
5.5.2; What doesthe EFT Payment | nformation Window
Display?

Enter the Offset Amount and a description (if desired) in the Offset
Information field. Then click the Save button to save the offset
information.

5.5.2 What does the EFT Payment Information Window Display?

= Payment Amount—The amount of the EFT payment.
= Payment Date—The date the EFT payment was disbursed.

= Cancel Type—Indicates whether the EFT payment has been canceled, and if so, the type of
cancdl (i.e., replacement or deletion).

= Schedule Information (section)—Displays the Schedule Category, Schedule Type, and
Schedule Number that is associated with the EFT payment.

= Vendor Information (section)—Provides the specific Vendor Name, Vendor Code, Address
Code, and bank information.

Vendor and Payments Queries Lease
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= Offset Amount (section)—Indicates whether offset information has been entered.

5.5.3 How Do | View Each Payment Line?

Notes

1. Repeat Steps 1-5in Section 6.5.1: How do | View the EFT
Payment Query?

2. Click the EFT Payment Query Detailstab to view the specific
payment document lines included in this payment.

The EFT Payment Details page will be displayed with all payment
document lines.

| EFT Payment Query Summary I EFT Payment Query Details |

Wiew Documen t | Display |10 =] tems  View as CsY Sort...

| |poc Type Document t Number Item Line # Acctg Line #|Record Type Record Amounf t

@ = LP LPZ2008022802980 o $10,472.33

Expand all | Callapse all

1 Principal

= General

[Cease Record Type:
[ootzosrs
Check Fiscal Year: [2008
[<ENTA MANAGEMENT C
=

Documnent Number:
(Dncument Number: [LP2008022602980
0

1

Disbursing Office:
Check Humber: :
Record amount: [ $10,472.33
Yendor Mame:

Documsnt Type:

Ttern Line #:

Actg Line #:

3. Select thedesired line. The line details will populate the bottom
portion of the page.

4. Click the View Document button to view the payment document.

5.6

After aTreasury schedule is confirmed and the nightly cycle runs, the Check Query is updated with alist
of al the check payments that were made viathe Treasury Check schedule. It is possible to view the
check information for each payment on the Check Query.

Review A Check Query

5.6.1 How Do | View The Check Query?

Notes

1. Select Transactions—Automated Disbur sements—Check Query
from the menu bar.

The Check Query will be displayed.

Lease
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Check Query
Disbursing Offiees [ | 4 Schedule Fr: [
Check Symbol: [ Schedule Category: =
Check Number: Schedule Type: -~
Payment Date: — Schedule Number:
Check Fr: — Bank Code: —  #
wendar Gode: — 4 ECs/ses: =
Search Clear
Detals | Display [10 =] Itemns View as CSV Sort..,
O e 5
Go to top of page ) )
2. Enter LEASE inthe Disbursing Office field and if known, enter the
Check Number or Check Datefields.
Note: The Check Date isthe date the check was disbursed.
3. Click the Search button.
The matching search results will be displayed.
4. Select the record you would like to review and click the Details
button.
The Check Query Summary page will be displayed.
| Check Query Summary I Check Query Details |
Ezpand All | Collspse All
— - General
Disbursing Office; [LEASE Check Symbol: 2221
Check Mumber:  [32108012 | Check Fr: [z008
Check Date: lm Payment Amount: lm
Cancel Type: = Manual Check: [T
Bank Code: [ curreney: UsD
— = Schedule Information
Schedule FY:  [z008 Schedule Category: [Treasury Disbursed Check =]
Scheduls Type: [Corporate <] Schedule Number: [GSDBC2810
= Wendor
code: [poomnzs fpoons ] [ore |
Marne: [CROWNRIDGE STORAC
’— - Offset Amount
Note: If Treasury provided information about an Offset, follow
Step 5. If thereis no Offset information to record, skip to Section
6.6.2: What doesthe Check Information Window Display?

5. Enter the Offset Amount and a description (if desired) in the Offset
Information field. Then click the Save button to save the offset
information.

Lease
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5.6.2

What Does The Check Information Window Display?

5.6.3

Check Amount—The amount of the check payment.

Check Date—The date the check payment was disbursed.

Cance Type—Indicates whether the check payment has been canceled, and if so, the type of
cancel (i.e., replacement or deletion).

Schedule I nfor mation (section)—Displays the Schedule Category, Schedule Type, and
Schedule Number that is associated with the Check payment.

Vendor Information (section)—Provides the specific Vendor Name, Vendor Code, and

Address Code.

Offset Amount (section)—Indicates whether offset information has been entered.

How Do | View Each Payment Line?

3.

4.

5.7

Notes

Complete Steps 1-5in Section 6.6.1: How do | View the Check

Query?

Click the Check Query Detailstab to view the specific payment
authorization document lines included in this payment.

The Check Query Details page will be displayed with all payment

document lines.

[ check Query Summar ¥ | Check Query Details |

BG‘ LP

Expand All | Collapse All

LP2007112600062

wwwww

0 1 Principal $8,689,53

- General

[lease

[ezer

Check Number:  [F20eoiz

Check Fiscal Yeari [2008
—

Disbursing Office:

Check Symbol:

vendor Name;

Murnber:

’7D UUUUUU it Humber: |LPZ007112600062 ‘

—
e —

Item Line #:

Actg Line #:

usD

Record Amount: $8,689.53

Select the desired line. The line details will populate the bottom

portion of the page.

Click the View Document button to view the payment document.

How Do | Find A

Building Number In Pegasys?

There are a couple of different ways to find a building number in Pegasys. The following two sections
describe how to find a building number in Pegasys.

Lease
Created: April 14, 2011
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5.7.1 How Do | Find A Building Number In Pegasys From The Building #
Reference Table?

The following steps describe how to find a building number in Pegasys from the Building # Reference
table.

Notes

1. Select Reference—Dimensions—Building #s—Building # Codes
from the menu bar.

2. Enter the appropriate search criteriaand click the Sear ch button.
The matching search results will be displayed.

3.  Select the appropriate building # from the list displayed.

5.7.2 How Do | Find A Building # In Pegasys From The Building # Field In The
Accounting Dimensions Section?

The following steps describe how to find a building number in Pegasys from the Building # field in the
Accounting Dimensions section.

Notes

1. Inthe Accounting Dimensions section, click the Building #

hyperlink.

The Search — Building # page will be displayed.
2. Enter the building search criteriain the appropriate fields and click

the Sear ch button.

The matching search results will be displayed.
3. Click the Select button for the corresponding building #.
Vendor and Payments Queries Lease
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6 Standard Lease Accounting Management Reports

6.1 Lease Accounting Management Reports

6.1.1 What Types Of Lease Accounting Management Reports Are Available In
Pegasys?

The following table summarizes the Lease Accounting Management Reports by report name, report menu
folder, required fields, and optional fields.

Figure 6-1: Standard Lease Accounting Management Reports

Report Name

Report Menu Folder

Required Fields

Optional Fields

1. Rejected Lease
Forms Report

2. Lease
Undisbursed
Payments
Report

Purchasing—Finance
Reports

Auto
Disbursements—Finance
Reports

Region
From Date
To Date

Schedule Date From
Schedule Date To

Doc Type
From Doc Number
To Doc Number

Region

Document Type
Vendor Code From
Vendor Code To

Display Vend Held
Pymts

BBFY/EBFY
Fund

Approval Status
Sort Criteria 1
Sort Criteria 2
Sort Criteria 3

6.1.2 How Do | Generate And Print Lease Accounting Management Reports From
The Reports Menu?

The following steps describe how to run the Lease Accounting Management Reports from the Reports

menu.

1. Loginto Pegasys.

2. Select Utilities- Reports—Run Reports from the menu bar.
The View Reports page will be displayed for the available reports.

Notes

Lease
Created: April 14, 2011
Final Version 1.0
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Notes
Run Reports
Select Report
=]
J Awailable Reports =
(1 Accounts Payable
(1 Automated Disbursements
B+ Budget Execution
B~ Cost Allocation
-] Credit Card
B~ Desktop
(1 External Reporting
3 General Ledger
1 General System
1 Plannin g
1 purchasing
-] Refersnce Data _
B~ Systern Administration
3. Click the plus sign adjacent to the Purchasing folder.
4. Click the plus sign adjacent to the Finance Reports folder to expand
the folder and view the available reports.
5. Select the report to be viewed or printed and click Select Report
button.
6. Fill inthe Parameters group box. The Parameter s group box will
vary based on the selected report.
Note: Parameters are case sengtive.
7. Click Print to run the report.
8. If thereport hasreturned in Adobe Acrobat, click the Print button

on the Adobe Acrobat toolbar. If the report did not return in Adobe
Acrobat, click once on the displayed report and select File—Print
from your web browser’s menu bar.

6.1.3 What Types Of Information Do Each Of The Reports Provide Me?

Rejected L ease Forms Report—The Rejected Lease Forms Report displays the document type,
document number, date, lease code, as well as the error/problem definition for each rejected lease form.
Thereport islimited by region and date range and can optionally be run for a specific document type and
document number range.

Standard Lease Accounting Management Reports Lease
Privileged and Confidentialf@Copyright 2011, CGI Federal Created: April 14, 2011
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Figure 6-2: Rejected Lease Forms Report Parameters Page

Rejected Lease Forms

Submit | Erintl

Expand All | Collapse all

— - Parameters

*

Repart Level: IRejected Lease Forms;l

— = Rejected Lease Forms
* Region: I 7
* From Crate: I

X To Date: I

Doc Type: I vI
From Doc Mumber: I
To Doc Murmnber: I

A sample of the Rejected Lease Forms Report is provided in Figure 6-11: Rejected Lease Forms Report.

Figure 6-3: Rejected Lease Forms Report

Z3 leaserejforms - Microsoft Internet Explorer provided by AMS

| Pl Edt view Favotes Took  Help

J Address @ hktp:ff162.70,105, 231 ftest 1 freports{22000604271 64225 leaserejforms_frm.htm

[ ] Page |1 of 2
047272006 0530 P General Services Adminisiration Page 2 of 2
Rejected Lease Forms Report
Region: 01
Doc Type Doc Number Doc Date Contract Number Prohlem Definition
LP LP2006031400531 030572006 01B04169 Ho dishursing method has been entered on the form and none is available for the entered par
vendor.
Check/EFT information should not be provided when the Dishursing Method is not Check/E:
LF LFP2006031400552 030572006 01B04169 Ho dishursing method has been entered on the form and none is available for the entered par
wendot,
CheckEFT information should not be provided when the Dishursing Method is not Check/E
LF LP2006031400583 03052006 01804169 Mo dishursing method has been entered on the form and none is available for the entered pa
wvendor.
Check/EFT information should not be provided when the Dishursing Method is not CheckE
LP LP2006031400584 03/05/2006 01B04169 Ho dishursing method has been entered on the form and none is available for the entered par
wendor,
CheckEFT information should not be provided when the Dishursing Method is not Check/E

-
4l | B

&1 Dore [0 T [ 3Llocalintranet
Lease Standard Lease Accounting Management Reports
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A Lease Profile Field Definitions

A.l Lease Info Page

A Lease Profileis created within Pegasys to record lease payments. The first page of the Lease Profileis
the L ease | nfo page. The L ease | nfo page contains general information about the Lease Profile, such as
the name and effective dates of the Lease Profile. Figure A-1: Lease I nfo Page displaysthe Lease Info

page of the Lease Profile.

Figure A-1: Lease Info Page

Save |
| Lease Info I Docurnent Chains
Expand all | Collapse all
— = General
X Code: I:I Succeeded/Superseded Lease &
* l— Succeeded/Superseded By I
Marme:
Modification Date: I
Short Marme: I
- Last Modified By: I
Status: I.ﬁ.ctlve vl
Security Org: I g
* Creation Details: INeither ;I
Effective Dates
Frorm Date: I
To Dates I
— = Description
=
Description:
=

Figure A-2: Lease Info Page Field and Button Descriptions provides additional information about
L ease Info page fields and buttons.

Figure A-2: Lease Info Page Field and Button Descriptions

Field Name Description Features

Save (button) | Updates the displayed lease profile with any changes = Optional.
that have been made.

General (section)

Code Alphanumeric text used to identify a lease. = Required.

Lease Profile Field Definitions

Lease - Appendices
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Field Name Description Features

Name Provides a description of the lease. = Required.

Short Name Abbreviated version of the lease name. = Optional.

Status Allows user to choose if profile is Active or Inactive. = Defaults to Active.
When inactive, any transaction processed against the
lease is rejected.

Security Org The security organization established when the lease = GSA will be the Security
profile was created. Organization on all Lease

Profiles.
Creation The Move To Next Business Day option, or the Move | = Optional.
Details To Previous Business Day option to prevent the

profile from generating on a weekend or holiday.

If Neither is selected, Pegasys will not prevent the
expected date of the profile from falling on a weekend
or holiday.

Effective Dates (group box)

From Date

To Date

Succeeded/S
uperseded
Lease

Succeeded/S
uperseded By

Modification
Date

Last Modified
By

The date lease services begin.

The date lease services cease.

The lease profile code that has been succeeded or
superseded by another lease profile.

The lease profile code that has succeeded or
superseded another lease profile.

Displays the date of the last update for the selected
lease profile.

Displays the user ID who last modified the profile.

Description (section)

Description

Document
Chains (tab)

A free text field 255 characters long used to enter
additional information about the form.

Displays the Document Chain page, which contains
the document chain information for the selected lease
profile.

Please refer to Section A.1: Document Chains Page
for a description of the fields in the Document Chain

page.

Defaults to Neither.

Required.
Right-click date options.
Required.
Right-click date options.

Optional

System-maintained.

System-maintained.

System-maintained.

Optional.

Required.

Lease Profile Field Definitions
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A.1 Document Chains Page

The Document Chains page contains document information associated with the lease profile. Figure
A-3. Document Chain Page displays the Document Chains page of the Lease Accounting Management
form.

Figure A-3: Document Chain Page

gavel

Lease Info | Document Chains

| Document Chain | vendors I Amounts | Document Templates | Suspend Schedules | Unsuspend Schedules

Itern 1 of 1

Expand all | Collapse all

— = General

Docurnent Chain Mumber: Il

Status: I.C\ctive 'I
Suspended: —
Generate Past Forms: —

X Funding Level: IHeader Accounting 'I

— = Lease Suspension

—Suspend Information

Last Generation Date: I Apply Suspense |
Suspend Date: I Template |

Suspend Docurnent Type: I &

—insuspend Information
Unsuspend Date: I Apply Unsuspense |
Mo Release: —

Figure A-4: Document Chain Field and Button Descriptions provides additional information about
Document Chains page fields and buttons for the Lease Profile.

Figure A-4: Document Chain Field and Button Descriptions

Field Name Description Features

Save (button) Updates the changes to the displayed document chain = Optional.
information.

General (section)

Document Chain A number that uniquely identifies the document chain. = System-maintained.

Number
= If left blank, Pegasys

will default the value
of the next sequential
line number from the
highest line number
already entered.

Lease - Appendices Lease Profile Field Definitions
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Field Name Description Features
Status Allows user to choose if profile is Active or Inactive. When Defaults to Active.
inactive, any transaction processed against the lease is
rejected.
Suspended If checked, the displayed document chain of the lease profile is System-maintained.
(check box) suspended.
Generate Past Generates document template forms earlier than the current Required for Chain 1.

Forms (check box) | system date.

Funding Level The level of funding for the document chain.

Lease Suspension (section)

Suspend Information (group box)

Last Generation The last date of generation.
Date
Suspend Date Indicates the date to begin suspending the document. The date

must be after the displayed last generation date.

Suspend Document | The document type to create the suspend document template
Type form.

Apply Suspense Updates the Suspense Schedule.
(button)

Template (button) Displays the suspend document template.

Unsuspend Information (group box)

Unsuspend Date Indicates the date to un-suspend the lease profile. This must be
after the displayed last generation date.

No Release If selected, indicates the unsuspense schedule should display
$0.00.

Apply Unsuspense | Updates the Unsuspend Schedule.

(button)

Vendors (tab) Displays the Vendor page, which contains the vendor
information for the selected lease profile.
Please refer to Section A.2.1: Vendors Tab for a description of
the fields in the Vendor page.

Amounts (tab) Displays the Amount page, which contains payment
information for the selected lease profile.
Please refer to Section A.1.2: Amounts Tab for a description
of the fields in the Amount page.

Document Displays the Document Template page, which contains

Templates (tab) template information for the selected lease profile.

Defaults to Header
Accounting.

System-maintained.

Optional.

Optional.

Optional.

Optional.

Optional.

Optional.

Optional.

Required.

Required.

Required.

Lease Profile Field Definitions
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Field Name Description Features
Suspend Displays the Suspend Schedules page, which contains = Optional.
Schedules (tab) suspended schedules for the selected lease profile.

Please refer to Section A.2.2: Suspend Schedules Tab for a

description of the fields in the Suspend Schedules page.
Unsuspend Displays the Unsuspend Schedules page, which contains = Optional.
Schedules (tab) unsuspended schedules for the selected lease profile.

Please refer to Section A.2.3: Unsuspend Schedules Tab for

a description of the fields in the Unsuspend Schedules page.

Al.1l Vendors Tab

The Vendor stab displays the Vendor page, which contains the vendor information for the selected L ease
Profile. Figure A-5: Vendor Page displaysthe Vendor page of the Lease Profile.

Figure A-5: Vendor Page

§ave|

Lease Info | Document Chains

Docurnent Chain | ¥endors | Amnounts | Document Ternplates | Suspend Schedules | Unsuspend Schedules

Vendor

Itern 1 of 1

Expand all | Collapse all

— = General

* Change Effective Date: I

——

Currency:

— = wendor Information

— lf'endor Designated Agent

Code: I I 4 [Mors

Mame: I

—Rernit To Address

Rerit To Address: I 7 More |

& Mo:el Qefaultl

Code: I I

Mame: I

— = Description

Description:

Figure A-6: Vendor Dialog Box Field and Button Descriptions provides additional information about
Vendor dialog box fields.
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Figure A-6: Vendor Dialog Box Field and Button Descriptions

Field Name Description Features
Save (button) Updates the changes to the displayed vendor information. Optional.
General (section)

Change Effective Date changes were made to the vendor. Required.

Date

Currency

The currency code of the transaction. Must be a valid value
on the Currency Code maintenance table.

Vendor Information (section)

Vendor (group box)
Code

Name

More (button)

Displayed in two fields:

Field 1: Vendor Code—The 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 Details page that identifies address
information about the vendor.

Please refer to Section More Button (Vendor Group Box)
for a description of the fields on the Vendor Details page.

Remit To Address (group box)

Remit To Address

More (button)

Address code of the vendor receiving payment.

Displays address information about the vendor receiving
payment.

Please refer to Section

More Button (Remit To Address Group Box) for a
description of the fields on the Vendor Details page.

System-maintained.

Required.

The combination of vendor
code and vendor address
code must be valid on the
Vendor Maintenance table.

System-maintained.

This value will be defaulted
from the Vendor
Maintenance table once a
vendor code is specified.

Unavailable unless vendor
information criteria is
entered in the code fields.

Required.

Unavailable unless vendor
information criteria is
entered in the code fields.

Lease Profile Field Definitions
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Field Name Description Features
Designated Agent (group box)
Code Displayed in two fields: = Optional.
= Field 1: Designated Agent Code—The code that
specifically identifies the vendor to be used as a
designated agent.
= Field 2: Address Code—The address code linked to the
Designated Agent Code listed in Field 1.
Name The name of the designated agent. The designated agent is = System-maintained.

More (button)

Default (button)

Description (section)

Description

used in the assignment of contracts and/or delivery orders to
specify a different vendor to assign the contract to, other than
the vendor originally associated with the contract. This
information will automatically default when the associated
contract number or delivery order number is entered.

Displays the Designated Agent Information dialog box that
identifies additional information about the designated agent.

Please refer to Section A.1.1.3: More Button (Designated
Agent Group Box) for a description of the fields in the
Vendor Details page.

Defaults the designated agent saved on the Vendor Code
Maintenance table for the vendor entered on the selected
lease profile.

A free text field 255 characters long used to enter additional
information about the vendor.

Unavailable unless vendor
information criteria is
entered in the code fields.

Optional.

Optional.

Lease - Appendices
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Al1l1l More Button (Vendor Group Box)

The Mor e button displays the Vendor I nfor mation dialog box that contains additional address
information about the selected vendor. Figure A-7: Vendor Details Page displaysthe Vendor Details
page. The Vendor Code will represent the TIN (Tax Identification Number) of the vendor receiving the
1099 form.

Figure A-7: Vendor Details Page

— - WVendor Address

Code: | |

Address Format: IUS 'I
Marne: I

Address:

City:

|

|

|

|
State: I_

Zip Code: I—
County: |

Country: [
Fhone: |

Fax: |

Emnail: |

Contact: |

Title: |

DUNS: [
DUNS-+4: [

Figure A-8: Vendor Details Page Field Descriptions provides additional information about the Vendor
Details page.

Figure A-8: Vendor Details Page Field Descriptions

Field Name Description Features

Vendor Address (section)

Code Displayed in two fields which are pulled forward from the = System-maintained.
main form:
= The combination of
= Field 1: Vendor Code—The code specifically assigned to vendor code and
a particular vendor listed on the Vendor Maintenance vendor address code
table. This code is the TIN (Taxpayer Identification must be valid on the
Number), except for foreign vendors and employees. Vendor Maintenance
table.

= Field 2: Address Code—The address code linked to the
vendor code listed in Field 1.

Address Format Indicates the format of the address: US or Non-US. = System-maintained.

Name The name of the vendor. = System-maintained.

Lease Profile Field Definitions
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Field Name Description Features
Address The vendor’s street address. System-maintained.
City The city where the vendor is located. System-maintained.
State The state where the vendor is located. Valid values are System-maintained.
listed in the State Maintenance table.
Zip Code The postal zip code for this vendor. System-maintained.
County The county of the vendor address. System-maintained.
Country The country of the vendor address. Valid values are listed in System-maintained.
the Countries Maintenance table.
Phone The phone number of the vendor. Enter the value in the System-maintained.
following format:
(HHH) HHtH - HHH
Fax The fax number of the vendor. Enter the value in the System-maintained.
following format:
(HHH) HHtH - B
Email The Internet e-mail address of the vendor. System-maintained.
Contact The contact person at the vendor organization. System-maintained.
Title The title of the contact person. System-maintained.
DUNS (Data Universal Number System) A unique numbering System-maintained.
system that is used to identify a business. The DUNS
number can be no longer than nine characters.
DUNS+4 (Data Universal Number System) A unique numbering System-maintained.

system that is used to identify a business. The DUNS+4
number can be no longer than four characters.

A.1.1.2 More Button (Remit To Address Group Box)

The Mor e button in the Remit To Address group box displays the Vendor Details page that contains

additional address information about the selected vendor. Figure A-9: Vendor Details Page displays the

Vendor Details page. The Remit To field is required by GSA policy.
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Figure A-9: Vendor Details Page

— = Vendor Address

Code: I I

Address Format: IUS vl
Mame: I

Address:

|

|

|

|
State: [

City:

Zip Code: I—
County: |

Country: [
Phone: |

Fax: |

Ermail: |

Contact: |

Title: |

DUNS: —
DUNS+4: |

Figure A-10: Vendor Details Page Field Descriptions provides additional information about the
Vendor Details pagefields.

Figure A-10: Vendor Details Page Field Descriptions

Field Name

Description

Features

Vendor Address (section)

Code

Displayed in two fields which are pulled forward from the main
form:

= Field 1: Vendor Code—The code specifically assigned to a
particular vendor listed on the Vendor Maintenance table.
This code is the TIN (Taxpayer Identification Number), except
for foreign vendors and employees.

= Field 2: Address Code—The address code linked to the
vendor code listed in Field 1.

System-maintained.

The combination of
vendor code and
vendor address code
must be valid on the
Vendor Maintenance
table.

Address Format

Indicates the format of the address: US or Non-US.

System-maintained.

Name The name of the vendor. System-maintained.

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

City The city where the vendor is located. System-maintained.

State The state where the vendor is located. Valid values are listed in System-maintained.
the State Maintenance table.

Zip Code The postal zip code for this vendor. System-maintained.
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Field Name Description Features
County The county of the vendor address. = System-maintained.
Country The country of the vendor address. Valid values are listed inthe | = System-maintained.

Countries Maintenance table.

Phone The phone number of the vendor. Enter the value in the = System-maintained.
following format:

() 841 - HHEH

Fax The fax number of the vendor. Enter the value in the following = System-maintained.
format:

() #HHH#1 - HHEHE

Email The Internet e-mail address of the vendor. = System-maintained.
Contact The contact person at the vendor organization. = System-maintained.
Title The title of the contact person. = System-maintained.
DUNS (Data Universal Number System) A unique numbering system = System-maintained.

that is used to identify a business. The DUNS number can be no
longer than nine characters.

DUNS+4 (Data Universal Number System) A unique numbering system = System-maintained.
that is used to identify a business. The DUNS+4 number can be
no longer than four characters.
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A1.13 More Button (Designated Agent Group Box)

The Mor e button displays the Vendor Details page that contains additional address information about the
designated agent. Figure A-11: Vendor Details Page displays the Vendor Details page. GSA will be
using the Designated Agent option for Assignments only.

Figure A-11: Vendor Details Page

— = Vendor Address

Code: I I

Address Format: IUS vl
Mame: I

Address:

City:

|

|

|

|
State: I_

Zip Code: I—
County: |

Country: [
Phone: |

Fa: |

Email: |

Contact: |

Title: |

DUNS: —
DUNS+4: [

Figure A-12: Vendor Details Page Field Descriptions provides additional information about
Designated Agent dialog box fields.

Figure A-12: Vendor Details Page Field Descriptions

Field Name Description Features

Vendor Details (page)

Code Displayed in two fields which are pulled forward = System-maintained.

from the main form: o
= The combination of vendor

= Field 1: Designated Agent Vendor Code—The code and vendor address
code specifically assigned to a particular code must be valid on the
designated agent listed on the Contract Vendor Maintenance table.

Maintenance table and the Delivery Order
Maintenance table.

= Field 2: Designated Agent Address Code—
The address code linked to the designated
agent vendor code listed in Field 1.

Address Format Indicates the format of the address: US or Non- = System-maintained.
uUs.
Lease Profile Field Definitions Lease - Appendices
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Field Name Description Features
Name The name of the designated agent. = System-maintained.
Address The designated agent’s street address. = System-maintained.
City The city where the designated agent is located. = System-maintained.
State The state where the designated agent is located. | = System-maintained.

Valid values are listed in the State Maintenance
table.
Zip Code The postal zip code for this designated agent. = System-maintained.
County The county of the designated agent address. = System-maintained.
Country The country of the designated agent address. = System-maintained.
Valid values are listed in the Countries
Maintenance table.
Phone The phone number of the designated agent. = System-maintained.
Enter the value in the following format:
(HHH) HHtH - HHH
Fax The fax number of the designated agent. Enter = System-maintained.
the value in the following format:
(HHH) HHtH - HHH
Email The Internet e-mail address of the designated = System-maintained.
agent.
Contact The contact person at the designated agent = System-maintained.
organization.
Title The title of the contact person. = System-maintained.
DUNS (Data Universal Number System) A unique = System-maintained.
numbering system that is used to identify a
business. The DUNS number can be no longer
than nine characters.
DUNS+4 (Data Universal Number System) A unique = System-maintained.

numbering system that is used to identify a
business. The DUNS+4 number can be no
longer than four characters.

A.1.2 Amounts Tab

The Amounts tab displays the Amounts page, which displays the amount information for the selected
Lease Profile. Figure A-13: Amounts Page displays the Amounts page.
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Save |

Figure A-13: Amounts Page

Lease Info | Document Chains

| — |
| Docurnent Chain | Wendaors | Amounts | Docurnent Templates | Suspend Schedules | Unsuspend Schedules

&dd| Copy | Rermove | Display | 10 =] Iterns  View as CSV Sort...
- Change Effective Date m Amount Interval Number of Years (X)
@ $0.00 Annually
Expand All | Collapse all
— - General

* Change Effective Date: I

* Armount: I $0.00

* Retroactive Document Options: IPeriodic Retroactive Docurments x|

Annual Arount: I $0.00

¥ amount Interval: IAnnuaIIy =

Mumber of Years {¥): I
— = Description

=
Description:

Figure A-14: Amounts Page Field Descriptions provides additional information about the Amounts

page fields.
Figure A-14: Amounts Page Field Descriptions
Field Name Description Features

Save (button) Updates the changes to the displayed amount to the selected Optional.
lease profile.

Add (button) Adds the displayed amount to the selected lease profile. Optional.

Copy (button) Copies the displayed amount to the selected lease profile. Optional.

Remove (button) Removes the displayed amount from the selected lease Optional.
profile.

General (section)

Change Effective Date changes were made to the amount. Required.

Date

Amount The_ %ollar amount of the lease contract for a given interval Required.
period.
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Field Name Description Features
Retroactive Periodic Retroactive Documents- If selected, retroactive = Required.

Document Options | payment documents are listed as multiple documents on the
document creation schedule. Lump Retroactive Documents-
If selected, lumps the retroactive payment document in to
one document on the document creation schedule and is
scheduled according to the latest scheduled retroactive
document. No Retroactive Documents- If selected, no
retroactive documents will be created on the document
creation schedule.

Annual Amount The annual amount for the lease period.

Amount Interval The period for the dollar amount of the lease contract.
Number of Years Number of years in the interval if every X years is selected
X) for the amount interval.

Description (section)

Description A free text field 255 characters long used to enter additional
information about the amount.

System-maintained.
Required.
Drop-down list box.

Optional.

Optional.

A.1.3 Document Templates Tab

The Document Templates tab displays the Document Template page, which displays the template
information for the selected Lease Profile. Figure A-15: Document Template Page displaysthe

Document Template page.

Figure A-15: Document Template Page

Save |

Lease Info | Document Chains

Docurnent Chain | Mendors | Amounts | Document Templates | Suspend Schedules | Unsuspend Schedules

Document Template | Frequencies | Schedules

Expand All | Collapse all

— - General

* Docurnent Type: I 4

. . Referenced Record Nurnmber: ID
First Creation Date: I
- Final Last Reference: r
Status: IP.ctwe 'I
Ternplate |

Copy Fwd From Template Record

— = Payment Template Prompt Pay Information

Periodic Payments Subject to Prompt Pay: W specific Periodic Payments Prompt Pay Type: I &

Retroactive Payments Subject to Prompt Pay: W Specific Retroactive Payments Prompt Pay Type: | &

Itern 1 of 1
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Figure A-16: Document Template Page Field Descriptions provides additional information about the
Document Template page fields.

Figure A-16 ; Document Template Page Field Descriptions

Field Name Description Features
Save (button) Updates the changes to the displayed amount to Optional.
the selected lease profile.
General (section)
Document Type The document type of the form being created. Required.

First Creation Date

Status

Template (button)

The date to begin creating the document template
forms.

Note: Cannot be earlier than the Lease Effective
From date.

Allows user to choose if profile is Active or
Inactive. When inactive, any transaction
processed against the lease is rejected.

Displays the New Template page that will create
a new document template.

Please refer to Section A.1.4: Template button
for a description of the fields on the New
Template page.

Copy Fwd From Template Record (group box)

Referenced
Record Number

Finalize the Last
Reference (check
box)

Indicates document template number to
reference.

Indicates that the last document to reference for
this template is to fully liquidate the referenced
document.

Payment Template Prompt Pay Information (section)

Periodic Payments
Subject to Prompt
Pay (checkbox)

Retroactive
Payments Subject
to Prompt Pay
(check box)

Specific Periodic
Payments Prompt
Pay Type

If selected, the periodic payments are subject to
prompt pay.

If selected, the retroactive payments are subject
to prompt pay.

The prompt pay type for the periodic payments.

Drop-down list box.

Required.

Defaults to Active.

Required when setting up a
new lease profile.

Required for GSA on Chain 1
for LP document template
record.

Required for GSA on Chain 1
for LP document template
record.

Optional.

Optional.

Optional.

If blank, the default prompt
pay type will be used.
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payment schedule information for the selected
lease profile.

Please refer to Section A.1.6: Schedules tab for
a description of the fields in the Schedule page.

Field Name Description Features

Specific The prompt pay type for the retroactive payments. | = Optional.
Retroactive
Payments Prompt = If blank, the default prompt
Pay Type pay type will be used.
Frequencies (tab) Displays the Frequency page which displays the = Required.

document creation frequency for the selected

lease profile.

Please refer to Section A.1.5: Frequency tab for

a description of the fields in the Frequency page.
Schedules (tab) Displays the Schedule page which displays the = Optional.

A.l4 Template Button

The Template button displays the New Template page that will create a new document template. Figure
A-17: New Reguest Document Template Page displays the New Request Document Template page.

Figure A-17: New Request Document Template Page

Inbox | Preferences | Shortcuts | Site Map | | Logout | Help | About]

Litilities

w > MNew Request <

= Back | Einishl Cancel |

B
o]

New Request

Docurnent Type: ILO

Doc Mumber Prefix: I &

Document Number: I-l-l Generate I
Security Org: I &

Title: |

Copy Document
& None
[ Copy From
e Copy Forward

Go to top of page

Figure A-18: New Request Document Template Page Field Descriptions provides additional
information about the Create a New Commitment Document Template page fields.
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Figure A-18: New Request Document Template Page Field Descriptions

Field Name Description Features
Doc Type The document type of the form being created. System-maintained.
Doc Number The system-generated, unique document number System-maintained.

Security Org

Document Title

Copy Document
(check box)

Copy From

Copy Forward

of the form being created.

The security organization established when the
form was created. Only users specified in the
security organization of the request will have
access to this form.

The title of the current form. Can be up to 50
characters in length.

When checked, activates the Copy From
functionality at the bottom of the dialog box.

When selected, copies information from an
existing form or document into the new form
being created (i.e., creates a new form that is a
replica of an existing form or document). The
existing form or document must be the same
document type as the form being created.

When selected, copies information forward from
an existing document into the new form being
created (e.g., information from a request to an
payment). Only information in fields found on both
documents, such as accounting lines, is copied
forward.

Defaults to user’s security
organization.

System-maintained.

Optional.

Defaults to checked for
Payment document template.

Defaults to none for
commitment document
templates.

Disabled.

Disabled.

Defaults to checked when
creating payment document
template.
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A.l41 Request Document Template Header Page

Thefirst page of the Commitment Document Templateisthe Header page. The Header page contains
general information about the Commitment Document Template, such as the date of the Commitment
Document Template and the vendor. Figure A-19: Request Document Template Header Page displays
the Header page of the Commitment Document Template form.

Figure A-19: Request Document Template Header Page

GSAI,“}‘S)P EGASYS Inbox | Preference Shortcuts | Site Map i | Logout | Help | About
: R f

ns

ase Info = Header

Merify | Refresh | Fund Currency | Add Shortcut Attachments | Route | Save_Template | Close Template

1
Header I Office Addresses | Suggested Vendors | Header Accounting Lines | Itemized Lines I Approval Routing | Memaos |

amendment Histary | Workflow Status | Approval History |

Expand all | Collapse all

— = General
Document Type: ILO ILease Purchase Reque: Orig Request Date: I Reset: [0
Status: IRECURRING Reqguest Date: I
Document Murmber: |-1-1 Accounting Period: | &
Title: | Reporting Accounting Period: I F
Batch Number: I
¥ Authorized By: I
Document Classification: I td
Security Org: GSA
Suppress Printing: Il

— = Wendor Information

r Vendor

r r o Mera I |

Figure A-20: Commitment Document Template Header Page Field and Button Descriptions provides
additional information about Commitment Document Template Header page fields.

Figure A-20: Commitment Document Template Header Page Field and Button Descriptions

Field Name Description Features

General (section)

Document Type The document type. Must be valid in the = System-maintained.
Document Type maintenance table.

Status The status of the document. = System-maintained.

Document The unique number that identifies the referenced = System-maintained.

Number document.

Title Enter old lease code of B+7 digits for new leases = Optional.

entered into Pegasys.
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Field Name

Description

Features

Authorized By

Original Request
Date

Request Date

Accounting Period

Reporting
Accounting Period

Batch Number

Document
Classification

Security Org

Suppress Printing
(check box)

The individual requesting the goods or services.

The date the request document template is
created.

The date the request is created. Enter the value in
the following format:

= MM/DD/YY

The accounting period in which this transaction is
to be recorded. Enter the value in one of the
following formats:

= 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:

= MM/YY
= MM/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 (defined on the Document
Classification Maintenance table) to which this
transaction belongs.

The security organization established when the
form was created. Only users specified in the
security organization of the request will have
access to this form.

Indicates that this form should not be printed from
Pegasys.

Vendor Information (section)

Code

Displayed in two fields:

= Field 1: Vendor Code—The code specifically
assigned to a particular vendor listed on the
Vendor Maintenance table. The code is the
TIN (Taxpayer Identification Number), except
for foreign vendors and employees.

= Field 2: Address Code—The address code
linked to the vendor code listed in Field 1.

Required.
System-maintained.
Defaults to the current date.
System-maintained.
Right-click Date options.

If blank, defaults to the
current date.

System-maintained.
Right-click Date options.

If blank, defaults to the
Accounting Period associated
with the Date field.

Right-click Date options.

If blank, defaults to the
Reporting Accounting Period
associated with the Date
field.

Optional.

Optional.

Defaults to user’s security
organization.

System-maintained.

GSA not using.

System-maintained.

The combination of vendor
code and vendor address
code must be valid on the
Vendor Maintenance table.
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Field Name

Description

Features

Name

More (button)

Customer Account

Amounts (section)

Net Amount

Cost Amount
Prorate (group box)

Prorate Amount

Prorate (button)

Contracts
(section)

The name of the suggested vendor who may
provide the requested goods or services.

Displays the Vendor Details page that identifies
address information about the vendor.

Please refer to Section A.1.1.1: More Button
(Vendor Group Box) for a description of the
fields in the Vendor Details page.

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

The total dollar amount of the purchase request's
accounting lines.

The cost amount of the purchase request.

Amount specified in this field will be distributed
proportionally across the forms accounting lines
by clicking the Prorate button.

Distributes amount specified in the Prorate
Amount field proportionally across all accounting
lines, maintaining the same percentage amounts
for each accounting line.

Section that contains Contract Information
fields. Please refer to Section 0: Contracts
Section for a description of these fields.

Header/Footer (section)

Header

Footer

General information about the itemized lines.

General information about the itemized lines.

External System Information (section)

System ID

External System
Document
Number

Transmit to
FedBid

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

The external system identifier.

Indicates that the item should be transmitted to
the FedBid system upon processing.

System-maintained.

This value will be defaulted
from the Vendor Maintenance
table.

Unavailable unless vendor
information criteria is entered
in the code fields.

Optional.

System-maintained.

System-maintained.

Optional.
Defaults to $0.00.

Optional.

Unavailable unless entry is
made in Prorate Amount field.

Optional.

Optional.

Optional.

Optional.

Optional.

GSA not using.
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Field Name

Description

Features

Transmit to
Inventory System

Indicates that the item was transmitted to .
Momentum via the inventory system.

= GSA not using.

System-maintained.

Description (section)

Description A free text field 255 characters long used to enter | = Optional.
additional information about the amount.
Extended A free text field 60000 characters long used to = Optional.
Description enter an extended description.
A.1.4.2 Contracts Section

The Contracts section contains information about the lease contract. Figure A-21: Contracts Section
displays the Contracts section.

— = Contracts

Contracts Nurmnber:

Blanket Agreement Nurmber:
Delivery Order Mumber:
Schedule Numnber:

Start Date:

End Diate:

Procurernent Plan Number:
Type of Action:

Priarity:

Priority Rating:

Update Blanket Agreement:

Primary MAICS:

Figure A-21: Contracts Section
I &+ Suggested Preference Program: I
I & Suggested Type Of Contracts: I &
I
I—
I—
I—
I—
| =l
I jv
I j‘
r
—

Estimated Contract Value Armount: I $0.00

Figure A-22: Contracts Section Field Descriptions provides additiona information about the Request
Contract Information section fields.

Figure A-22: Contracts Section Field Descriptions

Field Name

Description

Features

Contract Number

The lease code, which applies to this

document’s lease.

= Required.

= Contains lease profile

Blanket Agreement Maintenance

table.

code.
Blanket The blanket purchase agreement = Optional.
Agreement number that is associated with this
Number lease. Value must be valid in the
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A.1.4.3

Field Name Description Features
Delivery Order The delivery order number associated Optional.
Number with the lease.

Schedule

Number

Start Date The start date of the entered Optional.
contract/blanket agreement.

End Date The start date of the entered Optional.
contract/blanket agreement.

Procurement The number by which this purchase Optional.

Plan Number

Type of Action

Priority

Priority Rating

Update Blanket
Agreement
(checkbox)

Primary NAICS

Estimated
Contract Value
Amount

Suggested
Preference
Program

Suggested Type
of Contracts

request is identified in the organizations
most recent procurement plan.

The type of lease action requested.

The priority level associated with the
lease. Possible entries include: high,
medium, or low.

The priority rating of this order. Possible
entries include numbers 1 through 10.

When checked, updates/creates the
entered Blanket Agreement in the
Blanket Agreement maintenance Table
with the entered request information (for
example, vendor and dollar amount).

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

The estimated maximum value of the
subsequent contract with all options
exercised.

The suggested preference program.

The suggested type of contract, such as
fixed price or cost plus fixed fee.

Drop-down box.
Optional.

Drop-down list box.

Optional.

Drop-down list box.

Optional.

Optional.

Optional.

Optional.

Optional.

Request Document Template Header Accounting Lines Page

The Request Document Template Header Accounting Lines page of a Request Document Template
form contains the line item information found on the form. Dollar anount and funding information are
entered on the Header Accounting Lines page. Figure A-23: Request Document Template Header
Accounting Lines Page displays the Header Accounting Lines page of the Request Document Template

form.
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Figure A-23: Request Document Template Header Accounting Lines Page

Inbox | Preferences Shortcuts | Site Map & | Logout | Help | About

ease Info = Header: LO se Purd Reguest -1-1 RECURRING =

!erifyl Refresh | Fund Currency | Add Shortout Attachments | Boutel Save_Template | Close Template

Header | Office Addresses | Suggested Wendors | Header Accounting Lines | Iternized Lines | Approval Routing | Memos

Header Accounting Line

Itern 1 of 1

Expand all | Collapse all

— = General
Line Mumber: Il Source Number: I
Transaction Type: I &

— Transfer Agency

Treasury Syrmbal: I 47 To/From: I vl

—Period of Performance

Start Date: I End Date: I

Related Cost Type: IN.-"A ;I

"- Line Arnounts

Figure A-24: Request Document Template Header Accounting Lines Page Field and Button
Descriptions provides additional information about Request Document Template Header Accounting
Linesfields.

Figure A-24: Request Document Template Header Accounting Lines Page Field and Button
Descriptions

Field Name Description Features

General (section)

Line Number A number that uniquely identifies the current line. | = Pegasys will default this
value to the next sequential
number from the highest line
number already entered.

Transaction Type An alphanumeric code used in combination with = System-maintained.
the transaction’s document type, that determines
the general ledger postings and budgetary
impact.

Valid values are listed in the Transaction
Definition Maintenance table.

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

Transfer Agency (group box)

Lease Profile Field Definitions Lease - Appendices
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Field Name Description Features

Treasury Symbol The U.S. Treasury Symbol to be used for the = Optional.
purchase request.

To/From Indicates whether the transfer is to or from the = Optional.
agency specified.

Period of Performance (group box)

Start Date The date lease services begin. = Optional.

End Date The date lease services end. = Optional.

Related Cost Type | The category to which the accounting line relates. | = Optional.

Line Amounts (section)

Requested
Applied Credit

Net Total

The original dollar amount of the accounting line.
The credit amount applied to the accounting line.

The difference between the original line amount
and the applied credit.

Accounting Dimensions (section)

Template

BFYs

Fund

Region

Org Code

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 values are listed in the Region
Maintenance table.

The organization code of the accounting strip.

Valid values are listed in the Organization
Maintenance table.

= Value defaults to $0.00.
= GSA not using.
= Optional.

= System-maintained.

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.
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Field Name

Description

Features

Program

Project Code

Activity

Sub-Object Class

The program code of the accounting strip.

Valid values are listed in the Program
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.

The activity code of the accounting strip.

Valid values are listed in the Activity Code
Maintenance table.

The sub-object class code of the accounting strip.

Valid values are listed in the SOC Maintenance
table.

Will 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.

Required.

Obiject class is inferred from
the sub-object class.

Building # The building of the accounting strip. May default and/or may
) ] ) o become required, based on
Valid values are listed in the Building # the accounting template
Maintenance table. selected.
System The system code of the accounting strip. May default and/or may
) ] ) become required, based on
Valid values are listed in the System the accounting template
Maintenance table. selected.
Veh Tag# The vehicle tag of the accounting strip. May default and/or may
) ) ) ) become required, based on
Valid values are listed in the Vehicle Tag the accounting template
Maintenance table. selected.
Work Item The work item of the accounting strip. May default and/or may
) ] ) become required, based on
Valid values are listed in the Work Item the accounting template
Maintenance table. selected.
ABC Activity The ABC Activity of the accounting strip. May default and/or may

Valid values are listed in the ABC Activity
Maintenance table.

become required, based on
the accounting template
selected.
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Field Name

Description

Features

User Dimensions 6
-10

Cost Organization

YBA

BETC

Cohort Year

PRC

Agreement
(section)

Contracts Line Info
(section)

Description (section)

Description

Extended
Description

Save Template
(button)

User dimensions 6-10 of the accounting strip.

Valid values are listed in the User Dimension 6 -
10 Maintenance tables.

The cost organization code of the accounting
strip. The value must be valid in the Organization
maintenance table and be defined as a cost
organization.

The Year of Budget Authority signifies whether
budget outlays are from current year funding or
unspent prior-year funding.

The Business Event Type Code (BETC). An 8
character code used to indicate the type of
activity being reported.

The cohort year of the accounting strip. Must be a
valid 4-digit year.

The program reporting category of the accounting
strip. Must be valid on the Program Reporting
Category maintenance table.

Used to specify an agreement (e.g., RWA, IBAA)
to be associated with the request. Displayed in
two fields:

= Field 1: Agreement number.
= Field 2: Line number

Please refer to Section A.1.4.4: Agreement
Section for a description of the fields in the
Agreement section.

Section that contains Contract Line Information
fields. Please refer to Section A.1.4.5: Contract
Line Info Section for a description of these
fields.

A free text field 255 characters long used to enter
additional information about the accounting line.

A free text field 60000 characters long used to
enter an extended description.

Updates the changes to the displayed accounting
line information.

GSA not using.

GSA not using.

The field is only applicable to
no year funds that have the
Carryover Flag set to True on
the Fund maintenance table.

GSA not using.

GSA not using.

GSA not using.

Optional.

GSA not using for Lease.

Optional.

Optional.

Optional.

Optional.

Al44

Agreement Section

Figure A-25; Agreement Section displays the Agreement section.
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Figure A-25: Agreement Section

= Agreement
’7 Agreement Nurmber: I 4/ Agreement Line Nurnber: I &

Figure A-26: Agreement Section Field Descriptions provides additional information about the
Agreement group box fields.

Figure A-26: Agreement Section Field Descriptions

Field Name Description Features
Number The agreement number. = Optional.
Line Number Displays the associated line number. = Required if the Number is
populated.

A.1.45 Contract Line Info Section

Figure A-27: Contract Line I nfo Section displaysthe Contract Line I nfo section.

Figure A-27: Contract Line Info Section

— = Contracts Line Info

Contracts Mumber: l— &
Blanket Agreement Murnber: I— F
Delivery Order Mumber: I— F
Contracts Line Itemn Murmber: I— &

Sub Contracts Line Itern Mumber: I_ &

Blanket Agreement Line Itern Murnber: I_ &

Sub Blanket Agreement Line Itemn Number: I— &

Figure A-28: Contract Line Info Section Field Descriptions provides additional information about the
Contract LinelInfo section fields.

Figure A-28: Contract Line Info Section Field Descriptions

Field Name Description Features

Contract Number The contract number that applies to this item. The value = Optional

must be valid in the Contract maintenance table.

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

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

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

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

Blanket Agreement The line item number of the blanket purchase agreement | = Optional

Line Item Number associated with this form.

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

Number

A.1.4.6 Payment Document Template Header Page

Thefirst page of the Payment Document Template form isthe Header page. The Header page contains
general information about the Payment Document Template such as the date of the Payment Document
Template and the vendor. Figure A-29: Payment Document Template Header Page displays the
Header page of the Payment Document Template form.

Figure A-29: Payment Document Template Header Page

% Inbox | Preferences | Shortcuts | Site Map i | Logout | Help | About
GSA| P

= Lease Info > Header

Merify | Refresh | Fund Currency | Add Shortout | Attachrments I Boutel Save_Template | Close Template

1
Header | Fixed Assets | Header Accounting Lines I Iterized Lines | Approval Routing | Mermnos | Disbursing Information |

Workflow Status | Approval History |

Expand all | Collapse all

— = General
Documnent Type: |LP |Lease Payment Authori Orig Authorization Date: l—
Status: W Authaorization Date: I—
Docurnent Number: |-1-2— Accounting Period: I— F
Title: I E:r—gigdr‘t:ing &coounting l—‘{;.
Authaorized By: I Document Classification: I— &7
Autornatic Reversal: ] Security Org: Coh
%ﬁccountinq I & Additional Payee Name: I—
Reverse After Period: I— Accomplished Date: I—
Agency DUNS Number: I— Suppress Printing: —
Anenry D IMS 44 I—

Figure A-30: Payment Document Template Header Page Field and Button Descriptions provides
additional information about the Payment Document Template Header fields.

Figure A-30: Payment Document Template Header Page Field and Button Descriptions

Field Name Description Features

General (section)
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Field Name Description Features
Document Type The document type. Must be valid in the Document Type System-
maintenance table. maintained.
Status The status of the document. System-
maintained.
Document Number | The unique number that identifies the referenced document. System-
maintained.
Title Enter old lease code of B+7 digits for new leases entered into Optional.
Pegasys.
Authorized By The name of the person who authorizes the necessary funds. Optional.
Agency DUNS (Data Universal Number System) A unique numbering system Optional.
Number that is used to identify the agency. The DUNS number can be no
longer than nine characters.
Agency DUNS+4 (Data Universal Number System) A unique numbering system Optional.
Number that is used to identify the agency. The DUNS+4 number can be
no longer than four characters.
Orig Authorization | The date the Payment Document Template was created. System-
Date maintained.

Authorization Date

Accounting Period

Reporting
Accounting Period

Document
Classification

The date the payment is created. Enter the value in one of the
following formats:

= MM/DD/YY
= MM/DD/YYYY

The accounting period in which this transaction is to be recorded.

Enter the value in the following format, 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 date formats,
where MM is fiscal month and YYYY is fiscal year:

= MM/YY
= MM/YYYY

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

Defaults to the
current date.

Optional.

If blank, defaults
to the current
date.

Optional.

If blank, defaults
to the
Accounting
Period
associated with
the date field.

Optional.

If blank, defaults
to the Reporting
Accounting
Period
associated with
the date field.

Optional.
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Field Name Description Features
Security Org The security organization established when the form was created. System-
Users specified in the security organization of the order will have maintained.

Additional Payee
Name

Accomplished
Date

Suppress Printing
(check box)

access to this form.

The name of the additional vendor or employee receiving the
disbursement.

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

Indicates that this form should not be printed from Pegasys.

Vendor Information (section)

Code

Name

More (button)

Customer Account

Displayed in two fields:

= Field 1: Vendor Code—The code specifically assigned to a
particular vendor listed on the Vendor Maintenance table. The
code is the TIN (Taxpayer Identification Number), except for
foreign vendors and employees.

= Field 2: Address Code—The address code linked to the vendor
code listed in Field 1.

The name of the suggested vendor who may provide the
requested goods or services.

Displays the Vendor Details page that identifies address
information about the vendor.

Please refer to Section A.1.1.1: More Button (Vendor Group
Box) for a description of the fields in the Vendor Details page.

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

Designated Agent (group box)

Defaults to the
user’'s security
organization.

Optional.

Optional.

GSA not using.

System-
maintained.

The combination
of vendor code
and vendor
address code
must be valid on
the Vendor
Maintenance
table.

System-
maintained.

This value will be
defaulted from
the Vendor
Maintenance
table.

Unavailable
unless vendor
information
criteria is entered
in the code
fields.

Optional.
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Field Name Description Features
Code Displayed in two fields: = Optional.
= Field 1: Designated Agent Code—The code that specifically
identifies the vendor to be used as a designated agent.
= Field 2: Address Code—The address code linked to the
Designated Agent Code listed in Field 1.
Name The name of the designated agent. The designated agent is used | = System-
in the assignment of contracts and/or delivery orders to specify a maintained.
different vendor to assign the contract to, other than the vendor
originally associated with the contract. This information will
automatically default when the associated contract number or
delivery order number is entered.
More (button) Displays the Designated Agent Information dialog box that = Unavailable
identifies additional information about the designated agent. unless vendor
] ) information
Please refer to Section A.1.1.3: More Button (Designated criteria is entered
Agent Group Box) for a description of the fields in the Vendor in the code
Details page. fields.
Default (button) Defaults the designated agent saved on the Vendor Code = Optional.
Maintenance table for the vendor entered on the selected lease
profile.
Amounts (section)
Net Amount The sum of the payment funding amounts less the applied credit = System-
amount. maintained.
Cost Amount The cost amount of the payment. = System-
maintained.
Holdback Amount Of the net authorized, the amount to be held back based on the = System-
contract terms. maintained.
Applied The amount of prepayments to be applied to the payment. = System-
Prepayments maintained.
Suspension Of the net authorized, the amount to be suspended. = System-
Amount maintained.
Prorate Amount Amount specified in this field will be distributed proportionally = Optional.
across the forms accounting lines by clicking the Prorate button.
= Defaults to
$0.00.
Prorate (button) Distributes amount specified in the Prorate Amount field = Optional.
proportionally across all accounting lines, maintaining the same ]
= Unavailable

percentage amounts for each accounting line.

Payment Adjustment Details (section)

Payment
Adjustment Code

The adjustment code associated with the payment. Indicates the
reason that a payment differs from the referenced document.

unless entry is
made in Prorate
Amount field.

Optional.
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Field Name Description Features
Additional Text field for entering additional information. = Optional.
Information

External System Information (section)

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

External System The external system identifier. = Optional.
Document Number

Description (section)

Description A free text field 255 characters long used to enter additional = Optional.
information about the form.

Extended A free text field 60000 characters long used to enter an extended | = Optional.
Description description.
A.l14.7 Payment Document Template Disbursing Information Page

The Payment Document Template Disbursing I nformation page contains disbursement information
associated with the Payment Document Template form. Figure A-31: Payment Document Template
Disbursing I nformation Page displays the Payment Document Template Disbursing I nformation
page of a Payment Document Template form.

Figure A-31: Payment Document Template Disbursing Information Page

| Header | Fixed Assets | Header Accounting Lines | Itemized Lines | Approval Routing | Memaos I Disbursing Information |

Workflow Status | Approval History I

Expand all | Collapse all

— = General

Disbursing Method: ICheCk.-"EFI' =
Disbursing Office: ILEASE &

— = Check/EFT Information

Group Payments: [ Disbursing Model: ITreasury Disbursing 'I

— = Treasury/FRE Disbursing Information

Payrnent Category: I\.-'ENDOR 7

Line Code: I\.-'endor 'I

Check Type: | LI

Schedule

x Payrent Tyvpe: IE"T— 4 Manual: [

Fiscal Year: I

Category: | ;I

Type: ICorporate vl

Rlornhar: I—
Lease - Appendices Lease Profile Field Definitions
Created: April 14, 2011 Privileged and Confidential/°Copyright 2011, CGI Federal

Final Version 1.0 A-33



=CGI

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

Figure A-32: Payment Document Template Disbursing Information Field and Button Descriptions
provides additional information about the Payment Document Template Disbursing I nformation fields
for the Payment Document Template form.

Figure A-32: Payment Document Template Disbursing Information Field and Button Descriptions

Field Name Description Features

General (section)

Disbursing Indicates whether the payment is a no check = Required.
Method payment (i.e., a payment which has been or will )
be disbursed by another system or entity), an = Drop-down list box.

inter-agency transfer (i.e., a payment which will

occur through a direct transfer of funds between = Defaults upon verification of the

government agencies), or a check/EFT form.
payment, which will be disbursed through
Pegasys.
Disbursing Office | The code that identifies the office that will = Required.
disburse the given payment. The value must be o
valid on the Disbursing Office Maintenance = Defaults upon verification of the
table. form.
Inter-Agency Transfer Information (section)
Type Can be either 1080, 1081 or OPAC. Cannot be = Enabled if payment type is an
entered unless the Disbursing Method is Inter- interagency transfer.

Agency Transfer. ) o
= GSA will not be using interagency

transfers for lease payments.

Inter-Agency The billing agency’s Treasury symbol into which | = Enabled if payment type is an
Symbol the funds will be transferred. interagency transfer.

= GSA will not be using interagency
transfers for lease payments.

Customer BETC | Business Event Type Codes (BETC) for the = Enabled if payment type is an
customer interagency transfer.

= GSA will not be using interagency
transfers for lease payments.

Disbursement The Treasury assigned number that identifies = Enabled if payment type is an
Number the direct funds transfer (e.g., the SF-1081 interagency transfer.
number).

= GSA will not be using interagency
transfers for lease payments.

Payee's ALC The Agency Location Code for the payee. = Enabled if payment type is an
interagency transfer.

= GSA will not be using interagency
transfers for lease payments.
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Field Name

Description

Features

Payee's
Disbursing Office

The disbursing office of the payee.

No Check Information (section)

Disbursed By

Date

Check/Disburse
ment Number

The entity or system responsible for disbursing
the no check payment.

The date a no check payment was actually
disbursed.

The check number or identifying information for
the no check payment.

Check/EFT Information (section)

Group Payments
(check box)

Disbursing Model

Indicates whether this payment is eligible for
grouping with other payments to the same
payee in a single check.

Indicates that Pegasys will submit the payment
to Treasury for disbursement.

Treasury/FRB Disbursing Information (section)

Payment
Category
Line Code

Schedule Date

Check Type

The type of vendor being paid. Valid values are
Vendor and Miscellaneous.

Used to crosswalk category to type. Valid
values are Vendor and Miscellaneous.

The date on which the payment must be
selected by the automated disbursements
process in order to be disbursed on time. Enter
in the following formats:

= MM/DD/YY
= MM/DD/YYYY

Indicates the type of check selected (e.g.,
mailed hand pick up, comment card, etc.)

Schedule (group box)

Enabled if payment type is an
interagency transfer.

GSA will not be using interagency
transfers for lease payments.

Enabled if payment type is no
check.

GSA will not be using the No
Check payment type for lease
payments.

Enabled if payment type is no
check.

GSA will not be using the No
Check payment type for lease
payments.

Enabled if payment type is no
check.

GSA will not be using the No
Check payment type for lease
payments.

Defaults based on system
settings.

Drop-down list box.

Defaults to Treasury Disbursing.

Defaults upon verification of form
and is based on vendor setup.

Defaults based on system
settings.

System defaults based on the
prompt pay type.

Defaults based on system
settings.
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Field Name Description Features
Payment Type The type of disbursement method to be used. Required.
Drop-down list box.
Defaults upon verification of form
and is based on vendor setup.
Fiscal Year The fiscal year associated with the manual GSA will not be using manual
schedule on which this payment will be lease payments.
submitted to Treasury.
Category The category of the schedule on which this System-maintained.
payment will be submitted to Treasury (e.g.,
Automated SF-1166, ACH, TFCS, etc.)
Type The type of the schedule on which this payment Drop-down list box.
will be submitted to Treasury. (e.g., corporate or o
personal). Defaults upon verification of form
and is based on vendor.
Number The agency defined number that identifies the GSA will not be using manual
manual payment schedule on which this lease payments.
payment will be submitted to Treasury.
Sequence The number that identifies the relative position GSA will not be using manual
Number of this payment in the given manual schedule. lease payments.

Manual (check
box)

Indicates that the payment will be submitted to
Treasury on a manual schedule.

Agency Printing Information (section) - GSA not using.

GSA will not be using manual
lease payments.

Payment The payment category. Determines whether or GSA not using.

Category not the payment is subject to Treasury Offsets.

Line Code Used to crosswalk category to type. Valid GSA not using.
values are Vendor and Miscellaneous.

Check Type Indicates the type of check selected (for GSA not using.

Agency Printing
Information

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 (section) — GSA not using.

GSA not using.

Payment Type The type of disbursement method to be used. GSA not using.
Mail Code The mail code of the disbursement information. GSA not using.
Valid options include Mail Direct, Pouch to Post,

Return to USDO, Special Handling and Save for

Vendor Pick-up.
Post-Dated The post dated check date of the disbursement GSA not using.
Check Date information.
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Field Name Description Features
USDO Bank Indicates whether a bank is a USDO bank, and | = GSA not using.

may be used by the Department of State to
make payments from a U.S. Government bank
account at the bank. Default is ‘False’.

Eligible for Signifies whether the disbursement is eligible = GSA not using.
Revaluation for revaluation.
Comments to Text to be printed on a check/EFT payment. = GSA not using.

Print (section)

A.1.4.8 Payment Document Template Header Accounting Lines Page

The Payment Document Template Header Accounting Lines page contains the accounting information
that is used to fund the payment document template. Figure A-33: Payment Document Template
Header Accounting Lines Page displaysthe Header Accounting Lines page of the Payment Document
Template Accounting form.

Figure A-33: Payment Document Template Header Accounting Lines Page

- BPEGA

Refel

YS Inbox | Preferences | Shortcuts | Site Map b= | Logout | Help | About

= lease Info > Header: |P lease Payment Authorization -1-1 RECURRING =

Merify | Refresh I Fund Currency Add Shortout | Attachments | Route | Save_Template Close Template

Header | Fixed fssets | Header Accounting Lines | Itemized Lines | Approval Routing | Memos | Disbursing Information

i
Header Accounting Line | Contracts Pay | Payment Articles |

Expand all | Collapse All
— = General
Line Mumber: ll— Source Mumber: l—
Line Type: Im SF-224 Reclassification: [
Transaction Type: I_ &
Prompt Pay Type: l— &
Fast Pay: —
Transter Agency
’7Treasur1 Symbol: I— 47 TofFrom: I vl
I—Per."od of Performance |

Figure A-34: Payment Document Template Accounting Lines Page Field and Button Descriptions
provides additional information about Payment Document Template Accounting Lines page fields.

Figure A-34:. Payment Document Template Accounting Lines Page Field and Button Descriptions

Field Name Description Features

General (section)
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Field Name

Description

Features

Line Number

Line Type

Transaction Type

Prompt Pay Type

Fast Pay (check
box)

Source Number
SF-224

Reclassification
(check box)

A number that uniquely identifies the current line.

The type of payment authorization accounting line
(e.g., normal, prepayment, holdback, etc.)

An alphanumeric code used in combination with
the transaction’s document type, that determines
the general ledger postings and budgetary
impact.

Valid values are listed in the Transaction
Definition Maintenance table.

Used to classify payments subject to prompt
payment regulations. Identifies payment terms,
such as number of payment days, interest and
penalty rates, etc.

Indicates whether the payment is eligible for Fast
Pay according to Prompt Payment regulations.

The specific source of the financial transaction
activity.

Indicates whether a document is an SF-224
reclassification.

Transfer Agency (group box)

Treasury Symbol

To/From

The U.S. Treasury Symbol to be used for the
purchase request.

Indicates whether the transfer is to or from the
agency specified.

Period of Performance (group box)

Start Date

End Date

Related Cost Type

The date lease services begin.
The date lease services end.

The category to which the accounting line relates.

Line Amounts (section)

Payment

Applied Credit

Net Total

The original amount of the payment accounting
line, before deducting applied credits.

The credit amount applied to the accounting line.

The difference between the original line amount
and the applied credit.

Pegasys will default the value
of the next sequential number
from the highest line number
already entered.

Required.

System-maintained.

Optional.

Optional.

Optional.

Optional.

Optional.

Optional.

Optional.
Optional.

Optional.

Value defaults to $0.00.

GSA not using.

System-maintained.
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Field Name Description Features
Applied The amount of prepayments to be applied to this = Optional.
Prepayment payment accounting line.

Amount

Holdback Amount Of the net authorized, the amount to be held back | = Optional.
based on the contract terms.

Suspension Of the net authorized, the amount to be = Optional.

Amount suspended.

Document Reference (section)

Type The document type of the referenced document. = Optional.

Number The document number of the referenced = Optional.
document.

Iltem The referenced document item line. = Optional.

Accounting The accounting strip of the form this documentis | = Optional.
referencing.

Final (check box) If checked, liquidates the referenced accounting = Optional.

line.

= 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 document’s miscellaneous amount.

= GSA not using.

View (button) Opens the request in a new window. = Optional.

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

Vendor Invoice Reference (section)

Type The document type that recorded the vendor = Optional.
invoiced being referenced by the payment )
authorization. = Drop-down list box.

Number The document number that recorded the vendor Optional.
invoice being referenced by the payment
authorization.

Iltem The referenced document item line. = Optional.

Accounting The accounting strip of the form this documentis | = Optional.

referencing.
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Field Name

Description

Features

Final (check box)

Misc (check box)

View (button)

Default (button)

If checked, liquidates the referenced accounting
line.

If checked, the accounting line will update the
referenced document’s miscellaneous amount.

Opens the request in a new window.

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

Invoice Information (section)

Invoice Number

Invoice Date

Log Date

Invoice Status

Invoice Due Date

Invoice Return
Date

Invoice Received
Back Date

Accounting
Dimensions
(section)

The lease code, which applies to this document’s
lease.

The date on the vendors invoice.

The date the user logged the receipt of the
vendor invoice. The invoice log date is required if
the prompt payment type has an invoice trigger
date. If not entered, the field defaults to the date
on the referenced vendor invoice. If a vendor
invoice does not exist, the field defaults to the
authorization date.

The status of the vendor invoice.

The date the invoice is due. If not entered, this
field defaults to the date on the referenced vendor
invoice. If a vendor invoice does not exist, this
field defaults to the authorization date.

The date the invoice is to be returned.

The date the invoice was received.

Section that contains Accounting Dimension
fields. Please refer to Section A.1.4.9:
Accounting Dimensions Section for a
description of these fields.

Reference Prepayment/Holdback (section)

Type

The document type of the prepayment or
holdback payment being referenced by the
payment authorization.

Optional.

A check will default when the
order is processed and the
line amount equals the
referenced line amount.

GSA not using.

Optional.

Optional.

Required.
Contains lease profile code.
Optional.

Optional.

Optional.

Optional.

Optional.

Optional.

Required.

Drop-down list box.
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Field Name Description Features
Number The document number of the prepayment or Optional.
holdback payment being referenced by the
payment authorization.
Item The referenced document item line. = Optional.
Accounting The accounting strip of the form this documentis | = Optional.
referencing.
View (button) Opens the request in a new window. = Optional.
Default (button) Brings over accounting data from a request (if = Optional.
Copy Forward feature was not used). However,
will not bring forward the ACT Number.
Discount Terms Contains additional information pertaining to = Optional.
(section) specifics of the order.
Please refer to Section 0: Discount Terms
Section for a description of the fields in the
Discount Terms section.
Contracts (section) | Used to specify the contract line item number = Optional.
(CLIN) or sub-contract line item number that is
referenced by the order.
Please refer to Section 0: Contracts
Information Section for a description of the
fields in the Contracts Information section.
Payment (section) | Contains additional information pertaining to = Optional.
specifics of the payment
Please refer to Section 0: Payment Section for
a description of the fields in the Payment
Information section.
Debt Account Contains additional information pertaining to the = Optional.
Information debt account associated with the payment
(section) ]
Please refer to Section A.1.4.13: Debt Account
Information Section for a description of the
fields in the Debt Account Information section.
Agreement Used to specify an agreement (e.g., RWA, IBAA) | = Optional.
(section) to be associated with the order. Displayed in two

fields:

= Field 1: Agreement number (must be valid in
the Agreements table).

= Field 2: Line number.

Please refer to Section A.1.4.4: Agreement
Section for a description of the fields in the
Agreement section.

= Enter only the numeric
portion of the agreement
number in field 1 and enter ‘1’

in field 2
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Field Name Description Features
Interagency Contains additional information pertaining to = Optional.
Transfer (section) specifics of the payment
Please refer to Section A.1.4.14: Interagency
Transfer Section for a description of the fields in
the Interagency Transfer section.
Disbursing Contains additional information pertaining to = Optional.
Information disbursing information for the payment
(section) ) ) )
Please refer to Section A.1.4.15: Disbursing
Information Section for a description of the
fields in the Disbursing Information section.
Description (section)
Description A free text field 255 characters long used to enter | = Optional.
additional information about the form.
Extended A free text field 60000 characters long used to = Optional.
Description enter an extended description.
A.1.49 Accounting Dimensions Section
Figure A-35: Accounting Dimensions Section displays the Accounting Dimensions section.
Figure A-35: Accounting Dimensions Section
— = Accounting Dimensions
Template: | ¢ _oefaut |
¥ . EBFY: * und: egion: rg Code:
BEFY: IEBL Fund: ,§|RJ_ &IO < P
Budget Activity: Project Code: Functian: Cost Element: Rewvenue Source:
[ s 7 ¥ 2 &
Building #: Systern: Wehicle Tag #: Work Item:
- - s
ABC Activity: Reimbursable Cost Element: User Dimension 6: User Dimension 7: User Dimension &: User Dimension 9:
@ - - @
User Dimension 10: Cost Organization: TBA: BETC: Zohort Year:
= s [ —
-y

Figure A-36: Accounting Dimensions Section Field Descriptions provides additiona information about
the Accounting Dimensions section.

Figure A-36: Accounting Dimensions Section Field Descriptions

Field Name Description Features

Template The accounting template used to obtain the = Required.
accounting strip.

Valid values are listed in the Accounting Template
Maintenance table.
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Field Name Description Features
BFYs Budget Fiscal Year(s) of the accounting strip for Required.
which the form is being processed. Displayed in two )
fields: Will default based on the
accounting template selected.
= Field 1: Beginning Budget Fiscal Year (BBFY).
= Field 2: Ending Budget Fiscal Year, if applicable
(EBFY).
Fund The fund code of the accounting strip. Required.
Valid values are listed in the Fund Maintenance Will default based on the
table. accounting template selected.
Region The region code of the accounting strip. Will default based on the
) ) ) ) ) accounting template selected.
Valid values are listed in the Region Maintenance
table.
Org Code The organization code of the accounting strip. Will default based on the
) ) ) o accounting template selected.
Valid values are listed in the Organization
Maintenance table.
Program The program code of the accounting strip. Will default based on the

Project Code

Valid values are listed in the Program Maintenance
table.

The project/grant/case number/audit number
code/profit center of the accounting strip.

Valid values are listed in the Project Maintenance
table.

accounting template selected.

May default and/or may become
required, based on the accounting
template selected.

Activity The activity code of the accounting strip. May default and/or may become
] ) ] o required, based on the accounting
Valid values are listed in the Activity Code template selected.
Maintenance table.
Sub-Object The Sub-Object Class code of the accounting strip. Required.
Class
Valid values are listed in the SOC Maintenance Obiject class is inferred from the
table. sub-object class.
Building # The building of the accounting strip. May default and/or may become
] ) ] o required, based on the accounting
Valid values are listed in the Building # template selected.
Maintenance table.
System The system code of the accounting strip. May default and/or may become
) ) ) ) required, based on the accounting
Valid values are listed in the System Maintenance template selected.
table.
Veh Tag# The vehicle tag of the accounting strip. May default and/or may become

Valid values are listed in the Vehicle Tag
Maintenance table.

required, based on the accounting
template selected.
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Field Name Description Features
Work Item The work item of the accounting strip. May default and/or may become
) ) ) required, based on the accounting
Valid values are listed in the Work Item template selected.
Maintenance table.
ABC Activity The ABC Activity of the accounting strip. May default and/or may become
) ) ) o required, based on the accounting
Valid values are listed in the ABC Activity template selected.
Maintenance table.
User User dimensions 6-10 of the accounting strip. GSA not using.

Dimensions 6 -
10

Cost
Organization

YBA

BETC

Cohort Year

Valid values are listed in the User Dimension 6 -10
Maintenance tables.

The cost organization code of the accounting strip.
The value must be valid in the Organization
maintenance table and be defined as a cost
organization.

The Year of Budget Authority signifies whether
budget outlays are from current year funding or
unspent prior-year funding.

The Business Event Type Code (BETC). An 8
character code used to indicate the type of activity
being reported.

The cohort year of the accounting strip. Must be a
valid 4-digit year.

GSA not using.

The field is only applicable to no
year funds that have the Carryover
Flag set to True on the Fund
maintenance table.

GSA not using.

GSA not using.

PRC The program reporting category of the accounting GSA not using.
strip. Must be valid on the Program Reporting
Category maintenance table.
A.1.4.10 Discount Terms Section

The Discount Terms section contains additional information pertaining to specifics of the order. Figure

A-37: Discount Terms Section displays the Discount Terms section.

— = Discount Terms

Figure A-37: Discount Terms Section

Days Percentage (%) arnount
o [ 0.000 | 0,00
|o | o.000; | $0.00
lo | o.000 | $0.00
lo | o000 | £0.00

Figure A-38: Discount Terms Section Field Descriptions provides additiona information about the

Termssection fields.
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Figure A-38: Discount Terms Section Field Descriptions

Field Name Description Features
Days The number of days when you receive the invoice = Optional.
that the associated discount is applicable. Three
fields are available to enter discounts over different | * Defaults to zero.
day ranges.
Percentage The discount percentage you receive on an order if | = Optional.
paid within the corresponding discount days.
= Defaults to zero.
Amount The discount amount you receive on an order if = Optional.
paid within the corresponding discount days.
= Defaults to zero.
A.1.4.11  Contracts Section

The Contr acts section displays the payment line contract information that applies to this purchase.
Figure A-39: Payment Line Contracts Section displays the Payment Line Contracts section.

Figure A-39: Payment Line Contracts Section

- Contracts

Contracts: m MNegotiated Credit Flag: [
Contracts Number: I— & Custorner Account: I— #
Blanket sgreerment Murnber: I—&

Delivery Order Number: I— Ed

Contracts Specialist: I—

Contracts Ling Itern Nurnber: I— Fa

Sub Contracts Line Ttern Mumber: I_ #

Blanket Agreement Line Item Mumber: I— 4

Sub Blanket Agreement Line Item Number: I_ &

Expiration Date: I—

Type of Action: I ;I

Order Type: I -

Priority: I_;l

Priority Rating: Ij

Date Signed: I—

Figure A-40: Payment Line Contracts Section Field Descriptions provides additional information
about the Payment Line Contracts section.

Figure A-40: Payment Line Contracts Section Field Descriptions

Field Name Description
Contracts The type of contract (for example, Blanket = Optional.
Agreement) to which this document applies.
Contract Number The contract number, which applies to this = Required.
document’s lease. Value must be valid in the ) ]
Contract Maintenance table. » Contains lease profile code.

Lease - Appendices
Created: April 14, 2011
Final Version 1.0

Lease Profile Field Definitions
Privileged and Confidential/°Copyright 2011, CGI Federal
A-45



=CGI

Federal
Creating Solutions for Government Innovation | ISO 9001:2000 Certified

Pegasys 6.5 User Guide for
General Services Administration

Field Name Description
Blanket The blanket purchase agreement number that is Optional.
Agreement Number | associated with this lease. Value must be valid
in the Blanket Agreement Maintenance table.

Delivery Order The delivery order number associated with the Optional.

Number lease. ] ] )
Right-click Search and List
options.

Contract Specialist | The name of the Contract Specialist who Optional.

assisted with the creation of the associated
lease contract, Blanket Purchase Agreement
(BPA), or delivery order.

Contract Line Item The line item number for the contract. Optional.

Number

Sub Contract Line The line item number for the sub contract. Optional.

Iltem Number

Blanket Agreement
Line Item Number

Sub Blanket
Agreement Line
Item Number

Expiration Date

Type of Action

Order Type

Priority

Priority Rating

Date Signed

Negotiated Credit
Flag (check box)

The line item number for the blanket agreement.

The line item number for the sub blanket
agreement.

The date on which the associated lease contract
expires.

The type of lease action requested.

The current lease action. Possible entries
include delivery or purchase.

The priority level associated with the lease.
Possible entries include: high, medium, or low.

The priority rating of this order. Possible entries
include numbers 1 through 10.

The date on which the associated lease contract
was signed.

If marked to True, and a Neg. Credit % is
entered on either the Blanket Agreement or
Contract maintenance table, the payment
transaction automatically defaults an applied
credit amount based off these calculations. The
credit amount is based on the credit percentage
negotiated for the contract.

Enabled once the Contract Line
Item Number field is populated.

Optional.

Optional.

Enabled once the Blanket
Agreement Line Item Number field
is populated.

Optional.

Right-click date options.
Drop-down list box.
Optional.

Drop-down list box.
Optional.

Drop-down list box.
Optional.

Drop-down list box.
Optional.

Click for date options.

Optional.
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Field Name Description

Customer Account | The account number assigned by the vendor to = Optional.
be used for tracking purposes.

A.1.412 Payment Section

The Payment section contains additional information pertaining to specifics of the payment. Figure
A-41: Payment Section displays the Payment section.

Figure A-41: Payment Section

—= Payment

Interest Reason: [ 1#
Discount Lost Reasan: I— &
Quantity: | 0.0000
Acceptance Date! I—

Delivery Date: |—

Figure A-42: Payment Section Field Descriptions provides additional information about the Payment
section fields.

Figure A-42: Payment Section Field Descriptions

Field Name Description Features

Interest Reason The reason this payment will incur an interest = Required, if applicable.
penalty.

Discount Lost The reason this payment will lose an available = Required, if applicable.
Reason discount.
Quantity The number of purchased items or units. = Optional.
Accept/Delivery Date the purchased goods or services were = Optional.
Date accepted or delivered.

A.1.4.13 Debt Account Information Section

The Debt Account Information section contains additional information pertaining to the debt account
associated with the payment. Figure A-43: Debt Account I nformation Section displays the Debt
Account Information section.

Figure A-43: Debt Account Information Section

-/ Debt Account Information

Debt Account Mumber: I 4" Depository Line Nurnber: I &
Line Murnber: I 4 Payee Line Murnber: I &

Figure A-44: Debt Account I nformation Section Field Descriptions provides additiona information
about the Debt Account Information section fields.
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Figure A-44: Debt Account Information Section Field Descriptions

Field Name Description Features

Debt Account The alphanumeric code defining the debt account. = Optional.

Number The value entered in this field must be unique.

Line Number The numeric value entered for the Debt Account = Optional.

Line.

Depository Line The numeric user-defined depository line number. = Optional.

Number

Payee Line The numeric user-defined payee line number. = Optional.

Number

A.1.4.14 Interagency Transfer Section

The Interagency Transfer section contains additional information pertaining to the interagency transfer
information for the payment. Figure A-45: Interagency Transfer Section displays the Interagency
Transfer section.

Figure A-45: Interagency Transfer Section

— = Interagency Transfer

Transaction Contact: | Accounting Classification Code: I—
Contact Phone Mumber: l— Accounting Classification Reference Number: I—
Caontact E-mail: l— DOD Activity Address Code: l—
Requisition Mumber: l— Fiscal Station Mumber: l—
JAS Mumber: I— Accounting Trace Murmber: I—
;I Fr Obligation ID: lﬁ
SGL Comments: Job Number: I
=

IPAC Adjustrnent Information

Original DO Symbol: I Original Accomplished Date: I

Original Accounting Date: I Original IPAC Reference Number: I

Original Line Number: I

Figure A-46: Interagency Transfer Section Field Descriptions provides additional information about
the I nteragency Transfer section fields.

Figure A-46: Interagency Transfer Section Field Descriptions

Field Name Description Features
Transaction Contact | The transaction contact used for interagency transfers. = Optional.
Contact Phone Specifies the contact phone number. = Optional.
Number
Contact E-mail Specifies the e-mail address of the contact person. = Optional.
Requisition Number The requisition number used for interagency transfers. = Optional.
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Field Name Description Features
JAS Number A number that is a combination of Job Order number, Accounting | = Optional.
Classification Record number and Site ID, used for interagency
transfers.
SGL Comments The US Standard General Ledger comments used for interagency | = Optional.
transfers.
Accounting The accounting classification code used for interagency transfers. | = Optional.
Classification Code
Accounting The accounting classification reference number used for = Optional.
Classification interagency transfers.
Reference Number
DOD Activity The Department of Defense activity address code used for = Optional.
Address Code interagency transfers.
Fiscal Station The fiscal station number used for interagency transfers. = Optional.
Number
Accounting Trace The accounting trace number used for interagency transfers. = Optional.
Number
FY Obligation ID The fiscal year obligation ID used for interagency transfers. = Optional.
Job Number The job or project number used for interagency transfers. = Optional.
IPAC Adjustment Information (group box)
Original DO Symbol The original disbursing office symbol used for IPAC adjustments. = Optional.
Original Accounting The original accounting date used for IPAC adjustments. = Optional.
Date
Original Line Number | The original line number used for IPAC adjustments. = Optional.
Original The original accomplished date used for IPAC adjustments. = Optional.
Accomplished Date
Original IPAC The original IPAC reference number used for IPAC adjustments. = Optional.

Reference Number

A.1.4.15 Disbursing Information Section

The Disbursing I nformation section contains additional information pertaining to the payment
disbursement information. Figure A-47: Disbursing Information Section displays the Disbur sement
I nformation section.

Figure A-47: Disbursing Information Section

- Disbursing Information

Schedule Date: l—
Early Payment Approval: m
Exclude from External Offsets: [

Exclude from Internal Offsets: [
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Figure A-48: Disbursing Information Section Field Descriptions provides additional information about
the Disbursing I nformation section fields.

Figure A-48: Disbursing Information Section Field Descriptions

Field Name Description Features
Schedule Date The date on which the payment must be selected by the = Optional.
automated disbursements process to be disbursed on time.
Please enter the value in the following format: MM/DD/YY or
MM/DD/YYYY.
Early Payment If the entered schedule date is more than eight days before the | = Optional.
Approval prompt payment schedule date, this field indicates whether the
early payment has been approved. Used for prompt payment
reporting purposes.
Exclude from Flag indicating whether the disbursed payment should be = Optional.
External Offset excluded from external offsets.
Exclude from Flag indicating whether the disbursed payment should be = Optional.
Internal Offset excluded from internal offsets.

A.1.5 Frequencies Tab

The Frequencies tab displays the Frequency page, which displays the frequency of the document
template generation for the selected Lease Profile. Figure A-49: Freguency Page displaysthe

Frequency page.
Figure A-49: Frequency Page

Inbox | Preferences | Shortcuts | Site Map ‘2 | Logout | Help | Aboutl

1: = Document Chains: 1 = Document Templates: 1 = Frequencies | = Frequency

Lease Info | Document Chains

Docurnent Chain | ¥endors | Amounts | Document Templates | Suspend Schedules | Unsuspend Schedules

Document Template | Frs ies | Schedules

Frequency

Item 1 of 1

Expand All | Collapse All

- General

* Change Effective Date: I

*Frequency: |Annua|\y =l

Frequency Interval (X): I
Generation Day (7): I ':I
¥ Generation Type: IForward jv

Go to top of page

Figure A-50: Frequency Page Field and Button Descriptions provides additional information about the
Frequency page fields.
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Figure A-50: Frequency Page Field and Button Descriptions

Field Name Description Features

Change Date the vendor becomes effective for the document = Required.

Effective Date templates in the chain.

Frequency Determines when to create document template forms, which | = Required.
will display on Fhe document creation schedule. (e.g., « Drop-down list box.
Government Fiscal Quarters, Every Yth Day of the Month.)

Frequency Determines the frequency to create the document template = Required if certain Frequency

Interval (X) forms. options are selected.

Generation Date

)

Determines the day of the month to generate the document
template forms.

Generation Type (drop-down box)

Required if certain Frequency
options are selected.

Drop-down list box.

Forward The document will be created immediately and will be = Defaults to Forward.
prorated for the portion of the period between the current « GSA will use Forward for
date and the end of the selected frequency period. Commitment documents.

Arrears The document will be created according to the schedule = GSA will use Arrears for
date for the preceding period and will be prorated for the Payment documents.
portion of the period between the current date and the
schedule date.

A.1.6 Schedule Tab

The Schedules tab displays the Schedules page, which displays the payment schedule information for the
selected Lease Profile. Figure A-51: Schedules Page displays the Schedules page.

Figure A-51: Schedule Page

Lease Info | Document Chains

Suspend Schedules | Unsuspend Schedules

Document Chain | Yendors | Amounts | Document Templates

Document Template | Fregquencies | Scl

Schedule

Item: 12

Expand &ll | Caollapse All

= General

Retroactive Payment: ]

—
* mount: $0.00

Reference Type: -

* Date:
Withhaold Applied: [ |

One-Tims Manual Payment: @

Suspense Release: N
Currency:

— = Wendar Information

Designated Agent

vendor
’760_:15 & M code: | F M

Name: Mame: I
Rermit To Address: Mare
"- Justification

Itemn 2 of 2
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Figure A-52: Schedule Page Fields and Button Descriptions provides additional information about
Schedule page fields and buttons.

Figure A-52: Schedule Page Fields and Button Descriptions

Field Name Descriptions Features

General (section)

Date The date of the scheduled document. = Required.
Amount The dollar amount for the scheduled document. = Required.
Reference Type Neither- If selected, liquidates the referenced = Optional.

document for the amount of the document only.
Miscellaneous Reference- If selected, the
accounting line updates the referenced documents
miscellaneous amount and does not liquidate a
specific accounting line amount. Final Reference- If
selected, liquidates the referenced document and
returns unused money to the budget.

Currency The currency code of the transaction. Must be a = System-maintained.
valid value on the Currency Code maintenance
table.
Retroactive Indicates a makeup document on the schedule as = System-maintained.
Payment (check a result of an amount change.
box)
Withhold Applied Indicates withhold has been applied as a result of = System-maintained.
(check box) an amount change to a document on the schedule.
One-Time Manual | Indicates a one-time payment document on the = System-maintained.
Payment (check schedule.
box)
Suspense Indicates a suspense release payment on the = System-maintained.
Release (check schedule.
box)

Vendor Info(section)

Vendor (group box)

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

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 suggested vendor who may = System-maintained.
provide the requested goods or services.
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Field Name

Descriptions

Features

More (button)

Remit To Address

More (button)

Displays the Vendor Details page that identifies
address information about the vendor.

Please refer to SectionA.1.1.1 : More Button
(Vendor Group Box) for a description of the fields
in the Vendor Details page.

Address code of vendor receiving payment.

Displays address information about the vendor
receiving payment.

Please refer to SectionO:

More Button (Remit To Address Group Box) for
a description of the fields in the Vendor Details

page.

Designated Agent (group box)

Code

Name

More (button)

Justification

Save (button)

Reset Periods
(button)

Displayed in two fields:

= Field 1: Designated Agent Code—The code that
specifically identifies the vendor to be used as a
designated agent.

= Field 2: Address Code—The address code
linked to the Designated Agent Code listed in
Field 1.

The name of the designated agent. The designated
agent is used in the assignment of contracts and/or
delivery orders to specify a different vendor to
assign the contract to, other than the vendor
originally associated with the contract. This
information will automatically default when the
associated contract number or delivery order
number is entered.

Displays the Vendor Details page that identifies
additional information about the designated agent.

Please refer to Section A.1.1.3: More Button
(Designated Agent Group Box) for a description
of the fields in the Vendor Details page.

A free text field 255 characters long used to enter
additional information about the schedule.

Updates the changes to the displayed schedule
information.

Allows the schedule to clear manual changes so
that the schedule returns to the system periodic
payments. One-time payments, retroactive or an
applied withhold will not be cleared from the
schedule when resetting periods.

Unavailable unless vendor
information criteria is
entered in the code fields.

System-maintained.

Unavailable unless vendor
information criteria is
entered in the code fields.

System-maintained.

System-maintained.

Unavailable unless vendor
information criteria is
entered in the code fields.
Optional.

Optional.

Optional.
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Field Name Descriptions Features
Reset Line A manual change and/or system calculated applied | = Optional.
(button) withhold to the schedule payment line will be

removed and the schedule payment line will return
to its original system calculated date and amount.
Resetting a schedule payment line cannot be used
for a one-time payment schedule line, a retroactive
payment schedule line, or a suspense release
payment schedule line.

A.2 Suspend Information Group Box

The Suspend I nfor mation group box contai ns suspension document information associated with the
lease profile. Figure A-53: Suspend Information Group Box displays the Suspend I nfor mation group
box.

Figure A-53: Suspend Information Group Box

—&Suspend Information

Last Generation Date: iEIQ.-’EIl,-’EEIEIE apply Suspense |
Suspend Crate: I Terplate I
Suspend Docurnent Type: l #

Figure A-54: Suspend Information Group Box Field and Button Descriptions provides additional
information about the Suspension | nformation group box fields.

Figure A-54: Suspend Information Group Box Field and Button Descriptions

Field Name Description Features
Last Generation Date | Indicates the last document generation date for this lease = System-maintained.
profile.
Suspend Date Indicates the date to begin suspending the lease profile. = Required if

suspending lease.

Suspend Doc Type The document type to create the suspend accrual document = Required if Suspend
template form. Date is entered.

Template (button) Displays the Lease Accounting: Create a New Document = Required if
Template dialog box that will create a new document suspending lease.
template.

Please refer to Section A.1.3: Document Template tab for a
description of the fields on the Document Template page.

Suspend Schedule Displays the suspense schedule information for the selected = Optional.
(tab) lease profile.

Please refer to Section A.2.2: Suspend Schedule Tab for a
description of the fields on the Suspend Schedule page.

Unsuspend Info (group box)
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Field Name Description Features
Unsuspend Date Indicates the date to unsuspend the lease profile. = Required if
unsuspending lease.
No Release (check Indicates the unsuspense schedule should display $0.00. = Optional.
box)
Unsuspend Schedule | Displays the release schedule information for the selected = Optional.
(tab) lease profile.

Please refer to Section A.2.3: Unsuspend Schedule Tab for
a description of the fields on the Unsuspend Schedule page.

A.2.1 Template Button

The Template button displays the Create a New Estimated Accrual Template page that will create a
new document template. Figure A-55: Create a New Estimated Accrual Template page displays the
Createa New Estimated Accrual Template page.

Figure A-55: Create a New Estimated Accrual Template Page

% Inbox Preferences Shartouts Site Map (= Logout | Help About
GSh ‘NP E bos | ces | Sh I N (e || s |
Ti

w Estimated dcorual < B

= Back I Einishl Cance| I

New Estimated Accrual

Document Type: LR

Doc Murnber Prefix: &

Document Nurnber: [-1-SUSP Generate |
Security Org: &

Title: I

Copy Documnent

® None
[ Copy From
[ Copy Forward

Goto top of page

Figure A-56: New Request Document Template Page Field Descriptions provides additional
information about the Create a New Estimated Accrual Template page fields.

Figure A-56: Create a New Estimated Accrual Template Page Field Descriptions

Field Name Description Features
Doc Type The document type of the form being created. = System-maintained.
Doc Number The system-generated, unique document number of the = System-maintained.

form being created.
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Field Name Description Features
Security Org Specifies which group of users has access to the form Optional.
being created. Users may specify any organization to )
which they belong. Drop-down list box.
If left blank, defaults to user's
default security organization.
Title The title of the current form. Can be up to 50 characters in Optional.

length.

Copy Document

When checked, activates the Copy From functionality at

Defaults to checked for

(check box) the bottom of the dialog box. Payment document template.
Defaults to none for
commitment document
templates.

Copy From When selected, copies information from an existing form or Optional.

document into the new form being created (i.e., creates a
new form that is a replica of an existing form or document).
The existing form or document must be the same
document type as the form being created.
Copy Forward When selected, copies information forward from an Optional.

existing document into the new form being created (e.g.,
information from a request to an payment). Only
information in fields found on both documents, such as
accounting lines, is copied forward.
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A.2.1.1 Accrual Document Template Header Page

Thefirst page of the Accrual Document Template isthe Header page. The Header page contains general
information about the Accrual Document Template, such as the date of the Accrual Document Template
and the vendor. Figure A-57: Accrual Document Template Header Page displays the Header page of
the Accrual Document Template form.

Figure A-57: Accrual Document Template Header Page

fe Inbox | Preferences | Shartcuts | Site Map ) | Logaout | Help | About
G54 }\JPE o | wees | sh I ap | Logout | Help |
Tral R A

Pe - [ t Lease [nfo > Header

Merihrl Refresh I Fund Currency | Add Shorteut I Attachrments | Eoutel Save_Template | Close Template
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Document Type: lLR— lm Orig Receipt Date: lm Reset: [
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Title: | Reporting Accounting Period: |D4/2_DDQ Fd

¥ coeived By: [ree User Batch Number: —

Invoics #: —— Document Classification: | | 4
Invoice Date: [ Security Org: G54

Disbursing Office: KCE & Suppress Printing: r

Automatic Reversal: - Fast Pay: -

Reversal Accounting Period: [ | 47 #coepted Date: |
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| sutoun
Figure A-58: Accrual Document Template Header Page Field Descriptions provides additional
information about the Accrual Document Template page fields.

Figure A-58: Accrual Document Template Header Page Field Descriptions

Field Name Description Features

General (section)

Document Type The document type. Must be valid in the Document Type = System-maintained.
maintenance table.
Status The status of the document. = System-maintained.
Document Number | The unique number that identifies the referenced = System-maintained.
document.
Title Enter old lease code of B+7 digits for new leases entered = Required until
into Pegasys until October 1. October 1.
Received By The name of the person who is creating the accrual. = Optional.
Invoice # The number on the invoice sent by the vendor. = Optional.
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Field Name Description Features
Invoice Date The date the invoice was received from the vendor. If no Optional.
date is entered, the system defaults this value to the
current date. Valid format: MM/DD/YY or MM/DD/YYYY.
Disbursing Office The code that identifies the office that will disburse the Optional.

Automatic Reverse
(check box)

Reversal
Accounting Period:

Reverse After
Period:

Orig Receipt Date

Receipt Date

Accounting Period

payment. The value must be valid on the Disbursing Office
Maintenance table.

Used to enable Automatic Reverse of the accrual.

If checked, the Automatic Reversal is enabled and an entry
must be made in either the Reversal Accounting Period
or Reverse After Period field.

If unchecked, no Automatic Reversal of the accrual will
occur.

The accounting period in which the accrual should be
reversed.

The number of accounting periods to elapse before accrual
is to be reversed.

The date the estimated accrual document template was
created.

The date the form is created. Enter the value in one of the
following formats:

= 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 YYYY is fiscal year:

= MM/YY
= MM/YYYY

Click to Search,
List, and Update
options.

Not in use for lease
accrual document

type.

Used only for AR
document type.

Not in use for lease
accrual document

type.

Used only for AR
document type.

Not in use for lease
accrual document

type.

Used only for AR
document type.

Defaults to the
current date.

Optional.

Right-click date
options.

If blank, defaults to
the current date.

Optional.

Right-click date
options.

If blank, defaults to
the accounting
period associated
with the date field.
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Field Name

Description

Features

Reporting
Accounting Period

Fast Pay (check
box)

Accepted Date

Delivery Date

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

Indicates whether the payment is eligible for Fast Pay
according to Prompt Payment regulations

If this field is populated, then the date entered here will
automatically be defaulted to Accepted Date field(s) of the
Accounting Line(s). Enter the value in the following format:

= MM/DD/YY
= MM/DD/YYYY

If this field is populated, then the date entered here will
automatically be defaulted to Delivery Date field(s) of the
Accounting Line(s). Enter the value in the following format:

= MM/DD/YY
= MM/DD/YYYY

Period of Performance (group box)

Start Date

End Date

The date ordered services begin. Enter the value in the
following format:

= MM/DD/YY
= MM/DD/YYYY

The date ordered services cease. Enter the value in the
following format:

= MM/DD/YY
= MM/DD/YYYY

Vendor Information (section)

Vendor (group box)

Code

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.

= Optional.
= Right-click date

options.

= |f blank, defaults to

the Reporting
Accounting Period
associated with the
date field.

= Optional.

= Optional.

= Click for date

options.

= Optional.

= Click for date

options.

= Optional.

= Click for date

options.

= Optional.
= Click for date

options.

= System-maintained.

= The combination of

Vendor Code and
Vendor Address
Code must be valid
on the Vendor
Maintenance table.
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Field Name

Description

Features

Name

More (button)

Remit To Address

More (button)

Amounts (section)
Net Amount
Net Cost Amount

Holdback Amount

Prorate (group box)

Prorate Amount

Prorate (button)

Contracts (Section)

The name of the vendor providing the goods or services.

Displays the Vendor Details page that identifies address
information about the vendor.

Please refer to SectionA.1.1.1: More Button (Vendor
Group Box) for a description of the fields in the Vendor
Details page.

Address code of vendor receiving payment.

Displays address information about the vendor receiving
payment.

Please refer to SectionO:

More Button (Remit To Address Group Box) for a
description of the fields in the Vendor Details page.

The original total dollar amount of the accrual.
The net cost amount of the items.

The amount of the order total that is being held back from
payment.

Amount specified in this field will be distributed
proportionally across the forms accounting lines by clicking
the Prorate button.

Distributes received amount specified in the Prorate
Amount field proportionally across all accounting lines,
maintaining the same percentage amounts for each
accounting line.

Displays details on the associated contract is provided.

Please refer to Section 0: Contracts Section for a
description of the fields in the Contracts section.

External System Information (section)

System ID

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

System-maintained.

This value defaults
from the Vendor
Maintenance table.

Unavailable unless

vendor information

criteria is entered in
the code fields.

Enter name,
address, city, state,
and zip code
information if a
miscellaneous
vendor is selected.

System-maintained.

Unavailable unless

vendor information

criteria is entered in
the code fields.

System-maintained.
System-maintained.

System-maintained.

Optional.
Defaults to $0.00.

Optional.

Unavailable unless
a value is entered
in the Prorate
Amount field.

Optional.

Optional.
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Field Name Description Features
External System The external system identifier. = Optional.

Document Number

Description (section)

Description A free text field 255 characters long used to enter = Optional.
additional information.

Extended A free text field 60000 characters long used to enter an = Optional.

Description extended description.

A2.1.1 Accrual Document Template Header Accounting Lines Page

The Accrual Document Template Header Accounting Lines page contains the accounting information
that was used to fund the estimated accrual. Figure A-59: Accrual Document Template Header
Accounting Lines Page displays the Header Accounting Lines page of the Accrual Document Template
form.

Figure A-59: Accrual Document Template Header Accounting Lines Page

Inbox | Preferences | Shortcuts | Site Map B | Logout | Help | About

ger\fyl Refresh I Fund Currency I Add Shortcut Attachrments | Eoutel Save_Template | Close Termnplate
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Header Accounting Line

Item 1 of 1

Expand &ll | Collaspse &ll

- General
Line Murnber: Il— Source Mumber: I—
Transaction Type: /77'

Accepted Date: I—

Delivery Date: I—

" Transfer Agency

Treasury Symbal: I 7 To/From: I -

Related Cost Type: MR -

Start Date: End Date: I

"Perfod of Performance

= Line Amounts

Arnount: |—$DDD
Haldhack armanne [ &nnn
Figure A-60: Accrual Document Template Header Accounting Lines Page Field and Button
Descriptions provides additional information about the fields and buttons of the Header Accounting
Lines page of the Accrual Document Template form.
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Figure A-60: Accrual Document Template Header Accounting Lines Page Field and Button

Descriptions

Field Name

Description

Features

Line Number

Transaction Type

Accepted Date

Delivery Date

Source Number

A number that uniquely identifies the line.

An alphanumeric code used in conjunction with
the transaction’s document type determines the
general ledger postings and budgetary impact.

Valid values are listed in the Transaction
Definition Maintenance table.

If this field is populated, then the date entered
here will automatically be defaulted to Accepted
Date field(s) of the Accounting Line(s). Enter the
value in the following format:

= MM/DD/YY
= MM/DD/YYYY

If this field is populated, then the date entered
here will automatically be defaulted to Delivery
Date field(s) of the Accounting Line(s). Enter the
value in the following format:

= MM/DD/YY
= MM/DD/YYYY

The specific source of the financial transaction
activity.

Transfer Agency (group box)

Treasury Symbol

To/From

Related Cost Type

The U.S. Treasury Symbol to be used for the
purchase request.

Indicates whether the transfer is to or from the
agency specified.

The category to which the accounting line relates.

Period of Performance (group box)

Start Date

End Date

The date lease services begin.

The date lease services end.

Line Amounts (section)

Amount

The total dollar amount of the Accounting Line.

Optional.

If blank, Pegasys will default
to the value of the next
sequential number from the
highest line number already
entered.

Required, defaults based on
document type.

Optional.

Click for date options.

Optional.

Click for date options.

Optional.

Optional.

Optional.

Optional.

Optional.

Optional.

Value defaults to $0.00.
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Field Name Description Features
Holdback Amount Of the net authorized, the amount to be held back | = Optional.
based on the contract terms.
Document Reference (group box)
Type The document type of the referenced document. = Optional.
= Drop-down list box.
= Defaults to the referenced
document’s type if Copy
Forward was used to create
the accrual form.
Number The document number of the referenced = Optional.
document. ) ]
= Available only if a value has
been entered into Type field.
= Defaults to the referenced
document’s number if Copy
Forward was used to create
the accrual form.
Item The referenced document item line. = Optional.
Accounting The accounting strip of the form this documentis | = Optional.
referencing.
Final If checked, liquidates the referenced document = Optional.
(check box) and returns unused money to the budget. ]
= A check will default when the
estimated accrual is
processed and the line
amount equals the
referenced line amount.
Misc If checked, the accounting line will update the = Optional.
(check box) referenced document’s miscellaneous amount
and does not liquidate a specific accounting line. | * Defaults to unchecked.
View (button) Views the referenced document = Optional.
Default (button) Brings over accounting data from a referenced = Optional.
document line (if Copy Forward was not used
when creating the current form). However, will not
bring forward the ACT number.
Accounting Dimensions (section)
Template The accounting template used to obtain the Required.

accounting strip.

Valid values are listed in the Accounting
Template Maintenance table.
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Field Name Description Features
BFYs Budget Fiscal Year(s) of the accounting strip for Required.
which the form is being processed. Displayed in )
two fields: Will default based on the
accounting template
= Field 1: Beginning Budget Fiscal Year (BBFY). selected.
= Field 2: Ending Budget Fiscal Year, if
applicable (EBFY).
Fund The fund code of the accounting strip. Required.
Valid values are listed in the Fund Maintenance Will default based on the
table. accounting template
selected.
Region The region code of the accounting strip. Will default based on the
) ) ) ) accounting template
Valid values are listed in the Region selected.
Maintenance table.
Org Code The organization code of the accounting strip. Will default based on the
) ) ) o accounting template
Valid values are listed in the Organization selected.
Maintenance table.
Program The program code of the accounting strip. Will default based on the

Project Code

Activity

Cost Element

Building #

System

Valid values are listed in the Program
Maintenance table.

The project/grant/case number/audit number
code/profit center of the accounting strip.

Valid values are listed in the Project
Maintenance table.

The activity code of the accounting strip.

Valid values are listed in the Activity Code
Maintenance table.

The sub-object class code of the accounting strip.

Valid values are listed in the SOC Maintenance
table.

The building of the accounting strip.

Valid values are listed in the Building #
Maintenance table.

The system code of the accounting strip.

Valid values are listed in the System
Maintenance table.

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.

Required.

Object class is inferred from
the sub-object class.

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.
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Field Name Description Features
Veh Tag# The vehicle tag of the accounting strip. May default and/or may
) ) ) ) become required, based on
Valid values are listed in the Vehicle Tag the accounting template
Maintenance table. selected.
Work Item The work item of the accounting strip. May default and/or may
) ] ) become required, based on
Valid values are listed in the Work Item the accounting template
Maintenance table. selected.
ABC Activity The ABC Activity of the accounting strip. May default and/or may

User Dimensions 6
-10

Cost Organization

YBA

BETC

Cohort Year

PRC

Agreement
(section)

Valid values are listed in the ABC Activity
Maintenance table.

User dimensions 6-10 of the accounting strip.

Valid values are listed in the User Dimension 6 -
10 Maintenance tables.

The cost organization code of the accounting
strip. The value must be valid in the Organization
maintenance table and be defined as a cost
organization.

The Year of Budget Authority signifies whether
budget outlays are from current year funding or
unspent prior-year funding.

The Business Event Type Code (BETC). An 8
character code used to indicate the type of
activity being reported.

The cohort year of the accounting strip. Must be a
valid 4-digit year.

The program reporting category of the accounting
strip. Must be valid on the Program Reporting
Category maintenance table.

Used to specify an agreement (e.g., RWA, IBAA)
to be associated with the estimated accrual.
Displayed in two fields:

= Field 1: Agreement number (must be valid in
the Agreements table).

= Field 2: Line number.

Please refer to Section A.1.4.4: Agreement Group
Box for a description of the fields in the
Agreement group box.

become required, based on
the accounting template
selected.

GSA not using.

GSA not using.

The field is only applicable to
no year funds that have the
Carryover Flag set to True on
the Fund maintenance table.

GSA not using.

GSA not using.

GSA not using.

Optional.

Enter only the numeric
portion of the agreement
number in field 1 and enter
“1"in field 2.
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Field Name Description Features
Contracts Line Used to specify a contract line item number = Optional.
(section) (CLIN) or sub-contract line item number that is

referenced by the estimated accrual.
Description (section)
Description A free text field 255 characters long used to enter | = Optional.
additional information about the line.
Extended A free text field 60000 characters long used to = Optional.
Description enter an extended description.
Save Template Updates the displayed line with any changes that | = Optional.

(button) have been made.

A.2.2 Suspend Schedules Tab

The Suspend Schedulestab displays the Suspend Schedule page, which displays the suspense schedule
information for the selected Lease Profile. Figure A-61: Suspend Schedule Page displays the Suspend

Schedule page.

Figure A-61: Suspend Schedule Page
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Figure A-62: Suspend Schedule Page Fields and Button Descriptions provides additional information

about Suspend Schedule page fields and buttons.
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Figure A-62: Suspend Schedule Page Fields and Button Descriptions

Field Name Descriptions Features
General (section)
Date Indicates the date of the suspend accrual Required.
document.
Amount Indicates the dollar amount of the suspend accrual Required.

document.

Reference Type (drop-down list)

Miscellaneous
Reference

Final Reference

Neither

Currency

Retroactive
Payment (check
box)

Withhold Applied
(check box)

One-Time Manual
Payment (check
box)

Suspense
Release (check
box)

If selected, the accounting line will update the
referenced document’s miscellaneous amount and
does not liquidate a specific accounting line
amount.

If selected, liquidates the referenced document and
returns unused money to the budget.

If selected, payment document will directly
reference the commitment.

The currency code of the transaction. Must be a
valid value on the Currency Code maintenance
table.

Indicates a makeup document on the suspend
schedule as a result of an amount change.

Indicates withhold has been applied as a result of
an amount change to a document on the suspend
schedule.

Indicates a one-time accrual document on the
suspend schedule.

Indicates a suspense release payment on the
schedule.

Vendor Information (section)

Vendor (group box)

Code

Displayed in two fields:

= Field 1: Vendor Code—The code specifically
assigned to a particular vendor listed on the
Vendor Maintenance table. The code is the TIN
(Taxpayer Identification Number), except for
foreign vendors and employees.

= Field 2: Address Code—The address code
linked to the vendor code listed in Field 1.

Defaults to selected for a
one-time payment.

System-maintained.

System-maintained.

System-maintained.

System-maintained.

System-maintained.

System-maintained

System-maintained.

System-maintained.

The combination of vendor
code and vendor address
code must be valid on the
Vendor Maintenance table.
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Field Name Descriptions Features
Name The name of the suggested vendor who may System-maintained.

provide the requested goods or services.

More (button) Displays the Vendor Details page that identifies
address information about the vendor.

Please refer to SectionA.1.1.1: More Button
(Vendor Group Box) for a description of the fields
in the Vendor Details page.

Remit To Address | Address code of vendor receiving payment.

More (button) Displays address information about the vendor
receiving payment.

Please refer to SectionO:

More Button (Remit To Address Group Box) for
a description of the fields in the Vendor Details

page.
Designated Agent (group box)
Code Displayed in two fields:

= Field 1: Designated Agent Code—The code that
specifically identifies the vendor to be used as a
designated agent.

* Field 2: Address Code—The address code
linked to the Designated Agent Code listed in
Field 1.

Name The name of the designated agent. The designated
agent is used in the assignment of contracts and/or
delivery orders to specify a different vendor to
assign the contract to, other than the vendor
originally associated with the contract. This
information will automatically default when the
associated contract number or delivery order
number is entered.

More (button) Displays the Vendor Details page that identifies
additional information about the designated agent.

Please refer to Section A.1.1.3: More Button
(Designated Agent Group Box) for a description
of the fields in the Vendor Details page.

Justification (section)

Justification A free text field 255 characters long used to enter
additional information about the suspend schedule.

Save (button) Updates the changes to the displayed suspended
schedule information.

This value will be defaulted
from the Vendor
Maintenance table.

Unavailable unless vendor
information criteria is
entered in the code fields.

System-maintained.

Unavailable unless vendor
information criteria is
entered in the code fields.

System-maintained.

The combination of vendor
code and vendor address
code must be valid on the
Vendor Maintenance table.

System-maintained.

This value will be defaulted
from the Vendor
Maintenance table.

Unavailable unless vendor
information criteria is
entered in the code fields.

Optional.

Optional.
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Field Name

Descriptions

Features

Reset Periods
(button)

Reset Line
(button)

Allows the suspend schedule to clear manual
changes so that the suspend schedule returns to
the system periodic payments. One-time payments,
retroactive or an applied withhold will not be
cleared from the suspend schedule when resetting
periods.

A manual change and/or system calculated applied
withhold to the suspend schedule payment line will
be removed and the suspend schedule payment
line will return to its original system calculated date
and amount. Resetting a suspend schedule
payment line cannot be used for a one-time
payment suspend schedule line, a retroactive
payment suspend schedule line, or a suspense
release payment schedule line.

= Optional.

= Optional.

A.2.3

Unsuspend Schedules Tab

The Unsuspend Schedulestab displays the Unsuspend Schedule page, which displays the release
schedule information for the selected Lease Profile. Figure A-63: Unsuspend Schedule Page displays

the Unsuspend Schedule page.

Figure A-63: Unsuspend Schedule Page
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Figure A-64: Unsuspend Schedule Page Field Descriptions provides additional information about

Unsuspend Schedule page fields and buttons.
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Figure A-64: Unsuspend Schedule Page Field Descriptions

Field Name Descriptions Features
General (section)
Date Indicates the date the suspense release document Required.
will be scheduled for creation.
Amount Indicates the dollar amount the suspense release Required.

document will be scheduled for creation.

Reference Type (drop-down list)

Miscellaneous
Reference

Final Reference

Neither

Currency

Retroactive
Payment (check
box)

Withhold Applied
(check box)

One-Time Manual
Payment (check
box)

Suspense
Release (check
box)

If selected, the accounting line will update the
referenced document’s miscellaneous amount and
does not liquidate a specific accounting line
amount.

If selected, liquidates the referenced document and
returns unused money to the budget.

If selected, payment document will directly
reference the commitment.

The currency code of the transaction. Must be a
valid value on the Currency Code maintenance
table.

Indicates a makeup document on the unsuspend
schedule as a result of an amount change.

Indicates withhold has been applied as a result of
an amount change to a document on the
unsuspend schedule.

Indicates a one-time accrual document on the
unsuspend schedule.

Indicates a suspense release payment on the
schedule.

Vendor Information (section)

Vendor (group box)

Code

Displayed in two fields:

= Field 1: Vendor Code—The code specifically
assigned to a particular vendor listed on the
Vendor Maintenance table. The code is the TIN
(Taxpayer Identification Number), except for
foreign vendors and employees.

= Field 2: Address Code—The address code
linked to the vendor code listed in Field 1.

Defaults to selected for a
one-time payment.

System-maintained.

System-maintained.

System-maintained.

System-maintained.

System-maintained.

System-maintained.

System-maintained.

System-maintained.

The combination of vendor
code and vendor address
code must be valid on the
Vendor Maintenance table.
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Field Name

Descriptions

Features

Name

More (button)

Remit To Address

More (button)

The name of the suggested vendor who may
provide the requested goods or services.

Displays the Vendor Details page that identifies
address information about the vendor.

Please refer to Section A.1.1.1: More Button
(Vendor Group Box) for a description of the fields
in the Vendor Details page.

Address code of vendor receiving payment.

Displays address information about the vendor
receiving payment.

Please refer to Section 0:

More Button (Remit To Address Group Box) for
a description of the fields in the Vendor Details

page.

Designated Agent (group box)

Code

Name

More (button)

Justification (section)

Justification

Displayed in two fields:

= Field 1: Designated Agent Code—The code that
specifically identifies the vendor to be used as a
designated agent.

* Field 2: Address Code—The address code
linked to the Designated Agent Code listed in
Field 1.

The name of the designated agent. The designated
agent is used in the assignment of contracts and/or
delivery orders to specify a different vendor to
assign the contract to, other than the vendor
originally associated with the contract. This
information will automatically default when the
associated contract number or delivery order
number is entered.

Displays the Vendor Details page that identifies
additional information about the designated agent.

Please refer to Section A.1.1.3: More Button
(Designated Agent Group Box) for a description
of the fields in the Vendor Details page.

A free text field 255 characters long used to enter
additional information about the unsuspend
schedule.

System-maintained.

This value will be defaulted
from the Vendor
Maintenance table.

Unavailable unless vendor
information criteria is
entered in the code fields.

System-maintained.

Unavailable unless vendor
information criteria is
entered in the code fields.

System-maintained.

The combination of vendor
code and vendor address
code must be valid on the
Vendor Maintenance table.

System-maintained.

Unavailable unless vendor
information criteria is
entered in the code fields.

Optional.
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will be removed and the unsuspend schedule
payment line will return to its original system
calculated date and amount. Resetting an
unsuspend schedule payment line cannot be used
for a one-time payment unsuspend schedule line, a
retroactive payment unsuspend schedule line, or a
suspense release payment schedule line.

Field Name Descriptions Features
Save (button) Updates the changes to the displayed un- = Optional.
suspended schedule information.
Reset Periods Allows the schedule to clear manual changes so = Optional.
(button) that the schedule returns to the system periodic
payments. One-time payments, retroactive or an
applied withhold will not be cleared from the
schedule when resetting periods.
Reset Line A manual change and/or system calculated applied | = Optional.
(button) withhold to the unsuspend schedule payment line
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B  Lease Accounting Management Document Types

Figure B-1: Lease Accounting Management Document Types Table displays document types for
documentsin Lease Accounting Management.

Figure B-1: Lease Accounting Management Document Types Table

Document Type Document Name

LO Lease Commitment

LP Regular Lease Payment and Miscellaneous Lease Payments (i.e., Rental of
Facilities, Other; CPI Accrual Payments, Settlements and Buyouts)

LM Tax and Interest Lease Payments

LR Suspense Accrual

LU Regular Lease Accrual created outside of Lease Accounting Management

RO PBS Recurring Contracts Order

RA PBS Recurring Contracts Estimated Accrual

RT PBS Recurring Contracts Blanket Receipt
Lease - Appendices Lease Accounting Management Document Types
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