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Guide Summary
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4 BAAR User Actions and Procedures

4.13 Revenue Credit Card Chargebacks

Revenue Credit card chargebacks are credit card billing transactions that were originally
accepted and processed by the bank and then subsequently re-collected from GSA for various
reasons. Revenue Credit Card chargebacks are initiated by customer via their credit card bank
(not with GSA or CIR). Notification of chargeback settlement is sent from Vantiv to CIR. GSA
receives the chargeback settlement notification via CIR, not from the credit card bank or Vantiv.

Upon receipt of the chargeback report, the Billings - FAS Supply/Fleet Unit will enter the
dispute into the dispute query with a status of Under Review and push the Record Dispute button
to modify (correct) the billing document (BD) to update the debt appeal forbearance flag to true.
This will allow the BD to remain open but not be resent to the bank. Once the BD has been
corrected, the Billings - FAS Supply/Fleet Unit will communicate via email to the National
Customer Supply Center (NCSC) that the transaction has been charged back and will attach the
Detail Billing Records (DBRs) associated with the transaction as well as a form requesting the
action needed to be taken regarding the originating billing document.

A user can create a dispute request manually on the Disputed Billings Query. This process halts
the rebilling process until the user determines chargeback validity.

4.13.1 Automated methods

Revenue Credit Card chargebacks come in through the CIR inbounds process and reopen the
billing document with a Debit Voucher CV6 document type. The Cash Collections Unit in
Finance will pull a report from the bank’s website daily of charged back transactions. The Cash
Collections Unit in Finance will forward the report to the Billings - FAS Supply/Fleet Unit if it
contains chargebacks.

4.13.2 Steps to execute: To rebill a Revenue Credit Card Chargeback

Revenue Credit Card Chargeback can be rebilled with the same or different credit card number
as described in subsections below.

4.13.2.1 Steps to perform to rebill a BD reopened by a Revenue Credit Chargeback using
the same credit card number

1. Mark the dispute rejected.

To manage Disputes, reference steps in BAAR User Guide 5 of 10, Section 4.10.2 and
Section 4.10.4.

2. Add specific comments to the Description Field and select Remove Dispute.
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Figure 1: Remove Dispute Button

GENERAL DISPUTE INFORMATION

General Dispute Information Disputed Items

— Disputed Document
Document Type | FMN
Doc Num FMNF0210957-717

Statement Number | F0210957

— Status

I >k Dispute Status | Rejected v I
Dispute Received/Created Date Time 01/20/2021 15:21:30
Under Review Date
Pending Final Action Date
Dispute Resolution Date
— Customer Information
Vendor Code 14485R 14485R
| e |

Save | View Document Correct Document | Amend Document | Add Customer Correspondence | Record Dispute | ---

3. Update the authorization code on the BD(s).

Refer to BAAR User Guide 2 of 10, Section 4.4.3.1 for steps to update a Non-IPAC
billing document.

Figure 2: Authorization Code

Credit Card Information

Credit Card Number Expiration Date m}
Authorization Code || Authorization Date m}
Authorization Amount $0.00 Authorization Only
Card Type v Bank Charge Indicator v
Transaction Source v

4.13.2.2 Steps to perform to rebill a BD reopened by a Revenue Credit Chargeback using a
different credit card number

To rebill the transaction with a different credit card number, the NCSC will encrypt and
password protect the file before sending back to the ‘kc-accts-receivable.finance’ email address
(kc-accts-receivable.finance@gsa.gov) mailbox. The password to be used will be provided
separately to NCSC. The Billings - FAS Supply/Fleet Unit will take the following steps after
receiving the updated form from the NCSC.

1. Mark the dispute rejected.

To manage Disputes reference steps in BAAR User Guide S of 10, Section 4.10.2 and
Section 4.10.4.1.

2. Add specific comments to the Description Field and select Remove Dispute.
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Figure 3: Reject Dispute - Remove Dispute button

GENERAL DISPUTE INFORMATION

General Dispute Information

Disputed Items

— Disputed Document

Document Type

— Status

FMN

Doc Num FMNF0210957-717
Statement Number | F0210957
I >k Dispute Status | Rejected v I

Dispute Received/Created Date Time
Under Review Date
Pending Final Action Date

Dispute Resolution Date

— Customer Information
Vendor Code

or AL

01/20/2021 15:21:30

14485R 14485R

DOL LIS EISH 2 Wil DIIEE <

Save | ViewDocument | Correct Document

Amend Document

Add Customer Correspondence

I Remove Dispute |
| e |

Record Dispute

3. Update the credit card number and authorization code on the BD(s).

Refer to BAAR User Guide 2 of 10, Section 4.4.3.1 for steps to update a Non-IPAC

billing document.

Credit Card Information

Figure 4: Credit Card information

Credit Card Number

Authorization Code | |

Authorization Amount
Card Type

Transaction Source

4. Update the Visa 41.1 Table 3-8 or MasterCard 41.1 Table 3-36 ficlds.

= User Defined Fields

Fedcode/Customer Fund | 00
Code
Product Code | FMRA170091
Order Number | 12529517
Customer Code
FAS PO Number | MMNJV332E1
TO Code/Transaction | 07

Code

NOTE: Refer to Exhibit 5-8: Detail Billing Layout and Mapping on the Global Supply

Billing DES.

$0.00

m]
m]

Authorization Only

Expiration Date

Authorization Date

Bank Charge Indicator v

Figure 5: User Defined Fields

Visa 41.1 Table 3-8

MesterCard 41.1 Table 3-
36

MGFT07X6S0608 6

5. Reply to NCSC when final action has been completed.

GSA

BAAR Pegasys 7.8 User Guide - Updated J 2023



CGI Federal

4.13.3 Steps to execute: To write off Revenue Credit card chargeback

When the original billing was invalid, the Income will need to be reversed. The Billings -FAS
Supply/Fleet Unit will perform the following steps:

1. Update the Dispute Status to Accepted.

To manage Disputes reference steps in BAAR User Guide 5 of 10, Section 4.10.2 and
Section 4.10.5.

2. Add specific comments to the Description Field and select the Remove Dispute button.

Figure 6: Accepted Dispute Select Remove Dispute button

GENERAL DISPUTE INFORMATION

General Dispute Information Disputed Items

— Disputed Document
Document Type
Doc Num

Statement Number

— Status

FMN
FMNF0210957-717
F0210957

> Dispute Status

Accepted v

Dispute Received/Created Date Time
Under Review Date
Pending Final Action Date

Dispute Resolution Date

— Customer Information
Vendor Code

Vendor Name.

01/20/2021 15:21:30

14485R 14485R

DOL USFISH & WILDIIFE £

Save | View Document Correct Document Amend Document Add Customer Correspondence

(|
| el |

3. Update and Zero down the accounting lines and related DBRs on the BD(s).

Refer to BAAR User Guide 2 of 10, Section 4.4.3.1 and Section 4.4.3.4 for steps to

update a Non-IPAC billing document.

— Line Amounts

Original Change Current
Initial Amount: $100.00 ($100.00) $0.00
Discount Amount: $0.00 $0.00 $0.00
Surcharge Amount: $0.00 $0.00 $0.00
Principal Amount: $100.00 ($100.00) $0.00
Interest Amount: $0.00 $0.00 $0.00
Admin Charges Amount: $0.00 $0.00 $0.00
Penalty Amount: $0.00 $0.00 $0.00
Total: $100.00 ($100.00) $0.00
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— General
Record Identifier MOMO2FPO0059MPTYWO
Source Record ID

System Created DBR

Record Status Update
Quantity 1.000000
|Umt Price Amount $0.00 I
Unit EA g
| Amount s0.00 |
Discount Amount $0.00
Surcharge Amount $0.00

> Record Date | 01/20/2021 O

K Charge Period | 04/2021 ¥

Billing Description

Figure 8: Detail Billing Record

Agency
Bureau
Agency Location Code

Customer Identification
Code

Customer Identification

Code #2

Period of Performance
Start Date

End Date

4. Reply to NCSC when final action has been completed.

14160006

01/20/2021
01/20/2021

Steps to perform when a BD reopened by a Revenue Credit Chargeback will not be

rebilled:

When the original billing is valid and the NCSC believes the billing is uncollectable, the Billings
- FAS Supply/Fleet Unit will perform the following steps:

1. Update the Dispute Status to Accepted.

To manage Disputes reference steps in BAAR User Guide 5 of 10, Section 4.10.2 and

Section 4.10.5.

2. Add specific comments to the Description Field and select Save.

GENERAL DISPUTE INFORMATION

General Dispute Information Disputed Items

— Disputed Document

Document Type | FMN
Doc Num FMNF0210957-717
Statement Number | F0210957
— Status
I* Dispute Status | Accepted v I

Dispute Received/Created Date Time
Under Review Date
Pending Final Action Date

Dispute Resolution Date

— Customer Information
Vendor Code

\lendor Name

01/20/2021 15:21:30

14485R 14485R

DOI LIS EISH 2 WL DIIEE <

Figure 9: General Dispute Information

View Document || Correct Document | Amend Document || Add Customer Correspondence | Record Dispute

3. Depending on amount of billing and guidance provided in the Accounts Receivable and
Debt Collection Manual, the Billings - FAS Supply/Fleet Unit will:
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a. Create a WOG6 to write-off the Federal Customer billing.

b. Create a NW6 to write-off the Non-Federal billing.

OR

c. Provide the appropriate service with an opportunity to respond before taking
action to write-off.

Refer to BAAR User Guide 7 of 10 Section 4.16.1.1.5 for steps to create the WO6

and NW6.

4. Reply to NCSC when final action has been completed.

4.13.4 Steps to execute: If bank reverses Chargeback prior to NCSC notification of Action

If, prior to NCSC notifying the Billings - FAS Supply/Fleet Unit of action to be taken, the Cash
Collections Unit finds the bank has reversed the chargeback they will notify Billings - FAS

Supply/Fleet Unit.

The Billings - FAS Supply/Fleet Unit will perform the following steps:

1. Communicate chargeback reversal to the NCSC.

2. Update the Dispute Status to Rejected.

NOTE: To manage Disputes reference BAAR User Guide 5 of 10, Section 4.10.2,
Section 4.10.4.1 and Section 4.10.5.

3. Add specific comments to the Description Field and select the Remove Dispute button.

NOTE: This will remove the debt forbearance flag from the BD and allow the Cash
Collections Unit to process the Cash Receipt (CR) document.

GENERAL DISPUTE INFORMATION

General Dispute Information Disputed Items

— Disputed Document
Document Type
Doc Num

Statement Number

— Status

Figure 10: Select Remove Dispute button

FMN
FMNF0210957-717

F0210957

I >k Dispute Status

Rejected v I

Dispute Received/Created Date Time
Under Review Date
Pending Final Action Date

Dispute Resolution Date

— Customer Information
Vendor Code
Vendor Name

Designated Agent

01/20/2021 15:21:30

03/09/2021

14485R 14485R

DOI, US FISH & WILDLIFE ¢

|
e

Save | ViewDocument || Correct Document | Amend Document | Add Customer Correspondence | Record Dispute | -
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It will be important that the Finance Billings - FAS Supply/Fleet Unit and the Collections
Unit work closely together to ensure the removing of the dispute and the processing of
the CR happen on the same day so the transaction does not get picked up and resent to the
bank for collection.

4.14 Pay.gov Chargebacks

Pay.gov Credit card chargebacks are credit card billing transactions that were originally accepted
and processed by the bank and then subsequently recollected from GSA for various reasons.
Customers can chargeback (dispute) previously submitted Pay.gov collections. Thus, the
chargebacks are initiated by the customer via their credit card bank (not GSA or Pay.gov). The
Charge back is settled via Vantiv (settlement agent). Notification of settlement is sent from
Vantiv to CIR. GSA receives settlement notification via CIR, not from Pay.gov.

4.14.1 Automated Methods

The Pay.gov chargebacks come in through the CIR inbound process and reopen the billing
document with a Debit Voucher PV6/PV7 document type. The Cash Collections Unit in Finance
will need to identify what corrective action should be taken when a chargeback is received.

4.14.2 Steps to Execute: To rebill a Pay.gov chargeback

If the Cash Collections Unit determines the original bill was valid:

1. Finance Center updates any applicable fields on the BD based on the chargeback.

Figure 11: Header Tab

HEADER

Header Accounting Lines Office Addresses Approval Routing Memos Summary

= General
Document Type | AMN RWA/HOTD Non-IPAC BD | Original Document Date 01/13/2021
Status | CORRECT Document Date t
Document Number AMNX0098701-237 Accounting Period w

Staterment Number | x0098701 Generate Reporting Accounting RA

Period
Title
Batch Number

Billed B;
' Y Document Classification w

Post Code w )
Security Org GSA

Agency UEI . .
Business Line RWAHOTD

Agency DUNS Number
Agency EFT Indicator
Bill Generated Flag

Bill Generated Date

NOTE: For steps to amend a Non-IPAC Billing document refer to BAAR User Guide 2
of 10, Section 4.4.3.1 and if Detail Billing Records are associated to the Billing
Document also refer to BAAR User Guide 2 of 10, Section 4.4.3.4.

2. The BD is selected by the next Bill Generation run and billed out.
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4.14.3 Steps to perform to write off a BD reopened by a Pay.gov Chargeback:

If the Cash Collections Unit determines the original bill was invalid:
1. For Federal Customer billings:

Finance Center creates a write-off CR WO6/WO7 referencing the BD to write off the
receivable/revenue.

For steps to write-off a non-IPAC BD, please refer to BAAR User Guide 7 of 10,
Section 4.16.1.1.

2. For Non-Federal Customer billings:

Finance Center creates a write-off CR NW6/ NW7 referencing the BD to write off the
receivable/revenue.

For steps to write-off a non-IPAC BD, please refer to BAAR User Guide 7 of 10,
section 4.16.1.1.

4.15 Manage Credits

Credit billing represents an amount credited to the customer that can be used to offset (decrease)
the customer's prior month, current month, or future month billed amounts. Credits can also be
refunded/returned to the customer. Additionally, credit billing amounts can be transferred to
Treasury in the event that they cannot be used to offset or be refunded. Credit billing is used for
non-IPAC, G-Invoicing-IPAC, DoD Interfund and Internal billing. Credit bills can also be
generated for Revenue Credit Card billing. The following actions can be performed by the user
in order to manage credit billing:

e Non-IPAC Credits.

o Apply credits to customer’s outstanding bills.

o Refunding credits to customers.

o Transferring non-refundable credits to Treasury.
¢ G-Invoicing/IPAC Credits.

o Create G-Invoicing/IPAC Refund Payments.
e Credits for External Customers

o Credits can result from the resolution of non-IPAC disputes or G-Invoicing/IPAC
chargebacks in favor of the customer. Disputes/chargebacks may occur because
GSA has either erroneously billed the customer, a discount was not applied
correctly to the billing rate, or a change was made regarding the billing terms.

o Pegasys supports credit billing with the Billing Document (BD) Credit line type.
Pegasys uses unique Cash Receipt document types to apply, refund, or transfer
non-IPAC credits to Treasury. These Cash Receipts are always processed with a
Credit Reduction line (via the Credit Reduction Line Type) and a Credit
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Application line (via the Credit Application Line Type). Credits can be created in
the following ways:

= Automatically via the Summarization Batch process (i.e., summarizing
credit Detail Billing Records from feeder systems and generating Billing
Documents).

= Automatically via the PCAS Bill Generation Batch process (when prior
period spending is reduced after the associated Billing Document has been
generated).

= Manually (i.e., creating a Billing Document with a Credit line type).
e Credits for Internal Customers

o Pegasys supports Interfund credit billing for internal customers using Internal
Vouchers with a negative line amount. Interfund credits are not applied, refunded,
or transferred to Treasury. Rather, they simply record the credit as negative
revenue for the seller and negative expense for the buyer.

The new Automated Credit Application batch job applies credit lines by searching within a bill,
an agreement, a statement or a vendor record. The Batch Job identifies Credits that have not yet
been refunded to the customer and takes appropriate action, based on Batch Parameters. Credits
can be either applied against another bill or refunded to the customer. There are several Batch
Job instances set up by business line and bill type, which enables the job to create specific
documents for Credits, based on the specific instance set up.

4.15.1 Query Credits

Pegasys queries can be used to research, reconcile, and track credit-billing activity. Credits can
be tracked and researched using the Credit Application Worksheet query. The Credit Application
Worksheet query also provides the ability to apply, refund, and transfer to Treasury non-IPAC
credits (see Section 4.15.3). Users can also retrieve credit information for processed bills on the
following queries:

¢ (Queries — Accounts Receivable — Credit Application Worksheet.
e Queries — Accounts Receivable — Billing Query.

e Queries — Accounts Receivable — Billing Statement Query.

e Queries — General Ledger — GL Account Detail Query.

e Transactions — Form/Document Selection.

4.15.1.1 Query Credits on Billing Query

The following steps describe the steps to query credit line Billing Documents (BD) on the Billing
query. The Billing query has the ability to filter the query by line type (equal to Credit) in order
to query credits.
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NOTE: For the complete list of search criteria, please refer to BAAR User Guide 2 of 10,
Section 4.6.2.3.

Steps to Query Credits Using Outstanding Bills:
1. Navigate to Queries — Accounts Receivable — Billing Query.

The Billing Query page is displayed.

Figure 12: Billing Query page - Basic Search

Billing Query
Basic Search Advanced Search
Document Type o Debt Age Categories
Document Number 1-30Days
Vendor w yid 31-60 Days
Bill Generated Date 8 To m] 61-90 Days
Collection Due Date 8 To m] 91-120 Days
Bill Type v 121 - 150 Days
Receivable Type g 151 - 180 Days
Bill Generated Flag v 181-365 Days
Rebill v 1-2Years
Selected For IPAC v 2-6Years
Business Line > 6-10 Years
Bill Status | Outstanding v Over 10 Years

Current

Search Clear

2. Enter the desired and appropriate Search Criteria. To search for BDs that have Credit
Lines, select the line type of Credit.

For the complete list of Billing Query Search Criteria, please refer to BAAR User Guide
2 of 10, Section 4.6.2.3.

Figure 13: Billing Query Advanced Search page

Billing Query
Basic Search Advanced Search

Select preconfigured searcv

New Query Actions&

Tell us what the query does.

I Line Type v I: v |Cred|t v |

Search Clear Save Query

NOTE: Query performance is improved with each additional search criteria entered. For
example, rather than simply entering business line of “Fleet Leasing”, enter the
Bill/Statement Number, Date Range and any additional billing detail that can be
provided. Users should not execute “Blind” queries, meaning no search criterion is
entered.

3. Select the Search button.
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The results are returned in the Item Collection.

Figure 14: Billing Query Item Collection - Outstanding Amount Column

System
Generated
Billed Bill Total Administration
Document | Document Billing Reference Statement Total Principal Interest Penalty Reduction Write Off Charges Outstanding
Type Number Number Number Amount Amount Amount Amount Amount Amount Amount Amount
RMN ?;‘NAACUGTBZ _‘R;/_I‘NB‘LRMNAACGMST AAC00132 $100.00 $100.00 $0.00 $0.00 $0.00 $0.00 $0.00 $100.00

4. Selecta

5. Select the Details button.

detail record.

The Billing Query Detail Page is displayed.

Billing Query | Billing Detail

Address Name

Bill Totals
Initial Amount
Discount Amount
Surcharge Amount
Principal Amount
Interest Amount
Admin Charges Amount
Penalty Amount

Bill Total Amount

— Credit Totals

Figure 15: Billing Query Detail page - Credit Totals

Non-Federal Summary Code

$100.00
$0.00
$0.00
$100.00
$0.00
$0.00
$0.00
$100.00

Principal Credit Closed Amount

Principal Credit Outstanding Amount

$0.00
$0.00

NOTE: The user can also view or amend the document from this screen by selecting the
View Document or Amend Document buttons.

Billing Query

— General
Document Type
Document Number
Statement Number
Title
Billing Reference Number
Document Date

Collection Due Date

Bill Generated Date

Security Organization

Vendor

Vendor

Address Name

Figure 16: Billing Query Detail Buttons

Billing Detail

RMN
RMNAAC00132-131
AAC00132

RMNBILRMNAAC00132-1¢
12/14/2020
01/13/2021

Bill Generated Flag
12/14/2020
GSA

NF0000000 00001

Non-Federal Summary Code

More

External System
Document Number

Business Line

System Generated Bill
Reduction Amount

Waiver Flags

RENT

$0.00

Waive Admin Charges

Waive Penalty

Waive Interest on Principal
Waive Interest on Interest

Waive Interest on Admin Charges

Waive Interest on Penalty

View Document = Amend Document View Case History Refresh Bill |
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6. Select the Billing Detail tab.
The Billing Query Bill Detail tab is displayed.

Figure 17: Billing Query Detail tab

Billing Query Billing Detail

— Additional Criteria

Billing Status v
Line Type v
Debt Appeal/Forebearance v

Source Number

Receivable Type

Period of Performance Start B |To

Period of Performance End 0 |To

7. Select an accounting line from the item collection.

NOTE: When a Credit line type is selected, the Credit Application button is enabled. To
launch the Credit Application Worksheet, select the Credit Application button.

For information on how to apply credits, please refer to BAAR User Guide S of 10,

Section 4.10.3.
Figure 18: Credit Application button
Billing
Reference Document Document Bill Type/Type Debt
Number Type MNumber Line Number Line Type Line Amount State Of Line Billing Status of Transfer Appeal/Forebe: | Rebill
C‘;‘Tb LAMNXOO9 g ,L:Wv:hxuugssszr 1 Credit (86.38) closed Billed Standard False False
(] _”"_‘WBLA‘”"‘X"‘UB: AMN fmﬂ\x""“gw‘:" 2 Credit (89.51) open Billed Standard False False
on on
AgdilionalAc‘tions s
8. Select the Billing Document Line link.
Figure 19: Billing Document tab
Billing Query Billing Detail
Billing Document Line Detail Billing Record
— Additional Criteria
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9. View the Outstanding Billing Document Line page information.

Figure 20: Billing Document Line page

J Billing Document Line H Detail Billing Record |

Item 1 of 1

— General

Line Number 1 ‘

I Line Type | Credit v ‘I

Receivable Type ‘ RTNA ‘
Source Number | AMDO0563 |
Related Statement Number ‘ 18196108 ‘

Totals

Initial Amount | $0.00 |
Discount Amount ‘ $0.00 ‘
Surcharge Amount ‘ $0.00 ‘
Principal Amount ‘ $0.00 ‘

10. To view the document, select the View Document button.

Figure 21: View Document button

J Billing Document Line H Detail Billing Record

Item 1 of 1
— General
Line Number ‘ 1 ‘
Line Type | Credit v |
Receivable Type | RTNA |
Source Number | AMD00563 \
Related Statement Number ‘ 18196108 ‘
Totals
initial Amount | $0.00 |
Discount Amount ‘ $0.00 ‘
Surcharge Amount | $0.00 |
Principal Amount | $0.00 |
Interest Amount | $0.00 |

View Document || Amend Document H View Case History H Refresh Bill ‘

The document will be opened in a new window in View mode.
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Figure 22: Header View Mode

Header Accounting Lines Office Addresses Approval Routing Memos

— General

Document Type
Status

Document Number
Statement Number
Title

Billed By

Post Code
Number of Lines
Closed Lines
Agency UEI
Agency DUNS Number

Agency EFT Indicator

Bill Generated Date

Make Recurring
RMN Rent Non-IPAC BD Manual
PROCESSED
RMNAA236289-001
AA236289

RDI17319059-001

130944668

Bill Generated Flag

09/13/2018

Orig Document Date | 08/21/2018
Last Document Date | 09/13/2018
Accounting Period | 12/2018

Reporting Accounting | 12/2018
Period

Last Batch Number
Document Classification
Security Org GSA
Last Modification Number |0

Business Line | RENT

NOTE: BD Credit lines will not have a bill total amount. The Bill total amount is the

sum of Normal and Advance Line types.

4.15.1.2 View Credits from Billing Statement Query

The following steps describe the steps to view Credits on Statements on the Billing Statement

Query.

Steps to View Credits Using the Billing Statement Query:

1. Navigate to Queries — Accounts Receivable — Billing Statement Query

The Billing Statement Query page is displayed.

Figure 23: Billing Statement Query

Search - Billing Statement Query

Search Criteria
Statement Number

Security Organization

Statement Vendor
Code

Customer ALC

Bill Type

Print Option

Statement Generated Flag
Disbursing Office

ALC

Business Line

Centralized Collections Services

16 Digit Credit Card

Number
Bank Charge Indicator v
Statement Print Date 8 To
Collection Due Date 0| To
Last Statement Print Date 8 To

2. Enter the desired and appropriate Search Criteria, including a Statement Number.

GSA
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NOTE: Query performance is improved with each additional search criteria entered. For
example, rather than simply entering business line of “Fleet Leasing”, enter the
Bill/Statement Number, Date Range and any additional billing detail that can be
provided. Users should not execute “Blind” queries without entering search criterion.

3. Select the Search button.

Figure 24: Billing Statement Query Search Criteria

Search - Billing Statement Query

Search Criteria

Istatement Number | F0145952
Security Organization xd
Statement Vendor
Code 1
Customer ALC 4
Bill Type v
Print Option v
Statement Generated Flag v
Disbursing Office ¥
ALC 14
Business Line FLEET w

m Clear

Centralized Collections Services

16 Digit Credit Card

Number
Bank Charge Indicator v
1
Statement Print Date A |To
Collection Due Date 0 To
Last Statement Print Date 8 To

The results are returned in the Item Collection.

Figure 25: Billing Statement Query - Item Collection

1-10f 1 results IF @ X 3
Statement Primary Primary Vendor Print Business | Credit Card Bank Charge Disbursing Customer | Statement Statement (
Number Vendor Address Bill Type | Option Line Number Indicator Office ALC ALC Generated Flag Print Date I
F0145952 57788E 57788EF Standard | Yes FLEET 6S127 47000016 Yes 07/21/2017 (

»
10 per page v Page |1 of 1

NOTE: To perform a specific action upon a Statement, select the appropriate action

button.

Figure 26: Billing Statement Query - Action buttons

1-1of Tresults

Statement Primary Primary Vendor Print Business | Credit Card Bank Charge Disbursing Customer | Statement Statement (
Number Vendor Address Bill Type | Option Line Number Indicator Office ALC ALC Generated Flag Print Date I

@ F0145952 57788E 57788EF Standard | Ves FLEET GS127 47000016 Yes 07/21/2017 «
»

I 10 per page v Page |1 of 1 I

4. Select a detail record and select Details.

Figure 27: Billing Statement Query - Details button

1-10f Tresults

FeXar

Statement Primary Primary Vendor Print Business | Credit Card Bank Charge Disbursing Ci
Number Vendor Address Bill Type | Option Line Number Indicator Office ALC ALC Generated Flag Print Date
®  F0145052 57788E 57788EF Standard | Yes FLEET GS127 47000016 Yes 07/21/2017
»
10 per page v Page |1 of 1
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5. Review the Statement Balances Tab information.

NOTE: Credit amounts are tracked in a separate group box on the Statement Balances
page.

Figure 28: Statement Balance Tab information

Statement Balances Vendor Balances Document Balances Correspondence

— General

Statement Number | F0145952 Statement Vendor
Last Statement Print Date 07/21/2017 Code 57788E 57788EF
Collection Due Date | 09/04/2017 Name | HQ-AFOTEC/RMRF
Statement Print Date 07/21/2017 Customer ALC

Statement Generated

Security Org | ARPEG Centralized Collections Services
Bil Type |Standard v Credit Card Number
Print Option | Yes v Bank Charge Indicator v
Business Line | FLEET

Disbursing Office | GS127

ALC | 47000016

Billed Amount Credit Amount
Initial Amount 524571 Initial Amount $0.00
Discount Amount $0.00 Discount Ameunt $0.00
Surcharge Amount $0.00 Surcharge Amount $0.00
Principal Amount $245.71 Principal Amount $0.00
Interest Amount $0.00 Credit Total Amount $0.00
Admin Charges Amount $0.00
Penalty Amount $0.00

Attachments (1) I Credit Application Worksheet I

6. To launch the Credit Application Worksheet, select the Credit Application Worksheet
button.

Figure 29: Credit Application Worksheet button

Statement Balances Vendor Balances Document Balances Correspondence

— General
Statement Number | F0145952 Statement Vendor

Last Statement Print Date | 07/21/2017 Code |57788E 57788EF
Collection Due Date | 09/04/2017 Name HQ-AFOTEC/RMRF
Statement Print Date | 07/21/2017 Customer ALC

Statement Generated

Security Org | ARPEG Centralized Collections Services
Billype |Standard v Gredit Gard Number
Print Option | Yes ~ Bank Charge Indicator v
Business Line | FLEET

Disbursing Office | GS127

ALC |47000016

Billed Amount Credit Amount

Initial Amount $245.71

Initial Amount $0.00
Discount Amount $0.00 Discount Amount $0.00
Surcharge Amount $0.00 Surcharge Amount $0.00
Principal Amount 24571 Principal Amount $0.00
Interest Amount $0.00 Credit Total Amount $0.00
Admin Charges Amount $0.00
Penalty Amount $0.00

Attachments (1) I Credit Application Worksheet I

4.15.2 Create Credit Bills

The Credit line type is used to record credits owed to GSA customers. Credit Line Billing
Documents (BD) like Normal line BDs, or debit billings, are typically created via Pegasys batch
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processing (either via DBR offline processes or from PCAS Bill Generation). However, both
non-IPAC and IPAC Credit line BDs can be created manually by users from within Pegasys.

Credit lines are distinguished by the Credit Line type on the BD. In addition to a specific line
type, Detail Billing Records record a Credit/Adjustment indicator. For records received from
GSA’s feeder systems, when DBRs have the Credit/Adjustment Indicator set, the accounting
lines will be separated during summarization based on the value entered. The Credit/Adjustment
Indicator of “C” is used to denote Credit lines. Since the Credit Adjustment indicator is used as
summarization criteria, if populated, all DBRs that match the other summarization criteria will
be grouped into one accounting line with a Credit line type. When using a Credit/Adjustment
indicator of “A”, positive (or debit) DBRs will be summarized into a separate Normal line with
the same summarization criteria. In the case of manually creating documents, users should
always enter the Credit /Adjustment indicator of “C” for Credit Line DBRs.

4.15.2.1 Manual Creation of Billing Document (BD): IPAC/Non-IPAC Credit Line Type

The following steps describe the manual/online entry of Credit line Billing Documents (BDs).

The users are required to populate the following types of fields to create the Billing Document
manually:

e Pegasys System required fields - These fields have the red asterisk and the system
throws hard error when they are left blank.

e GSA Business Process required fields - These fields are optional in Pegasys but
required to be populated per the business process of each Business line.

Table 1: List of Appendices: Business Process Required Fields for BD Creation

Business Line List of Appendices Document

Fleet Leasing Appendix C.7.1: Create Billing BAAR User Guide
Document (BD) — Fleet Leasing | 10 of 10

Rent Appendix C.7.2: Create Billing BAAR User Guide
Document (BD) - Rent 10 of 10

Global Supply/Automotive Appendix C.7.3: Create Billing BAAR User Guide

Purchases Document (BD) - Global 10 of 10

Supply/Automotive Purchases

RWA/HOTD/Manual Business Appendix C.7.4: Create Billing BAAR User Guide
Lines Document (BD) - 10 of 10
RWA/HOTD/Manual Business
Lines
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Business Line List of Appendices Document

EXTSERVICE/R6 Manual Appendix C.7.9: Create Billing BAAR User Guide

Business Lines Document (BD) - 10 of 10
EXTSERVICE/Region 6 Manual
Business Lines

R7 Manual Business Lines Appendix C.7.10: Create Billing | BAAR User Guide
Document (BD) - Region 7 10 of 10
Manual Business Lines

Outlease Appendix C.7.5: Create Billing BAAR User Guide
Document (BD) - Outlease 10 of 10

AAS Appendix C.7.6: Create Billing BAAR User Guide
Document (BD) - AAS 10 of 10

Telecom Appendix C.7.7: Create Billing BAAR User Guide
Document (BD) - Telecom 10 of 10

WAN Appendix: C.7.8 Create Billing BAAR User Guide
Document (BD) - WAN 10 of 10

FAS Information Technology Appendix: C.7.11 Create Billing | BAAR User Guide

Category Document (BD) - FAS 10 of 10
Information Technology
Category

Fleet Rental Appendix C.7.12: Create Billing | BAAR User Guide
Document (BD) - Fleet Rental 10 of 10

Fleet Purchasing Appendix C.7.13: Create Billing | BAAR User Guide
Document (BD) - Fleet 10 of 10

Purchasing

Steps to Create an Accounts Receivable Form - Billing Document (BD)(Non-IPAC) Credit

Line:

1. Navigate to Transactions — Accounts Receivable — New — Billing Document.

The New Billing Document page is displayed.
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Figure 30: Billing Document Creation

New Billing Document

> Document Type g
Document Number Format Prefix i

Staterment Number

Security Org i
>} Document Number Generate
Title

Copy Document (@) None

Copy From
Copy Forward

File No file chosen

Go to top of Main Content

Finish || Cancel

2. REQUIRED: Enter Document Type.

GSA

NOTE: Only manual document types are used for online creation.

Select the Generate Statement Number button to generate a Statement Number. A unique
Statement number will be generated in the Statement Number field.

NOTE: If the user does not select the Generate Statement number on the new form
creation, the user can generate a Statement number on the BD header page. However, the
Statement number will not be included in the Document Number if the user does not
generate the statement number on the New Form page.

NOTE: The Statement Number formats are defined per document type and business line.
For example, the Statement Number format for Rent is the letters ‘AA’ followed by 6
incremented digits. (i.e., ‘AA’-HH##HH#HE.)

The complete list of Statement Number formats is defined in the Configuration
Spreadsheet.

Select the Generate button to generate a Document Number. A unique document number
will be generated in the Document Number field. Once the document number is
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generated, the Generate button will be disabled, prohibiting multiple selection attempts
so that sequence numbers are not skipped.

Figure 31: Billing Document Creation - Document Information

New Billing Document

> Document Type RMN i || Rent Non-IPAC BD Manua
Document Number Format Prefix 7
Statement Number AACO0310 Generate
Security Org x4
Document Number RMN-008 Generate
Title

Copy Document (@) None

Copy From

Copy Forward

File Choose File | No file chosen

Go to top of Main Content

Finish | Cancel |

NOTE: The Document Number Formats are defined per document type and business
line. For example: the Document Number format for ‘RMN’ is the document type of
Billing Document (BD) form followed by the Statement Number the document was
created and combined with 3 incremented digits. (i.e., RMNSSSSSSSS###).

The complete list of Document Number formats is defined in the Configuration
Spreadsheet.

5. To copy from another document, select Copy From in the Copy Document group box.
Otherwise, select the Finish Button to proceed in the form creation.
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Figure 32: Copy From

Copy Document None
I ® Copy From I
opy Forward
File Mo file chosen

6. If copying from another BD, select Next.

Figure 33: New Billing Document

New Billing Document

> Document Type RMN ¥ || Rent Non-IPAC BD Manua

Document Number Format Prefix g
Staterment Number AACO0310 Generate
Security Org g
Document Number RMN-008 Generate
Title
Copy Document None
® Copy From

Copy Forward

File No file chosen

Go to top of Main Content

Next > ||fl Cancel

7. If copying from another BD, enter the search criteria on the Copy From page. Enter as
many search criterion as possible.

8. Select the Search button.
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Figure 34: Copy from Search button

Copy From

Search Criteria

Document Type | RMN ¢ H Rent Non-IPAC BD Manuatr Accounting Period

RMNAACO0*

Document Number Accounting Period

L1
L
L o
)

DocumentStaus From Date

Copy Lines

@ Copyalllines () Choose which linestocopy () Copy no lines

| + Additional Criteria

|+ Accounting Dimensions

9. Select the document to copy from the search results.

Figure 35: Copy From - Search Results

Amendment / Temporary Amendment

Document Category Document Type ‘ Document Number ‘ Document Date ‘ Modification Number ‘ Number ‘ Title Document Status < User ID

BD RMN RMNAACD0242-096 01/08/2021 00001 Processed ALLROLES_PURCHASING

BD RMN RMNAACD0243-099 01/08/2021 00001 Processed ALLROLES_AGGTS_REG

8D RMN RMNAAC00244-101 01/08/2021 Processed ALLROLES_ACCTS_REC
O 8D RMN RMNAAC00249-118 01/08/2021 Processed ALLROLES_ACGTS_REG

8D RMN RMNAACD0250-119 01/08/2021 Processed ALLROLES_ACCTS_REC
O 8D RMN RMNAAC00255131 01/08/2021 Processed ALLROLES_ACGTS_REG

8D RMN RMNAAC00260-178 01/10/2021 Processed ALLROLES_ACCTS_REC
O 8D RMN RMNAAC00264-187 01/10/2021 Processed ALLROLES_ACGTS_REG

8D RMN RMNAAC00268-021 01/12/2021 Processed ALLROLES_ACCTS_REC
O 8D RMN RMNAAC00269-022 01/12/2021 Processed ALLROLES_ACGTS_REG

&< Pagels Jof12 >»

10. Select the Finish button.
The Header page is displayed.

Figure 36: Billing Document - Header page

| Header ” Accounting Lines H Office Addresses ” Approval Routing ” Memos H Summary ‘
Expand All Collapse All
— General
Document Type Rent Non-PAG BD Manua | Document Date
Status  [NEW Accounting Period

Document Number Reporting Accounting Period

AAC00310 Generate

Statement Number Batch Number

Document Classification

0L

Title | ‘
Billed By \ ‘ Security Org
PostCode | 7] Business Line

Agency DUNS Number

Agency EFT Indicator

— Vendor Information

Vendor Designated Agent

> Vendor Vendor ‘ Py H

[1a485R o[ 14485R a‘ Dl

DO, US FISH & WILDLIFE SERVICE

Address Name:

EZIE = | e

Rz |
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1.

12.

On the “Header” page, populate the Pegasys system required fields and GSA Business
Process required fields in the following sections. The Pegasys system required fields have
the red asterisk. The GSA Business Process required fields are optional in Pegasys but
are required to be populated per the business process of each business line.

For details on these fields, refer to Table 1.
a. Vendor Information
b. External System Information
c. User Defined Fields

NOTE: If copying from another document, many of the following steps are not
necessary, as the information will copy from the previous BD. The Document
Date, Accounting Period, and Reporting Accounting Period will default to the
current date when these fields are left blank and the form is verified or processed.

REQUIRED FOR IPAC- Select the Default Button in the Designated Agent Group
Box.

NOTE: If a Designated Agent exists for the entered Vendor Code, the system will
default the Designated Agent Vendor and Address Code and a message stating, “Action
was successful” will be displayed.

Figure 37: Designated Agent information

= Vendor Information

13.

GSA

Designated Agent
> Vendor  [14485R ¢ [[14485R || More Vendor o 7| | More | | Default

Address Name DO, US FISH & WILDLIFE SERVICE Address Name

REQUIRED for IPAC ONLY - Enter the required IPAC information in the Inter
Agency Section.

NOTE: The following fields of the document header Inter-agency Transfer section will
default by the system (via document type extensibility) and do not need to be updated by
a user: Inter-Agency Flag, Type of Transfer, Use Statement For IPAC, IPAC Article
Quantity/Unit Price indicator.

The Customer ALC field is also defaulted by the system, but not until the form is verified
or processed (again, no updates needed by a user).

NOTE: The IPAC Article Qty/ Unit Price Indicator Field will default to the value based
on Business Lines IPAC BD.
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— Interagency Transfer

Bill Type/Type of Transfer
Customer Agency Location Code
Customer Youcher Number
Transfer Schedule Number
Transfer Voucher Number

Transfer Authorized By

— Interagency Transfer

Bill Type/Type of Transfer
Customer Agency Location Code
Customer Youcher Number
Transfer Schedule Number
Transfer Voucher Number

Transfer Authorized By

Interagency Transfer

GANV/IPAC

R4

Figure 38: Inter-Agency Transfer

IPAC DBE Detail

Use Statement Number For IPAC

Yes

Figure 39: Inter-Agency Transfer (continued)

Interagency Transfer

GAINV/IPAC v

R4

IPAC DBE Detail

14. Select the Add button to enter a new Accounting Line.

Header | Accounting Lines

Office Addresses

Approval Routing

Use Statement Number For IPAC

Yes

Figure 40: Add new Accounting Line

Memos

Summary

1-10f1 results F X i
Line Number | Line Type Amount | Transaction Type | Accounting Template BBFY | EBFY | Fund Reg orgcd Prgm | Projcd | Acty soc RevSrc | Bldg# sys v
Normal $200.00 | 01 REGRESSIONTESTBAARRENT 2021 192X 11 P1126001 PG00 PGO0O 4305 DC00352Z
Total Header Funded Amou $200.00
10 per page v Page[1 |of1

L

NOTE: To modify an accounting line, select the checkbox by the row and then select the
‘Accounting Line’ link to open the page. To delete an existing line, select the line by

highlighting its tab and select the Remove button.
The Accounting Line page is displayed.

GSA
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Accounting Line

tem20f2:1 2

Exclude from Offset

Period of Performance Administrative Ch

Figure 41: Accounting Line page

ChargeLines || Associated Spending | Detail Billing Record Search | Modified Detail Billing Records

Line Number
Line Type Default
Billing Status

Transaction Type 7

Overpay

IPA Deferred Date o

External Original Accounting Period o
> Source Number

Bill Print k Related Statement Number

Overdue Charges

* Start Date u]

> End Date u]

15.

GSA

NOTE: There is an accounting line sub tab below the accounting lines tab. Below the
tabs is an item label with a 1, 2, and 3 hyperlink. There is a general section below the
item label and hyperlinks. The general section contains some of the following fields
below: line number, line type, billing status, transaction type, an exclude from offset
section, bill print, dunning print, and the required period of performance start and end
dates. On the right side of the search criteria section are more fields and two of these are
the required source number field and the required related statement number field. At the
bottom of the page are the following buttons: verify, save, submit, schedule, refresh, fund
currency, and ellipses, which expands to reveal more actions.

On the “Accounting Line” page, populate the Pegasys system required fields and GSA
Business Process required fields in the following sections. The Pegasys system required
fields have the red asterisk. The GSA Business Process required fields are optional in
Pegasys but are required to be populated per the business process of each business line.

For details on these fields, refer to Table 1.

a. General (NOTE: Ensure that Line Type = Credit, Line Type =02, Initial Line
Amount = negative value)

b. Period Of Performance

c. Line Amounts

d. Interagency Transfer

e. Funding Authorization Source

f. Contract Information (NOTE: The Contract Number value should be equal to the

Business Line value from the BD Header. For Credits that are refunded, the
Invoice number is used to search all documents in the chain. Entering the
statement number in Invoice Field alleviates the need to later amend the BD and
add the Statement Number.)

NOTE: The Billing Status, Receivable Type, Transaction Type, Overdue Charges
information, and Text Code will default from the document type.
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Figure 42: Accounting Line Tab

Associated Spending || Detail Billing Record Search | Modified Detail Billing Records

Expand All

Default

s | Unbilled ~

Exclude from Offset
Internal

External

Bill Print | Suppress

Dunning Print

Period of Performance
> Start Date u]
> End Date [}

NOTE: There is an accounting line sub tab below the accounting lines tab. Below the
tabs is an item label with a 1, 2, and 3 hyperlink. There is a general section below the
item label and hyperlinks. The general section contains some of the following fields
below: line number, line type, billing status, transaction type, an exclude from offset
section, bill print, dunning print, and the required period of performance start and end
dates. On the right side of the search criteria section are more fields and two of these are
the required source number field and the required related statement number field. At the
bottom of the page are the following buttons: verify, save, submit, schedule, refresh, fund
currency, and ellipses, which expands to reveal more actions.

16. REQUIRED for Credit Lines - Set the Exclude from Offset flags to True.

NOTE: If copying from another document/accounting line, be sure to delete any
Overdue charges that may have copied from a normal line. Overdue charges are not
allowed on Credit lines.

Figure 43: Exclude from Offset

Exclude from Offset
Internal

External

Bill Print Suppress  ~

Dunning Print

17. REQUIRED: Enter the Accounting Template and select Default.
Please refer to the Configuration Guide for the complete list of Accounting Templates.

18. To search for the Accounting Template, select the Template link.
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Figure 44: Accounting Dimensions Template link

— Accounting Dimensions

%k Template b

19. Enter the search criteria and select Search.

Figure 45: Accounting Template - Search Criteria

Search Criteria

Name Effective Dates
Security Org v Start Date =)
Gancel e £
— Accounting Dimensions
BBFY EBFY Fund Region Org Code Program
> > 7 o T E
Project Code Activity Sub-Object Class Revenue Source Sub Revenue Source Building Number
7 ¥ 7 v c v
Location/System Vehicle Tag # Work ltem case # Reimbursable Sub-Object Class Reimbursable Sub Object
7 o 7 o 7 o
Cost Organization BETC Cohort Yr PRC
W w > W
No results F@Xar
Name BBFY EBFY Fund Reg orgCd Sub Org Prgm Proj Cd Sub Proj Acty soc Sub Object Rev Src Sub Rev Src Bldg # sys Veh Tag # Wi
[ upe | Tpamov] << PaelJart

NOTE: When searching for accounting templates, list the business line abbreviation
flanked by asterisks (*FLT* or *RNT?*) in the Accounting Template Description field.
Alternatively, the user can search by specific accounting dimensions.

20. Select an Accounting Template.

NOTE: The accounting template dimensions will populate when searching and selecting
a template value.

Figure 46: Accounting Template Results

1-10f 1 results

F@Xar

Sub Veh Reimb st

sub Proj | Sub Sub Rev | Rev | Bldg Tag | Wrk| Lease Sub Canc | Canc | Canc| Cost| Cc

Name BBFY | EBFY| Fund | Reg| OrgcCd Org | Prgm | cd | Proj| Acty| SOC! Object | Src | Sre | # Sys| # tm | # soc| obj BBFY| EBFY| Fund| Org | O

| Select | & | 2021-P-01-192-P0125200-PG51 2021 192x | 01 P0125200 PG51

NOTE: The Accounting Template is made up of certain (but not all) Accounting
Dimensions. All required dimensions will need to be entered after defaulting the template
values. For example, Building Number and Revenue Source Code will need to be
entered.
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— Accounting Dimensions

Figure 47: Accounting Template

> Template | 2021-P-01-192-P0125200-PG51 7 Default
% BBFY EBFY Fund Region 0rg Code Program
2021 192X 01 P0125200 PGS51
Project Code Activity Sub-Object Class Revenue Source Sub Revenue Source
14 w 17
Location/System Vehicle Tag # Nork I ase # Reimbursable Sub-Object Class
7 1Al w 7
Cost Organization VBA ETC Cohort Vr PRC
> <3 > w
. 4 . . . .
Figure 48: Accounting Line Link
Header | Accountinglines | Office Addresses || Approval Routing Memos | Summary
Accounting Line || ChargeLines | Associated Spending || Detail Billing Record Search | Modified Detail Billing Records
1-20f 2 results 1= @ 2 ar
Line Number Line Type Amount Transaction Type Accounting Template BBFY EBFY Fund Reg Org Cd Prgm Acty soc Rev Src Bldg # Sys
] Normal $20000 | 01 REGRESSIONTESTBAARRENT 2021 192X 1 P1126001 PGOO PGOOO 4305 DCo035ZZ
2 | Normal $0.00 2021-P-01-192-P0125200-PG 51 2021 192X o1 P0125200 PG51 NWAG1050WAQ123KA
Total Header Funded Amou| $200.00
»
10 per page v Page[t  |of1

m Copy | | Remove || Reset | Replace
21. Select the Accounting Line link.

NOTE: To copy the Accounting Line to create additional accounting line, select the
record and select “Copy”. The copied accounting line WILL NOT copy DBRs from the
original accounting line. DBRs will need to be created for each new line copied

Figure 49: Accounting Line - Copy Button

Header | AccountingLines | Office Addresses | ApprovalRouting | Memos | Summary

Accounting Line | ChargeLines || Associated Spending | Detail Billing Record Search | Modified Detail Billing Records

1-2012 results F@xR
Line Number Line Type Amount Transaction Type Accounting Template BBFY EBFY Fund Reg Org Cd Prgm Acty soc Rev Src Bldg # Sys
L] Normal $20000 | 01 REGRESSIONTESTBAARRENT 2021 192X n P1126001 PG00 PG000 4305 DC00352Z
2 | Normal $0.00 2021-P-01-192-P0125200-PG51 2021 192X 01 P0125200 PGS1 NWAG61050WAQ123KA
Total Header Funded Amou $200.00
»
10 per page v Pagelr |of1

22. For business lines utilizing PCAS agreements, add the agreement Reference (Agreement

Number and Agreement Line Number).

Figure 50: Agreement Reference

— Agreement

Agreement Number

Agreement Line Number

23. For business lines utilizing Detail Billing Record functionality, select Detail Billing

Record Search tab.

For business lines not utilizing Detail Billing Record functionality, skip to step 28.
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Figure 51: Detail Billing Record Search

Accounting Line ” Charge Lines ” Associated Spending H Detail Billing Record Search H Modified Detail Billing Records ‘
Search Criteria
Record identifier [ | Amount | 7o |
Record Date E Quantity | [To| ]
Charge Period E
— General Detail Billing Elements
Crediadustment ndicaror [ a1 AssignmentAgency ||
ierfund ndicator [ |
+ Detail Billing Elements |
No results l__: E) x :‘I;
Pending | External
Record | Selected | Chargeback Chargeback | Surcharge Surcharge | Signal Non-Cancelable Unit Cost Extended | Transaction | Requisition Original | Daily/Montht
O identifier | ForIPAC | EndDate Amount | Flag Indicator | Code | Description | OA Designation Sys| PriceAmount | CostAmount | Date Number/Suffix | Date Rate Amoun
26l [10 per page v | Page[x of 1
BB o | | oo | roizne | -
. 2‘ . 17
Figure 52: Detail Billing Record - Add Button
+ Detail Billing Elements |
No results F@X
Pending | External
Record Selected | Chargeback Chargeback | Surcharge Surcharge | Signal Non-Cancelable Unit Cost Extended | Transaction | Requisition Original | Daily/Month
O Iidentifier | ForIPAC | EndDate Amount | Flag Indicator Code | Description | OA Designation Sys{ Price Amount | CostAmount | Date Number/Suffix | Date Rate Amoun
Page[1 o1

The Modified Detail Billing Records page is displayed.
NOTE: The Record Status will default to New.

Figure 53: Modified Detail Billing Record

‘ Header “ Lines H Office Addresses H Approval Routing H Memos H Summary ‘

‘ Accounting Line ” Charge Lines ‘ Associated Spending H Detail Billing Record Search “ Modified Detail Billing Records

Modified Detail Billing Record

Item 1 of 1

— General

Ageney [
Bueau [ |

Record Status

[] System Created DBR

Discount Amount
Surcharge Amount
> Record Date
Charge Period

Billing Description

Quantity 0.000000

Unit Price Amount $0.00
Unit

Amount $0.00

$0.00
$0.00

i

agency Locatoncode [ ]
Customer dentfcatonCode. [ |
Customertcentcatoncodorz | |

Period of Performance

e -

‘ Schedule H Refresh H Fund Currency

GSA
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25. Enter the Required Detail Billing Elements. The Pegasys system required fields have the
red asterisk. The GSA Business Process required fields are optional in Pegasys but are

required to be populated per the business process of each business line.

For details on Detailed Billing Record fields, refer BAAR User Guide 1 of 10, Section

4.2.3.

NOTE: The total amounts of the Detail Billing Records associated to the Accounting line

must equal the Initial Line Amount.

Figure 54: Detailed Billing Record Fields

— General
Record Identifier Agency
Source Record ID Bureau

System Created DBR Agency Location Code

Record Status | New ~ Customer Identification Code
Quantity 0.000000 Customer Identification Code #2
Unit Price Amount $0.00
Period of Performance
Unit o
Start Date
Amount $100.00
End Date
Discount Amount $0.00
Surcharge Amount 30.00

* RecordDate | 03/11/2021 1
Charge Period 7

Billing Description | RENT Credit

)

26. REQUIRED for Credit lines - Enter the Credit/Adjustment Indicator of ‘C’.

Figure 55: Credit/Adjustment Indicator

— General Detail Billing Elements

I Credit/Adjustment Indicator | C Assignment Agency

7]

Advance Indicator

NOTE: The Detail Billing Elements vary per Business Line. Please refer to the
Configuration Guide for a Detail Billing Record specification.

27. Select the Save button.
28. Select the Modified Detail Billing Record link.

Figure 56: Modified Billing Records

AccountingLine || Charge Lines || Associated Spending | Detail Billing Record Search || Modified Detail Billing Records

Modified Detail Billing Record

1-10f1 results F @R
Pending External Unit Cost Extended DBl
Record Record Record Selected Chargeback | Interfund | Credit/Adj Non-C: Billing | Surcharge | Signal |  Daily/Monthly Price Cost | Per
Identifier Status Amount Date For IPAC Amount Indicator Indicator OA Designation Flag Method | Indicator Code Rate Amount Amount Amount Datl
] New $100.00 03/11/202 $0.00 c $0.00 $0.00 $0.00
»
10 per page - Page[t |of1

Add Copy Revert Changes

NOTE: To copy the Detail Billing Record to create additional DBRs, select the record
and select “Copy”. A unique identifier will be generated for each copied Detail Billing

Record.
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NOTE: To revert changes made to the Detail Billing Records select “Revert Changes”.
29. Select the Office Addresses tab.

Figure 57: Office Addresses

Header | Accountinglines | OfficeAddresses | Approval Routing || Memos | Summary
Office Address || Additional Contacts
1-10f1 results F®X
Office Type Office Address Primary Point Of Contact
Frank Gastano
. st 4079 Albany Post road Phone: 845-486-7744
OF Loy A Hyde Park, NY 12538 Fax: 845-486-1147
Franklin D. Roosevelt Library - _
Email frank gaetano@nara gov
More m Copy | Remneve 10 per page v Page(1 Jof1

30. Select the Add button.

Figure 58: Office Address

— Gen
Default Mailing Address Clear Address Action v
Location v
% OfficeType [ Remit To ~
Instructions
Icm 7 7 I
AAC/DODAAC 5

Standardized Format | Yes

Address Name
Address Line 1
city
State o
Postal Code o
County w
Country o

31. Select the Remit To Office Type.
32. Enter the Office Code.
33. Populate additional fields at the bottom of the page. This is optional.

Figure 59: Office Addresses Tab Additional Fields

OFFICE ADDRESS

Office Address Additional Contacts

Employee w
Grade

Preferred Method of ~
Contact

Phone

Fax

DSN Number
FTP

Short Message
Service/Multimedia

Email
Contact

Title
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Please refer to the Configuration Guide for Office Table information.

34. Select the Additional Contacts tab to add multiple Contacts.

Figure 60: Office Address Additional Contacts Tab

ADDITIONAL CONTACTS

Office Address

Additional Contacts

No results F@X ik
Contact Title Phone Fax Email
10 per page v Page |1 of 1
Go to top of Main Content
35. Select the Save button.
Figure 61: Manual Billing Document - Save message
[SYSTEM MESSAGES
1-1 of 1results
Form RMN-008 was saved successfully.
Header Accounting Lines || Office Addresses Approval Routing Memos | Summary
OFFICE ADDRESS
Office Address Additional Contacts
Item20f2:1 2
— General
Default Mailing Address | Update Address | Clear Address Action
> Office Type | Remit To v Location >
Instructions
Code NLFDR1 7 || FRANK =3
,,,,,, DODAAC pd

Standardized Format | Yes

Address Name

Address Line 1

city

Franklin D. Roosevelt Libr:

4079 Albany Post road

Hyde Park

Comments

36. Select the Verify button.

Figure 62: Manual Billing Document - Verify message

ccesstuly |

ACCOUNTING LINE
AccountingLine | Charge Lines

Item 1 of 1

fhice Addresses | ApprovalRouting | Memos | Summary

— Gen
Line Number 1
LineType  [Mormal RTNA
Billng Status | Unbilled
TansactonType [01 & Record Type [PR
Exclude from Offset
Internal S

Default

s -

Exteal
Schedule | Refresh | Fund Cumrency | -

GSA
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NOTE: If any errors exist, a message will appear at the top of the page displaying the
error(s) encountered. Correct the errors and select the Verify button again.

NOTE: Forms in Held and Rejected status can be routed for review prior to submission.
When initiating a review, the form can be routed to one or more reviewers in the Review
Form Modal Window. Reviewers then can enter comments and/or suggest changes to the
form. Users can accept/reject individual comments or reply to document a resolution. The
Review Form Workflow & Commenting QRG
(https://corporateapps.gsa.gov/applications/financial-apps/pegasys/) provides more
details.

37. Select the Submit button.

Figure 63: Manual Billing Document - Submit Message

w~ BPEGASYS .
Search Forms And Documents

EYSTEM MESSAGES

1 message(s)

n Form RMN-009 was submitted for processing successfully.

If no errors are encountered upon selecting the Submit button, a message appears stating
that the form has been submitted for processing.

4.15.2.2 Manual Creation of Internal Voucher (NV): Normal/Refund Line Type

The Internal Voucher (NV) document is used to recognize revenue and expenditure for
transactions occurring between two entities within the same agency. The following steps
describe how to create the Internal Voucher (NV) form manually with either a Normal or Refund
line type in Pegasys. Note that NVs do not use the concept of a “Credit” line type to record
credits. Rather, if a Buyer Agreement Reference is not present, the NV accounting line is set to a
negative amount and uses the “Normal” line type (for both Buyer and Seller), and if a Buyer
Agreement Reference is present, the NV accounting line is set to a positive amount and uses the
“Refund” line type (for both Buyer and Seller).

Unlike other documents, the Internal Voucher (NV) document records a buyer side and seller
side accounting information.

The users are required to populate the following types of fields to create the Internal Voucher:

e Pegasys System Required fields - These fields have the red asterisk and the system
throws hard error when they are left blank.

e GSA Business process required fields - These fields are optional in Pegasys but
required to be populated per the business process of each Business line.

Steps to create an Accounts Payable Internal Voucher:

1. Navigate to Transactions — Accounts Payable — New — Internal Voucher.
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The New Internal Voucher page is displayed.

Figure 64: New Internal Voucher page

New Internal Voucher

> Docurnent Type s
Docurnent Number Format Prefix i
Statement Number
Security Org i
% Document Number Generate
Title
Copy Document (@ None

Copy From
Copy Forward

File No file chosen

Go to top of Main Content

Finish | Cancel

2. REQUIRED: Enter Document Type.

NOTE: Only manual document types are used for online creation.

GSA BAAR Pegasys 7.8 User Guide - Updated J 2023 Page 51



CGI Federal

Figure 65: New Internal Voucher information

New Internal Voucher

X Document Type FMV 17 || Fleet NV Manual
Document Number Format Prefix w
Statement Number Generate
Security Org 7
3} Document Number Generate
Title
Copy Document (@) None
Copy From
Copy Forward
File | choose File | No file chosen

Go to top of Main Content

Finish | Cancel

3. Select the Generate Statement Number button to generate a Statement Number. A

GSA

unique Statement number will be generated in the Statement Number field.

NOTE: If the user does not select the Generate Statement number on the new form
creation, the user can generate a Statement number on the NV header page. However, the
Statement number will not be included in the Document Number if the user does not
generate the statement number on the New Form page.

NOTE: The Statement Number formats are defined per document type and business line.
For example, the Statement Number format for Fleet Leasing is the letter ‘N’ followed by
7 incremented digits. (i.e., ‘N +###HH##H)

The complete list of Statement Number formats is defined in the Configuration
Spreadsheet and the Pegasys Statement Number Formats Reference table.

Select the Generate button to generate a Document Number. A unique document
number will be generated in the Document Number field. Once the document number is
generated, the Generate button will be disabled, prohibiting multiple selection attempts
so that sequence numbers are not skipped.

NOTE: The Document Number Formats are defined per document type and business
line. For example: the Document Number format for ‘LMV’ is the document type of
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Internal Voucher form followed by the Statement Number the document was created and
combined with 3 incremented digits. (i.e., LMVSSSSSSSS-###).

The complete list of Document Number formats is defined in the Configuration
Spreadsheet and the Pegasys Document Number Formats Reference table.

Figure 66: Generate Statement Number

NEW INTERNAL VOUCHER

New Internal Voucher

>k Document Type

Document Number Format Prefix
Statement Number

Security Org

Document Number

Title

Copy Document

File

Go to top of Main Content

5. Select the Finish Button.
The NV header page is displayed.

LMV {¥ || Fleet Leasing NV Manual

o

NO000072 Generate

o

LMVNOOO0072-000

@ None
Copy From
Copy Forward

Choose File | No file chosen

NOTE: The Accounting Period and Reporting Accounting Period will default to the
current date when these fields are left blank and the form is verified or processed.

6. On the “Header” tab, populate the Pegasys System required fields and GSA Business
Process required fields in the following sections. The Pegasys System required fields
have the red asterisk. The GSA Business Process required fields are optional in Pegasys
but required to be populated per the business process of each Business line. For details on
these fields, refer to BAAR User Guide 10 of 10, Appendix C.8.

a. GQeneral.
b. Vendor Information.
c. User Defined Fields.

d. Description.

7. Select the Header Accounting Line tab.

GSA
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Figure 67: Internal Voucher Header Accounting Line tab

Header  FixedAssets  Header AccountingLines ~ ApprovalRouting ~ Memos  Summary

No results

Transaction  Accounting

Line Number Line Type Amount Type Template BBFY EBFY Fund Reg Org Cd Prgm Proj Cd Acty soc Bldg #
Total Header Funded Amo
»

8. Select the Add button to enter a new Header Accounting Line.

NOTE: NVs do not use the concept of a “Credit” line type to record credits. Rather, if a
Buyer Agreement Reference is not present, the NV accounting line is set to a negative
amount and uses the “Normal” line type (for both Buyer and Seller), and if a Buyer
Agreement Reference is present, the NV accounting line is set to a positive amount and
uses the “Refund” line type (for both Buyer and Seller).

NOTE: NVs do not use the concept of a “Credit” line type to record credits. Rather, the
NV accounting line is set to a negative amount and uses the “Normal” line type.

Figure 68: Internal Voucher -Header Accounting Line - General Section

Header | Fixed Assets || HeaderAccountinglines || ApprovalRouting | Memos | Summary

HEADER ACCOUNTING LINE

Detail Billing Record Search | Header AccountingLine || Modified Detail Billing Records ||~ Associated Spending
Item 10f 1
— General
Line Number 1 Original Accounting Period B
Source Number

Related Statement Number

— Line Amounts
Calculate From Detail Records

Initial Amount $0.00

Discount t Amount $0.00

Surcharge Amount $0.00

Amount $0.00

Applied Prepayment Amount $0.00

— Buyer
Line Type | Normal -
> Transaction Type w

SF-224 Reclassification

Additional Attributes

[ | o R e

9. On the “Header Accounting Line” tab, populate the Pegasys System required fields and
GSA Business Process required fields in the following sections. The Pegasys System
required fields have the red asterisk. The GSA Business Process required fields are
optional in Pegasys but required to be populated per the business process of each
Business line. For details on these fields, refer to BAAR User Guide 10 of 10, Section

C.8.

a. GQGeneral

b. Line Amounts
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NOTE: Positive/negative value dependent on presence of Buyer Agreement
Reference.

c. Buyer:

i. Including the Accounting Dimensions- Select the Default button after
entering the Accounting template to populate the accounting dimensions
from the template.

i1. Buyer Vendor Code and Vendor Address Code - Note that these fields will
default from the Buyer Reference Document.

iii. Add the Buyer Agreement Reference from the referenced IX Document, if
present.

iv. Buyer Transaction Type is dependent on interfund/intrafund and the
presence of a Buyer Agreement Reference.

v. Buyer Line Type is dependent on the presence of a Buyer Agreement
Reference.

d. Seller:

i. Including the Accounting Dimensions- Select the Default button after
entering the Accounting template to populate the accounting dimensions
from the template.

il. Add the agreement reference (agreement number and agreement line
number for business lines utilizing PCAS agreements).

ii1. Seller Vendor Code and Vendor Address Code - Note that these fields will
default from the NV Header.

iv. Seller Transaction Type is dependent on interfund/intrafund and the
presence of a Buyer Agreement Reference.

v. Seller Line Type is dependent on the presence of a Buyer Agreement
Reference.

e. User Defined Fields

f. Description
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Figure 69: Header Accounting Line

Reference Document

Type Murriber Accounting

& '1 b b
Final Misc Liguidate Items
m
Advance Reference Document
Type Mumber Accounting
& *‘ b
View
Agreement
* gre

Vendor

Narne
Buyer Description
Description
A
Seller
Line Type Norrma b
Transaction Type
5F-224 Reclassification
Additional Attributes
Prior Year Adjustment Mot a Prior Year Adjustment

NOTE: There are more sections and subsections below the header accounting
lines tab and these are the reference document sub section, advanced reference
document sub section, agreement sub section, and a vendor sub section. There is
also a buyer description section and a seller section.

g. The reference document sub section contains the following fields: type, number,
item, accounting, final flag, misc flag, liquidate items flag, a view button, and a
default button.

h. The advanced reference document sub section has the following fields: type,
number, accounting, and a view button.
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i.  The agreement sub section has an agreement number field and an agreement line
number field.

j. The vendor sub section has a vendor field with a more button and a name field.
k. The buyer description section has a description field.

1. The seller section has a line type dropdown, a transaction field, and an SF-224
Reclassification flag.

For Documents that reference agreements move to step 15.

NOTE: Business Lines that use PCAS (Project Cost Accounting System) do not
use Detail Billing Records.

10. Select the Detail Billing Record Search tab.
11. Select the Add button.

Figure 70: Detail Billing Record Search tab

Header | Fixed Assets | Header AccountingLines | ApprovalRouting | Memos | Summary | (-
DETAIL BILLING RECORD SEARCH
Detail Billng Record Search | Header Accounting Line || Modified Detail Billing Records | Associated Spending

Search Criteria
Record Identifier Amount To

=] Quantity To

Search | Clear

o Assignment Agency

Interfund Indicator

+ Detail Billing Elements

Noresults F@X ar

Record Selected Chargeback Pending Chargeback | External Surcharge Signal | Interfund Starting Ending | Unit Cost Price Miles Days | Original Daily/Monthly
Identifier For IPAC End Date Amount | SurchargeFlag | Indicator Code Indicator Reg Mileage Mileage Amount Driven Used | Date Rate Amount

Add 10 per page v pagels |of 1

Go to top of Main Content

NOTE: Below the header accounting lines tab is a detail billing record search sub tab.
Within this is a search criteria section with the following fields: record identifier, record
date, last modified by, and amounts. Below these is a search button and a clear button.
Below the search criteria section is a general detail billing elements section where there is
a credit/adjustment indicator field, assignment agency field, and interfund indicator field.
There is an expandable detail billing elements section below. Below the search criteria
section is an item collection table. The columns makeup parameters for each row and
each row represents an individual record. Each record can be selected by selecting the
radio button to the left of the first column. Below the table are the following buttons: add,
edit, copy, view, disassociate record, dispute records, and ellipses, which expands to
reveal more actions. At the bottom of the page are the following buttons: verity, save,
submit, schedule, refresh, fund currency, and ellipses, which expands to reveal more
actions.
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The Modified Detail Billing Record page is displayed.

Figure 71: Modified Detail Billing Record page

Header Fixed Assets Header Accounting Lines Approval Routing Memos Summary

Detail Billing Record Search Header Accounting Line Modified Detail Billing Records Associated Spending

Modified Detail Billing Record

ltem1of1

— General

Recard Identifier Agency
Source Record 1D Bureau
System Created DBR Agency Location Code
Record Status New i Customer Identification Code
Quantity 0.000000 Customer Identification Code #2
Unit Price Amount $0.00
Period of Performance
Unit w
Start Date
Amount $0.00
End Date
Discount Amount $0.00
Surcharge Amount $0.00
>k Record Date m]
Charge Period hxd

Billing Description

Articles Or Services

12. Enter the Required fields on the following sections of Modified Detail Billing Record.
The Pegasys system required fields have the red asterisk. The GSA Business Process
required fields are optional in Pegasys but are required to be populated per the business
process of each business line.

For details on Detailed Billing Record fields, refer to BAAR User Guide 1 of 10,
Section 4.2.3.

a. GQGeneral
b. Vendor Information

Inter-Agency Transfer

/o

Description
e. Accounting Dimensions

1. Select the Default button after entering the Accounting template to
populate the accounting dimensions from the template.

NOTE: Business lines that use Project Cost Accounting should proceed to
Step 15, as these documents will not use Detail Billing Records.

GSA BAAR Pegasys 7.8 User Guide - Updated J 2023 Page 58



CGI Federal

Figure 72: Modified Detail Billing Record information

— General
Record Identifier Agency
Source Record ID Bureau
System Created DBR Agency Location Code
Record Status New ~ Customer Identification Code
Quantity 0.000000 Customer Identification Code #2
Unit Price Amount $0.00
Period of Performance
Unit w
Start Date
Amount $0.00
End Date
Discount Amount $0.00
Surcharge Amount $0.00
>k Record Date m]
Charge Period [l

Billing Description

Articles Or Services

13. Select the Detail Billing Element Fields tab.
The Detail Billing Element Fields page is displayed.

Figure 73: Detailed Billing Element Fields

— General Detail Billing Elements
Credit/Adjustment Indicator Assignment Agency

Advance Indicator 3K Interfund Indicator

DBE Period of Performance

>k Start Date &

>k End Date &
Figure 74: Detailed Billing Elements field (continued)

Ending Mileage
Miles Driven Billing Estimate Code

Vehicle Action Code

Days Used

Daily/Monthly Rate Amount 50.00 Body Type
Special Equipment Rate Amount 50.00 Special ACC Equipment
Mileage Rate Amount $0.0000 SpeedPay FSN
Description > Sales Code

FSN Lookup

14. Enter the Required fields on the following section of Detail Billing Elements. The
Pegasys system required fields have the red asterisk. The GSA Business Process required
fields are optional in Pegasys but are required to be populated per the business process of
each business line.

For details on Detailed Billing Record fields, refer to BAAR User Guide 1 of 10,
Section 4.2.3.

a. General Detail Billing Elements.

b. Business Line Detail Billing Elements.
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15. Select the Save button.
16. Select the Verify button.

NOTE: If any errors exist, a message will appear at the top of the page displaying the
error(s) encountered. Correct the errors and Select the Verify button again.

NOTE: Forms in Held and Rejected status can be routed for review prior to submission.
When initiating a review, the form can be routed to one or more reviewers in the Review
Form Modal Window. Reviewers then can enter comments and/or suggest changes to the
form. Users can accept/reject individual comments or reply to document a resolution. The
Review Form Workflow & Commenting QRG
(https://corporateapps.gsa.gov/applications/financial-apps/pegasys/) provides more
details.

17. Select the Submit button.

NOTE: If no errors are encountered upon Selecting the Submit button, a message
appears stating that the form has been submitted for processing.

4.15.3 Credit Application Worksheet

In order to clear the credit receivable, non-IPAC credits must be liquidated. The Credit
Application Worksheet can be used to:

e Apply non-IPAC Credit bills to non-IPAC outstanding debit (normal line) bills.
e Refund non IPAC Credit bills to customers.

e Transfer non-refundable non-IPAC Credit amounts to Treasury.
The Credit Application Worksheet facilitates searching for and applying Credit line bills against
outstanding normal line bills, refunding credits, and transferring non-refundable credits to
Treasury. Users can query both outstanding credits and outstanding bills from the Credit
Application Worksheet. Users can also create the Cash Receipt (CR) to reduce credit and apply

credit directly from the query, either applying the credit to another BD or preparing a CR to
refund the credit or transfer the credit amount to the Treasury miscellaneous fund.

NOTE: Different CR Document Types are used for applying credits, creating refunds and
transferring unapplied credit to Treasury.

The Credit Application Worksheet can be located at:

Queries — Accounts Receivables — Credit Application Worksheet.
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The Credit Application Worksheet provides a double query in the user interface.

Figure 75: Navigate to Credit Application Worksheet

‘ Filter

Queries

[El Accounts Receivable

Aged Receivables Query
Billing Query
Billing Statement Query

Disputed Billings Query

Treasury Report on
Receivables

“ @& M geR 1l B

Credit Application Worksheet I
Detail Billing Recor

Referral Entry
Write-Off Entry

Debt Account

Collections

External Collections
Reconciliation Query

Amertization Schedule Query

Centralized Collections
Services

Automated Disbursements

Figure 76: Credit Application Worksheet - Double Query

Credit Application Worksheet

« PPEGASYS

Search Forms

& Links & Inbox

Task

Item/Number

| Iterm/Number

Title

| Title

Task Status

Task Description

| Task Description

Date Due

| Date Due O

"

Additional Criteria

Search Criteria for Unapplied Credit

Document Title |

Document Type | o
Document Number | P

Accounting Line Number | |

Bill Type/Type of Transfer  [Standard v |
vendor | o] %)

Documentbate | @l o]

Outstanding Credit Amount | |To|

Additional Criteria

s [ o |

Search Criteria for Outstanding Bills

Document Title

Docurnent Type

Document Number

Acoourting LineNumber L]

Line Type

Bill Type/Type of Transfer

Vendor

Collection Due Date

Outstanding Amount

L
booumentoate | Jro| |
‘:I ]

NOTE: There are two section within the credit application worksheet page and these are Search
Criteria for Unapplied Credit and Search criteria for outstanding bills. The Search criteria for

unapplied credit section has some of the following fields: document title, document type,

document number, accounting line number, bill type/ type of transfer, vendor, document date,
and outstanding credit amounts. Below this is an additional criteria button, a search button, and a
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clear button. The Search criteria for outstanding bills section has the following fields: document
title, document type, document number, accounting line number, line type, Bill type/type of
transfer, vendor, document dates, and outstanding amounts. Below these fields is an additional
criteria button, a search button, and a clear button.

The left side of the screen below includes a pre-programmed outstanding BD credit line query,
which is used to identify outstanding credits. If launching this query from the Billing Query or
Billing Statement Query, the query will be pre-executed using the BD/Statement from the
appropriate query.

Figure 77: Unapplied Credit Search screen

Search Criteria for Unapplied Credit

Document Title

Docurment Type w
Document Number ir
Accounting Line Number o7

Bill Type/Type of Transfer | Standard v

Vendor b w
Document Date 0 To
Outstanding Credit Amount To

Additional Criteria Search Clear

On the right side of the screen below is a Billing query. The outstanding bill side returns only
normal line BDs for the vendor entered on the outstanding credit query side. The search criteria
for the outstanding bill (debit) side will be pre-populated with the vendor entered on the
outstanding credit side once a credit line is selected.

Figure 78: Outstanding Bill Search Criteria

Search Criteria for Outstanding Bills
Document Title
Document Type g
Document Number
Accounting Line Number
Line Type v
Bill Type/Type of Transfer | Standard v

Vendor

Document Date To
Collection Due Date To
Outstanding Amount To
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In the lower part of the screen, the Credit Application Worksheet provides an item collection
where the selected outstanding credit and if selected, the outstanding bill (debit bill/normal line)
will be reconciled. If necessary, the user can edit the amount to be applied. When creating CRs
for refunding or Transferring to Treasury, the lower item collection will have the Applied Credit
button enabled without any records in the Applied Credit item collection. The Applied Credit
item collection is only populated when applying an outstanding credit to an outstanding debit
bill.

Figure 79: Credit Application Worksheet Item Collections

UNAPPLIED CREDIT @K 2 OUTSTANDING BILLS F@ X
1-10 of 243 results ) 1-10 of 66 results )
Applied Applied
Line | Doc Actg | Document | Statement Line Close Line | Doc Actg | Document | Collection | Statement | Vendor | Address
Amount | Typ | DocNum Ln# | Date Number Currency | Amount | Amour Amount | Typ | DocNum Ln# | Date Due Date Number Code Code [
($100.00) | FON | FDNFO210899-225 usp ($100.00) S0 L] $2000 | FDp | FDDGUIE184S 2 | 01/25/202 03/11/202 GJ161845 5738SY | 5738SYF | US
($100.00) | FON usD 00 0. G. 5
R 0 a0ss | Fop | FODGUIETES 3 GJ161845 38sSYF | U
($100.00) | FON o 0 0. = -
120538 | Fop | oDOUIeNESS 4 6J161845 573857 | 5738SYF
$0.00 | voD 0 0.00 0. = .
se000 | Fop | FODGJIETEAS s Gi61eds | 5738SY | 5738SYF
($641.00) | PON RN003202 o ($641.00) 0. - _
s3s990 | Fop | FODGUIETESS 6 GJ161845 £
($325.80) | FOD 6J162495 usp ($325.80) 0
007 FDDGJ151845 S
($1,466.25) | FDI 6J162299 usp (81466.25) $0. $509.78 | FOD ; 7 6J161845 F
FOD GJ161845 o 0 s1000 | Fop | FODGNIEI8AS 8 Gi61eds | 5738SY | 5738SYF
o chiezz ° 0 $37455 | Fpp | FODGUNIE184S 9 6J161845 5738SY | 5738SYF
FOD GJ161845 0 0. ,. :
R s1000 | Fop | FODGUIEIBAS 10 GJ161845 £
FDDGJ151845
2156.47 01/25/202 03/11/202 57388y | 5738SVF | US
10 per page . Pagels of25 > » §215647 | FOD | - 1| 0125/20 03/11/20 GJ161845 28 38SVF
>
Select | Details || View Document 10 per page v Paget Jof7 > >
APPLIED CREDIT F@ X 2
1-10f 1 results )
Applied
Document Actg | Document | Collection | Statement | Vendor | Address | Line Line Line Closed Outst
Type Doc Num Ln# | Date Due Date Number Code Code Type Currency | Amount | Amount | Amount A
& Fo0 FobeUIeTas 01/25/202 03/11/202 GJ161845 | 5738SY | 5738SYF | Nomal | USD $10.00 $10.00 $0.00
»
10 per page v Page[r Jof1

MoveUp | MoveDown | Remove | Details | ViewDocument | Apply Credit

The following CR document types are used in conjunction with the Credit Application
Worksheet.

Table 2: Credit Application Worksheet CR Document Types

Document Category Document Type Uses

Cash Receipt (CR) CWe6, CW7 Applying Credits to
Outstanding Bills

Cash Receipt (CR) CR6, CR7 Applying Credit in order to
Refund via Payment

Cash Receipt (CR) CTe6, CT7 Transferring Unapplied
Credit to Treasury Fund.

4.15.3.1 Apply Credit via Offset Using the Credit Application Worksheet

The following steps describe how to use the Credit Application Worksheet to apply a credit line
BD to an outstanding debit or normal line BD. To apply a credit using the Credit Application
Worksheet, an outstanding non-IPAC BD with a Credit line type and a non-IPAC BD with a
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Normal line type should exist. The steps below assume a non-IPAC BD credit line and non-
IPAC BD normal line exist.

To create a non-IPAC BD Credit line, please refer to Section 4.15.2.1.

To amend the BD to add the Statement Number to the Invoice field, please refer to BAAR User
Guide 2 of 10, Section 4.4.3.1 and BAAR User Guide 3 of 10, Section 4.6.11 to query by the
Invoice number.

1. Navigate to Queries — Accounts Receivable — Credit Application Worksheet.

The Credit Application Worksheet is displayed.

Figure 80: Credit Application Worksheet- Credit via Offset

Credit Application Worksheet

Search Criteria for Unapplied Credit Search Criteria for O

Bill Type/Type of Transfer | Standard Line Type ~

Vendor Q 7 Bill Type/Type of Transfer  [Standard v
=)

Document Date To [} Vendor

Outstanding Credit Amount To Document Date To

Additional Criteria | Search | Clear Collection Due Date To
Outstanding Amount To

NOTE: The credit application worksheet page is composed of two sections and these are
Search Criteria for Unapplied Credit and the other is Search criteria for outstanding bills.
The Search criteria for unapplied credit section has some of the following fields:
document title, document type, document number, accounting line number, bill type/type
of transfer, vendor, document dates, and outstanding credit amounts. Below this is an
additional criteria button, a search button, and a clear button. The Search criteria for
outstanding bills section has the following fields: document title, document type,
document number, accounting line number, line type, Bill type/type of transfer, vendor,
document dates, collection due dates, and outstanding amounts. Below these fields is an
additional criteria button, a search button, and a clear button.

2. On the left query pane, enter the Statement Number of the outstanding credit and any
other pertinent search criteria.

NOTE: Query performance is improved with each additional search criteria entered. For
example, rather than simply entering business line of “Fleet Leasing”, enter the
Bill/Statement Number, Date Range and any additional billing detail that can be
provided. Users should not execute “Blind” queries, meaning no search criterion is
entered.
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Figure 81: Statement Number for Outstanding Credit

ADDITIONAL CRITERIA

External System ID T Business Line hrs
I Statement Number FO0211039 I Related Statement
Number
Agreement Number P
Debt Account Number w
Agreement Line s

Number Debt Account Line g
Number
Contracts Number
Depository Line o
Blanket Agreement w Number
Number Payee Line Number 1
Billing Status v
Debt Appeal ~
Source Number Forbearance
Receivable Type x4

3. To search by specific accounting dimensions, select the Accounting Dimension button.

A pop-up window will be displayed.
Figure 82: Search Criteria - Accounting Dimensions

Accounting Dimensions

Accounting Template 7
BBFY EBFY Fund Region Org Code Program
> > r < o o
Project Code Activity Sub-Object Class Revenue Source Sub Revenue Source Building #
1 o r < o T
Location/System Vehicle Tag # Work Item Lease # Reimbursable Sub-Object  Reimbursable Sub Object
R o Tt kg Class 17
= Cost Organization
o
YBA BETC Cohort Yr PRC
> W > w

NOTE: The popup accounting dimensions is applicable to both the Unapplied Credit side
and the Outstanding bill side. A popup window is also viewable when selecting the
details button upon selecting a record. The details popup also applies to both Unapplied
Credits and Outstanding Bills.

Figure 83: Details Popup

UNAPPLIED CREDIT DETAIL x

Page1ltem10f10 {Previous Next)
Agreement Number ]
Agreement Line Number 7

Accounting Line Description

4
Accounting Dimensions
Accounting Template v
BBFY EBFY Fund Region Org Code Program
2020 > > 285F w 10 w5 QOOMDZ40 ¥7 ™I w
Project Code Activity Sub-Object Class ~ Revenue Source Sub Revenue Building #
< AF111 < % A100 P Source %
“ Location/System
A1 %
Vehicle Tag # Work tem Lease # Reimbursable Reimbursable Cost
s e S Sub-Object Class ~ Sub Object Organization
¥ I ¥
YBA BETC Cohort ¥r PRC
2020 > DISB o > %
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4. Select the Search button.
The results are displayed in the Unapplied Credit item collection on the left side of the

screen.
Figure 84: Unapplied Credit item collection Results
UNAPPLIED CREDIT = JL
1-10 of 243 results E @ %
Applied

Line Doc Actg Document Statement Line Close
Amount Typ | Doc Num Ln # Date Number Currency Amount Amour
O ($100.00) FDN FDNFO210899-225 1 01/12/2021 FO210899 usD ($100.00) 80.
O ($100.00) FDN FDNFO210896-223 1 01/12/2021 FOZ10896 usD ($100.00) $0.0
O ($100.00) FDN FDNFO210902-240 1 01/12/2021 FO210902 usD ($100.00) $o.0
@] $0.00 VDD ;UDGD;ODEMGUDZ' 1 01/05/2021 DOD21A0002 usD $0.00 $0.0
O (5641.00) PDN E;NRNOGESGZ' 1 01/12/2021 RN003302 usD (5641.00) s0g
o ($325.80) FOD FDDGJ162495774 5 01/25/2021 GJ162495 usD ($325.80) $0.(
O (81.466.25) FoI FDIGJ162299-0001 2 03/03/2021 GJ162299 usD (51.466.25) S04
O (5249.07) FOD FDDGJ161845-721 60 01/25/2021 GJ161845 usD (5249.07) s0g
O ($92.54) FOD FDDGJ162127-513 53 01/25/2021 GJ162127 usD (892.54) 80.
O ($124.79) FOD FDDGJ161845721 52 01/25/2021 GJ161845 usD ($124.79) $0.0

1 »

| 10 per page v| @< Pagelt |of25 >»

5. To query eligible outstanding bills, first select the credit line from the item collection
retrieved from Step 4 and then Select the Select button.

Figure 85: Select credit line

UNAPPLIED CREDIT = aL
1-10 of 243 results F@Xar
Applied

Line Doc Actg Document Statement Line Close
Amount Typ {1 Doc Num Ln# Date Number Currency Amount Amour
O] [$100.00) FDN FDNF0210899-225 1 01/12/2021 F0210899 usD ($100.00) $0.
@) ($100.00) FDN FDNF0210896-223 1 01/12/2021 F0210896 usD ($100.00) S0
@) ($100.00) FDN FDNF0210902-240 1 01/12/2021 F0210902 usD ($100.00) $0.
@] $0.00 VDD ;;)GD;)ODZMGUDZ' 1 01/05/2021 DOD21A0002 usp $0.00 S0
@] ($641.00) PDN EEPRNOGESGZ' 1 01/12/2021 RND03302 usD ($641.00) §0.0
@) ($325.80) FDD FDDGJ162495.774 5 01/25/2021 6J162495 usD ($325.80) $0.
O (81,466.25) FDI FDIGJ162299-0001 2 03/03/2021 GJ162299 uso (81,466.25) S0
@) ($249.07) FDD FDDGJ161845721 60 01/25/2021 GJ161845 usD ($249.07) S04
O (492 54) FDD FDDGJ162127-513 53 01/25/2021 GJ162127 usD (592 54) $0¢
@) ($124.79) FDD FDDGJ161845.721 52 01/25/2021 GJ161845 usD (8124.79) $0.

4 »
I‘ Select HI Details H View Document |10 per page b << Pagelr  Jof25 >

GSA BAAR Pegasys 7.8 User Guide - Updated J 2023 Page 66



CGI Federal

The Vendor on the selected document will be pre-populated in the Outstanding Bills
section of the query.

Figure 86: Search Criteria for Qutstanding Bills - Vendor Information

Search Criteria for OQutstanding Bills

Document Title

Document Type ir
Document Number s
Accounting Line Number 7
Line Type v

Bill Type/Type of Transfer | Standard v

| Vendor | 14485R 14485R |
Docurmnent Date 0 |Te
Collection Due Date 0 |Te
Outstanding Amount To

Additional Criteria Search Clear

6. Enter any additional search criteria for outstanding bills on the right side of the screen.

NOTE: Query performance is improved with each additional search criteria entered. For
example, rather than simply entering business line of “Fleet”, enter the Bill/Statement
Number, Date Range and any additional billing detail that can be provided. Users should
not execute “Blind” queries, meaning no search criterion is entered.

Figure 87: Search Criteria for Outstanding Bills - Additional Information

Search Criteria for Outstanding Bills
Document Title

Document Type FMN 17

Document Number o
Accounting Line Number w7
Line Type v

Bill Type/Type of Transfer Standard ~
Vendor 14485R 14485R
Document Date 01/01/2021 0O |Te |03/11/2021 O
Collection Due Date O |Te m]

Outstanding Amount To

Additional Criteria Search Clear

7. Select the Search button to retrieve outstanding bills.

The results are displayed in the Outstanding Bills item collection on the left side of the
screen.

GSA BAAR Pegasys 7.8 User Guide - Updated J 2023 Page 67



CGI Federal

Figure 88: Outstanding Bills item collection

OUTSTANDING BILLS 15 E) o
1-10 of 161 results
Applied
Line Doc Actg Document Collection Statement Vendor | Address
a Amount Typ Doc Num Ln# Date Due Date Number Code Code C
FMNF0210706-
O $100.00 FMN 097 1 01/08/2021 02/22/2021 F0210706 14485R 14485R 13
m] $100.00 FMN ;:’:]NFDZW?%' 1 01/12/2021 02/26/2021 F0210736 14485R 14485R us
FMNF0210732-
O $100.00 FMN 006 1 01/12/2021 02/26/2021 F0210732 14485R 14485R 13
[m] $100.00 FMN E;"LNFDZW oras 5 01/12/2021 02/26/2021 F0210734 14485R 14485R us
O $100.00 FMN E'U"'IBNFDZW o7as 4 01/12/2021 02/26/2021 F0210734 14485R 14485R us
[m] $100.00 FMN E?;LNFDZW oras 3 01/12/2021 02/26/2021 F0210734 14485R 14485R us
O $100.00 FMN EE'ISNFDZW o7 2 01/12/2021 02/26/2021 F0210731 14485R 14485R us
[m] $100.00 FMN E?;LNFDZW o 1 01/12/2021 02/26/2021 F0210731 14485R 14485R us
O $100.00 FMN ;;';NFDZWS%' 5 01/12/2021 02/26/2021 F0210898 14485R 14485R us
O $100.00 FMN ;;;NFDZW nase: 4 01/12/2021 02/26/2021 F0210898 14485R 14485R us
4 >
|10 per page Vl © < Pagelt  |of17 »»

8. Select the Outstanding Bill record and update the Applied Line Amount to be equal or
less than the outstanding credit amount.

NOTE: Credits cannot be applied for more than the credit amount.

Figure 89: Applied Line Amount

OUTSTANDING BILLS IF @ oSl
1-10 of 161 results
Applied
Line Doc Actg Document Collection Statement Vendor | Address
o Amount Typ Doc Num Ln # Date Due Date Number Code Code C
FMNFO0210706-
$100.00 FMN 097 1 01/08/2021 02/22/2021 F0210706 14485R 14485R 14
O $100.00 FMN ;_T:]NFDM o7se 1 01/12/2021 02/26/2021 F0210736 14485R 14485R us
FMNF0210732-
O $100.00 FMN 006 1 01/12/2021 02/26/2021 F0210732 14485R 14485R 14
O $100.00 FMN ;g‘;mm orss 5 01/12/2021 02/26/2021 FO210734 14485R 14485R us
FMNF0210734-
O $100.00 FMN 008 4 01/12/2021 02/26/2021 F0210734 14485R 14485R 14
O $100.00 FMN ;g;“mm orss 3 01/12/2021 02/26/2021 FO210734 14485R 14485R us
FMNF0210731-
O $100.00 FMN 005 2 01/12/2021 02/26/2021 F0210731 14485R 14485R 14
O $100.00 FMN EEASNFDZW?M— 1 01/12/2021 02/26/2021 FO210731 14485R 14485R us
FMNF0210898-
O $100.00 FMMN 297 5 01/12/2021 02/26/2021 FO210898 14485R 14485R U
O $100.00 FMN Z;;NFDzmsg& 4 01/12/2021 02/26/2021 F0210898 14485R 14485R us
4 3
| Select H Details ” View Document | |10 per page ~ << Pagelt  [of17 >

9. Select the Select button to apply the debit line.

GSA

BAAR Pegasys 7.8 User Guide - Updated J 2023

Page 68



CGI Federal

Once a debit line has been selected, the debit line with applied credit amount will be

returned in the Applied Credit item collection.

NOTE: Multiple Debit Lines can be selected for ONE Credit line, but only ONE Credit

Line can be applied at a time.

Figure 90: Select debit line

APPLIED CREDIT

IF @ X s
T ar
1-10of1results
Applied
Document Actg Document Collection Statement | Vendor | Address | Line Line Line Closed Outst:
Type Doc Num Ln# Date Due Date Number Code Code Type Currency Amount Amount Amount A
FMNF0210706
FMN Ul"’ ! 01/08/202 02/22/202 F0210706 14485R 14485R Normal usD $100.00 $100.00 $0.00 $
»
Apply Credit 10 per page v Page |1 of 1

The user can perform various actions on the line by selecting the appropriate action

buttons.

Figure 91: Action Buttons

Move Up Move Down BRemove

Details

View Document

Apply Credit

NOTE: The Move Up/Move Down buttons are used when applying a credit to multiple
debit lines. The Move buttons provide the user the ability to choose the order in which

the credit is applied.

10. To create the Cash Receipt (CR) for Applying Credits to Outstanding Bills, select the

Apply Credit button.

Figure 92: Applied Credit Item Collection - Apply Credit Button

APPLIED CREDIT

F@Xar
1-10f1results
Applied
Document Actg Document Collection Statement Vendor Address | Line Line Line Closed Outst:
Type Doc Num Ln# Date Due Date Number Code Code Type Currency Amount Amount Amount A
® FMN EE;A?NFENUUE 1 01/08/2021 02/22/2021 F0210706 14485R 14485R Normal usD $100.00 $100.00 $0.00 ¢
r
MoveUp | MoveDown | Remove | Details | View Document | Apply Credit 10 per page hd Page[1  of 1
A new page will be displayed.
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Figure 93: New Document Creation page

= BPEGASYS A | allroles133 (v

CASH RECEIPT DOCUMENT]

Create

Back

>k Document Type

e

* Document Number

Generate

11. REQUIRED: Enter the CR Document Type to apply credit to an outstanding bill.

Figure 94: Enter document type

=« BPEGASYS A | allroles133 v

CASH RECEIPT DOCUMENT

Create

Back

>k Document Type
CW7 ¥
R7 Credit App (With BD N¢

>k Document Number

Generate

NOTE: Different CR Document Types are used for applying credits, creating refunds
and transferring unapplied credit to Treasury.

12. REQUIRED: Select the Generate button to generate a document number. Once the
document number is generated, the Generate button will be disabled, prohibiting
multiple selection attempts so that sequence numbers are not skipped.
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Figure 95: New Document Creation Page - Generate Document Number

= BPEGASYS A | allroles133

CASH RECEIPT DOCUMENT]

Create

Back

>k Document Type
CW7 ¥
R7 Credit App (With BD Nt

3 Docurmnent Number
CW7202103110001

Generate

13. Select the Create button to create the CR form.

Figure 96: Create button

= BPEGASYS A  allroles133 '

CASH RECEIPT DOCUMENT]

Create

Back

>k Document Type
CW7 ¥
R7 Credit App (With BD Nt

> Docurment Number
CW7202103110001

Generate

The CR will be opened in a new window.

NOTE: The CR created from the Credit Application Worksheet will copy forward many
fields from the referenced BDs.
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Figure 97: CR form General Information

HEADER
Header | AccountingLines | Approval Routing | Memos Summary Correspondence
— General
Document Type | CW7 || R7 Credit App (With BD N Receipt Date m]
Status | NEW Accounting Period T
Document Number | CW7202103110001 Reporting Accounting Period ¥
Title Batch Number
Received By Document Classification ?r
b Security Org | GSA
rseas Accomplished Date B
Di g Office GS127 g Suppress Printing
Sender's Disbursing Office g Lockbox Number
Agency UEI Schedule Name
Agency DUNS Number Formal Contract Number

Agency EFT Indicator
FIFO Liguidation Worksheet

Deposit/Debit Voucher Number Default to Lines ~v

NOTE: The Disbursing Office will copy forward from the referenced BD.

Figure 98: External System Information Section

— External System Information

nput System hxd Modified External Decurment

System ID CREDITAPP ¥

External System Document
Number

External System Amount $0.00
NOTE: The System ID will default from the Document Type.
Figure 99: Assignment Code

— User Defined Fields

Assignment Code R7GRP2

Severable Service

Client Telephone Number

NOTE: The Assignment Code will copy from the referenced BD.
14. Select the Accounting Lines tab.

The CR will have a minimum of 2 accounting lines, one that will reduce the outstanding
credit (Credit Reduction line type) and one that will reduce the debit bill by applying the
credited amount (Credit Application line type).
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Figure 100: Accounting Lines - Line Types

ACCOUNTING LINES

Header | AccountingLines | Approval Routing | Memos || Summary | Correspondence

1-20f 2results F@Xar
Line Number Line Type Deposit Number Debit Voucher Number Amount Transaction Type Accounting Template BBFY EBFY Fund Reg Org Cd Prgm Proj Cd Acty soc
Credit Reduction (8100.00) REGRESSIONTESTBAARFLEET 2021 285F | 04 QuomMDz24 | TM11 AF114
2 | Credit Application $100.00 REGRESSIONTESTBAARFLEET 2021 285F | 04 Qoompz2a | TMI1 AF114
Total Header Funded Amou $0.00
m Copy | v 10 per page v Page[1 |of1

NOTE: The Credit Reduction line will always copy forward from the referenced BD
credit line, however for refunds and Transfer to Treasury, the Credit Application line will
not have a referenced BD and will need data input in order to process the document.

15. Select the Credit Reduction Line and select the Accounting Line link.
The Accounting Line page will be displayed.

Figure 101: Accounting Line General Section

Header || Accountinglines || Approval Routing || Memos Summary | Correspondence
AccountingLine || Charge Lines | Associated Spending
ftem10f2:1 2
Expand Al
— General
Line Number 1
LineType | Credit Reduction ~ e —
B
o RecordType | PR
o Offset Type v
Caleulate Charge Amount | Ma e TROR Classification | Administrative -
Deposit Number >
Debit Voucher Number =
SF-224 Reclassification
Period of Performance
StartDate [ 01/09/2021 &
e x
EndDate [ 01/09/2021 0 ne  |FLEET =

Related Statement Number

— Vendor Information

Vendor Designated Agent

" | 14485R ¥r||14485R ¥ || More Vendor o ?7) | More | | Default

Address Name | DOJ, US FISH & WILDLIFE SERVICE Address Name

Collapse All

Fund Currency |

m Submit Schedule
16. REQUIRED: Enter the Transaction Type of *01°.

Figure 102: Transaction Type of 01

= General
Line Number 1
Line Type Credit Reduction v
| 3K Transaction Type 01 |

17. Select the Accounting Line link.
18. Select the Credit Application Line and select the Accounting Line link.
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19. REQUIRED: Enter the Transaction Type of *02°.

Figure 103: Transaction Type of 02

— General
Line Number 2

Line Type Credit Application v

> Transaction Type 02

NOTE: The Posting Order, Tender Type will default from the CR Document Type. The
Receivable Type, Business Line, Vendor and Amounts will copy forward from the
referenced BDs.

20. Select the Save button.
Figure 104: Credit Application Save message

SYSTEM MESSAGES
1-1oflresults

Form CW7202103110001 was saved successfully,

Header Accounting Lines Approval Routing Memos Summary Correspondence
— General
Document Type Cw7 R7 Credit App (With BD N¢ Receipt Date 03/11/2021
Status HELD Accounting Period 06/2021 <
Document Number CW7202103110001 Reporting Accounting Period v

21. Select the Verify button.

Figure 105: Credit Application Verify message

E Form CW7202103110001 was verified successfully.

HEADER

Header Accounting Lines Approval Routing Memos Summary Correspondence

— General
Document Type Cw7 R7 Credit App (With BD N¢
Status HELD

Document Number CW7202103110001

NOTE: If any errors exist, a message will appear at the top of the page displaying the
error(s) encountered. Correct the errors and select the Verify button again. The messages
in the screen above are informational only and do not need to be corrected.
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22.

23.

24.

25.

GSA

NOTE: Forms in Held and Rejected status can be routed for review prior to submission.
When initiating a review, the form can be routed to one or more reviewers in the Review
Form Modal Window. Reviewers then can enter comments and/or suggest changes to the
form. Users can accept/reject individual comments or reply to document a resolution. The
Review Form Workflow & Commenting QRG
(https://corporateapps.gsa.gov/applications/financial-apps/pegasys/) provides more
details.

Select the Submit button.

Figure 106: Credit Application Submit message

SYSTEM MESSAGES

1 message(s)

n Form CW7202103110001 was submitted for processing successfully.

NOTE: If no errors are encountered upon selecting the Submit button a message appears
stating that the form has been submitted for processing.

Navigate to Form/Document Selection to search and view the processed CR or BD
reference.

NOTE: To query using Form/Document Selection, please refer to BAAR User Guide 3
of 10, Section 4.6.10.

Expand the CR reference tree to see the referenced BDs information.

Figure 107: CR reference tree

Amendmen
Document Doc Typ Doc Num Title Status Number
@) 7 Credi (Wi Al ]
R7 Credit App (With BD Normal Line w7 CWT720210311 Processed
Ref) CR
— Referenced
+ Fleet Non-IPAC BD Manual FMN E:LNFLZ‘I 0708 Processed 1
FMNFOZ10713
+ Flest Non-IPAC BD Manual FMN _]:3 Processed

NOTE: Upon completion of work on the CR, the Credit Application document
generation screen will need to be closed.

Select the Back button to return to the Pegasys navigation.
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Figure 108: Credit Application Generation Screen - Back button

« BPEGASYS A allroles133 v

CASH RECEIPT DOCUMENT]

Create

Back

w

> Document Number

Generate

The Credit Application Worksheet is again displayed.

Figure 109: Credit Application Worksheet Search Criteria

Credit Application Worksheet

Search Criteria for Unapplied Credit Search Criteria for Outstanding Bills

Document Title Document Title

Bill Type/Type of Transfer | Standard Line Type -~

v
Vendor o o Bill Type/Type of Transfer | Standard
&)

Document Date To [m] Vendor

Outstanding Credit Amount To Document Date To

Additional Criteria Search Clear Collection Due Date To

Outstanding Amount To

NOTE: The credit application worksheet page is composed of two sections and these are
Search Criteria for Unapplied Credit and the other is Search criteria for outstanding bills.
The Search criteria for unapplied credit section has some of the following fields:
document title, document type, document number, accounting line number, bill type/type
of transfer, vendor, document dates, and outstanding credit amounts. Below this is an
additional criteria button, a search button, and a clear button. The Search criteria for
outstanding bills section has the following fields: document title, document type,
document number, accounting line number, line type, Bill type/type of transfer, vendor,
document dates, collection due dates, and outstanding amounts. Below these fields is an
additional criteria button, a search button, and a clear button.

4.15.3.2 Apply Credit via Offset from the Billing Statement Query

To apply a credit bill to an outstanding bill from the Billing Statement Query, follow the steps
below. When launching the Credit Application Worksheet from the Billing Statement Query, the
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Vendor of the Statement will be pre-populated on both the Unapplied Credits section and the
Outstanding Bills section.

For additional information on the Billing Statement Query, please refer to BAAR User Guide 2
of 10, Section 4.6.3.

Steps to Apply Credit Using the Credit Application Worksheet from the Billing Statement
Query:
1. Navigate to Queries — Accounts Receivable — Billing Statement Query.

The Billing Statement Query page is displayed.

Figure 110: The Search - Billing Statement Query

Search - Billing Statement Query

Search Criteria
Statement Number Centralized Collections Services
Security Organization B 16 Digit Credit Card Number

Bank Charge Indicator v
Statement Vendor

Code w w Statement Print Date 0T ]
Customer ALC v Collection Due Date ot =]

Last Statement Print Date 8 |To [=]
Bill Type ~

Business Line

2. Enter the desired and appropriate Search Criteria. At a minimum, enter the Statement
Number. To refine the search further, enter the Business Line and Vendor information.

Figure 111: Billing Statement Query Statement Code

Search - Billing Statement Query

Search Criteria

r | F0210706 I Centralized Collections Services

16 Digit Credit Card Number

Bank Charge Indicator

Code b2 @ Statement Print Date 6 |To a
Customer ALC < Collection Due Date & |To =]

Last Statement Print Date G |To u]
Bill Type >

Print Option ~
Statement Generated Flag ~

Disbursing Office

NOTE: Query performance is improved with each additional search criteria entered. For
example, rather than simply entering business line of “Fleet”, enter the Bill/Statement
Number, Date Range and any additional billing detail that can be provided. Users should
not execute “Blind” queries, meaning no search criterion is entered.

3. Select the Search button.

4. Select a detail record from the item collection and select the Details button.
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Figure 112: Details button

1-10f 1 results

F@Xar
Primary Statement Last
Statement Primary Vendor Business CreditCard | BankCharge | Disbursing Customer Generated Statement Collection Statement Security
Number Vendor Address Bill Type Print Option | Line Number Indicator Office ALC ALC Flag Print Date Due Date Print Date Organizatiol
O F0210706 14485R 14485R Standard Yes FLEET Gs127 47000016 14160006 Yes 01/08/202 02/22/202 01/08/202 ARPEG
Details 10 per page v Page1 |of1
3 .
Figure 113: Statement Balances page
STATEMENT BALANCES
Statement Balances Vendor Balances Document Balances Correspondence
= General

Statement Number | F0210706 Statement Vendor

Last Statement Print Date | 01/08/2021 Code | 14485R 14485R
Collection Due Date | 02/22/2021 Name | DOI, US FISH & WILDLIFE
Statement Print Date | 01/08/2021 Customer ALC | 14160006

Statement Generated

Security Org | ARPEG Centralized Collections Services
BillType |Standard  + Credit Card Number
Print Option | Yes v Bank Charge Indicator -~
Business Line FLEET

Disbursing Office G5127

ALC 47000016

Billed Amount Credit Amount

Initial Amount $100.00

Initial Amount $0.00
Discount Amount $0.00 Discount Amount $0.00
Surcharge Amount $0.00 Surcharge Amount $0.00
Principal Amount $100.00 Principal Amount $0.00
Interest Amount $0.00 Credit Total Amount $0.00

Admin Charges Amount $0.00

Attachments (1) | Credit Application Worksheet

NOTE: The Statement Balances page is composed of a general section and within that
are multiple sub sections. These sections are Billed Amount, Statement Vendor,
Centralized Collections services, and credit amount. Within the general section are some
of the following fields: Statement Number, Last Statement Print Date, Collection Due
Date, Statement Print Date, Statement Generate Flag, Security Org, Bill Type, Print
Option, Business Line, Disbursing Office, and ALC. Within the billed amounts section
are various payment amounts and these are Initial Amount, Discount Amount, Surcharge
Amount, Principal Amount, and Interest Amount. The statement vendor section is where
the vendor can be specified. Within the centralized collections services section is where a
credit card number can be entered and there is the bank charge indicator. The credit
amount is similar to the billed amount as it lists various amounts. At the bottom of the
page are two buttons and these are Attachments and Credit Application Worksheet.

5. To launch the Credit Application Worksheet, select the Credit Application Worksheet
button.
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Figure 114: Statement Balance - Credit Application Worksheet Button

STATEMENT BALANCES

Statement Balances || Vendor Balances || DocumentBalances || Correspondence

Expand All
— General
Statement Number | F0210706 Statement Vendor

Last Statement Print Date | 01/08/2021 Code [14485R 14485R
Collection Due Date | 02/22/2021 Name |DOI, US FISH & WILDLIFE
Statement Print Date | 01/08/2021 Customer ALC | 14160006

Statement Generated

A
Security Org | ARPEG Centralized Collections Services
BillType |Standard v Credit Card Number
Print Option | Yes v Bank Charge Indicator ~
Business Line | FLEET

Disbursing Office | 65127

ALC 47000016

Billed Amount Credit Amount

Initial Amount $100.00 Initial Amount $0.00
Discount t Amount $0.00 Discount t Amount $0.00
Surcharge Amount $0.00 Surcharge Amount $0.00
Principal Amount $100.00 Principal Amount $0.00
Interest Amount $0.00 Credit Total Amount $0.00

Admin Charges Amount $0.00

Attachments (1) | Credit Application Worksheet

The Credit Application Worksheet will be opened in a new window.

Figure 115: Credit Application Worksheet Via Offset from the Billing Statement query

Credit Application Worksheet

Search Criteria for Unapplied Credit Search Criteria for Outstanding Bills

Document Title Document Title
Document Type ﬁ Document Type tr
Document Number tr Document Number

Accounting Line Nummber ;ﬁ Accounting Line Number

Bill Type/Type of Transfer | Standard Line Type >

fendor @ w Bill Type/Type of Transfer  |Standard
Document Date 0 |To (m} Vendor
Outstanding Credit Amount To Document Date To
Additional Criteria | Search | Clear Collection Due Date To
Outstanding Amount To

NOTE: The credit application worksheet page is composed of two sections and these are
Search Criteria for Unapplied Credit and the other is Search criteria for outstanding bills.
The Search criteria for unapplied credit section has some of the following fields:
document title, document type, document number, accounting line number, bill type/type
of transfer, vendor, document dates, and outstanding credit amounts. Below this is an
additional criteria button, a search button, and a clear button. The Search criteria for
outstanding bills section has the following fields: document title, document type,
document number, accounting line number, line type, Bill type/type of transfer, vendor,
document dates, collection due dates, and outstanding amounts. Below these fields is an
additional criteria button, a search button, and a clear button.

NOTE: The Unapplied Credit will be automatically returned in the Unapplied Credit
item collection with the record selected.

6. To apply the credit line, select the credit line and Select the Select button.

GSA BAAR Pegasys 7.8 User Guide - Updated J 2023 Page 79



CGI Federal

Figure 116: Unapplied Credit - Select Button

UNAPPLIED CREDIT I @ ot
1- 8 of 8 results
Applied
Line Doc Actg Document Statement Line Closed
Amount Typ { Doc Num Ln # Date Number Currency Amount Amount
FMNF0210713-
($100.00) FMN 143 1 01/09/2021 FO210713 usp ($200.00) ($100.00)
® ($100.00) FMN EglNFuzm?Bu- 3 01/11/2021 F0210730 UsD ($100.00) $0.00
FMNF0210735
($100.00) FMN 009 3 01/12/2021 FO210735 usD ($100.00) $0.00
($100.00) FMIN EE;NFDM peas 3 01/20/2021 FO210946 UsD ($100.00) $0.00
FMNF0210944-
($100.00) FMN 704 3 01/20/2021 FO210944 usD ($100.00) $0.00
FMNF0210943-
($100.00) FMN 03 3 01/20/2021 FO210943 UsD ($100.00) $0.00
FMNF0210945-
($100.00) FMN 206 3 01/20/2021 FO210945 usD ($100.00) $0.00
FMNF0210938-
($100.00) FMN 605 3 01/20/2021 FO210938 usD ($100.00) $0.00
4 »
‘ Select ‘I Detajls H Yiew Document |10 per page v Page|1  [of1

Figure 117: Search Criteria for Outstanding Bills

NOTE: When launching the Credit Application Worksheet from the Billing Statement
Query, the Outstanding Bill Search Criteria section is pre-populated with the Vendor
from the Statement.

Search Criteria for Outstanding Bills

Document Title
Document Type
Document Number

Accounting Line Number

Bill Type/Type of Transfer

Document Date

Collection Due Date

|
[ =]
| #|
[ 4]

Line Type
Standard

I Vendor [ 144858 || 12485R | I
| 0 [To 8]
| 0 JTo| o]
| To|

Outstanding Amount

‘ Additional Criteria H Search H Clear ‘

7. Enter additional search criteria for Outstanding Bills for the entered vendor/customer.

GSA
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Figure 118: Search Criteria for Outstanding Bills - Manual Search Criteria

Search Criteria for Outstanding Bills

Document Title

Docurment Type

Document Number

Accounting Line Number

Line Type

fllJ

Bill Type/Type of Transfer | Standard v

Vendor 14485R

”14485R

Document Date

02/01/2021 14 |Ta|03.f01;2021 |:||

Collection Due Date

(] |Tu|

el

Outstanding Amount

100.000000 |To |

‘ Additional Criteria "[ Search ]” Clear ‘

GSA

NOTE: To search by a specific accounting dimension, select the Accounting Dimensions

button.

Figure 119: Accounting Dimensions Search Criteria

ADDITIONAL CRITERIA x
exemaisysemn [ o Businesstine | o]
Number
Nurnber Debt Account Line \:l
Number
Depostorytne [ ¢
BlanketAgreement [ o Nurmber
Number Payee Line Number \:l
Billng Status
Debt Appeal v
socerwmoer [ | Forbearance
Accounting Dimensions
Accounting Template | 7|
BBFY EBFY Fund Region 0Org Code Program
[ >] \ 2] | al | =] 2]
Project Code Activity Sub-Object Class Revenue Source Sub Revenue Source Building #
\ #] I I EI ]| 2]
Location/System Vehicle Tag # Work Item Lease # Reimbursable Sub-Object  Reimbursable Sub Object
\ #] o] o] | | s
[ %] conogasaion
YBA BETC Cohort Yr PRC
u [ >] %]

Select the Search button.

Select a detail record.
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Figure 120: Detail Record

OUTSTANDING BILLS IF @ o
1-10of 10 results
Applied
Line Doc Actg Document Collection | Statement | Vendor | Address
o Amount Typ Doc Num Ln # Date Due Date Number Code Code Ci
FMIGJ162674-
$100.00 FMI 000 1 02/22/2021 GJ162674 14485R 14485R us
O $100.00 FMI E::]\Gmazam- 1 02/12/2021 GJ162661 14485R 14485R us
O $200.00 RMN g;”AACDGgDS' 1 02/12/2021 AACO0303 14485R 14485R us
RMNAACDO304-
(] $200.00 RMN 0132 1 02/12/2021 AACO0304 14485R 14485R 153
FMIGJ162665-
O $100.00 FMI 679 1 02/12/2021 GJ162665 14485R 14485R 133
O $100.00 FMI E;’;‘GM‘SZ&GZ' 1 02/12/2021 GJ162662 14485R 14485R us
O $100.00 FMI :g’:}‘mﬁ%ﬁa' 1 02/12/2021 GJ162663 14485R 14485R us
RMIAACO0306-
(] $100.00 RMI 054 1 02/12/2021 AACO0306 14485R 14485R 153
FMIGJ162664-
O $100.00 FMI 677 1 02/12/2021 GJ162664 14485R 14485R 133
O $100.00 RMN E:';NAACDMDS' 1 02/12/2021 AACO0305 14485R 14485R us
4 3
| Select H Details H View Document ‘ |10 per page v|  «< Page[t Jof1 >

10. To change the amount to apply credit to, select the applied line amount and enter the new
amount.

NOTE: Credits cannot be applied for more than the credit amount.

Figure 121: Outstanding Bill Amounts

OUTSTANDING BILLS 1z L,GD o
1-9 of 9 results
==
Applied
Line Doc Actg Document Collection | Statement Vendor | Address
o Amount Typ Doc Num Ln # Date Due Date Number Code Code C
[s100.000) L2 E::::Gﬂézam' 1 02/12/2021 GJ162661 14485R 14485R us
RMNAACDO303-
O $200.00 RMM 007 1 02/12/2021 AACO0303 14485R 14485R us
RMNAACDO304-
O $200.00 RMN 013 1 02/12/2021 AACO0304 14485R 14485R us
FMIGJ162665-
] $100.00 Fil 670 1 02/12/2021 GJ162665 14485R 14485R us
O $100.00 FMI E;’gGszaéz' 1 02/12/2021 GJ162662 14485R 14485R us
FMIGJ162663-
O $100.00 Fl 180 1 02/12/2021 GJ162663 14485R 14485R us
RMIAACO0306-
O $100.00 RMI 054 1 02/12/2021 AACO0306 14485R 14485R us
FMIGJ162664-
] $100.00 Fil 677 1 02/12/2021 GJ162664 14485R 14485R us
O $100.00 RMN E_II\‘;NAACDDEDS' 1 02/12/2021 AACO0305 14485R 14485R us
4 4
‘ Select H Details H View Document ‘ | 10 per page hd « < page[r  Jof1 >

11. Select the Select button.

GSA

BAAR Pegasys 7.8 User Guide - Updated J 2023

Page 82



CGI Federal

Once a debit line has been selected, the debit line with applied credit amount will be
returned in the Applied Credit item collection.

NOTE: Multiple Debit Lines can be selected for ONE Credit line, but only ONE Credit
Line can be applied at a time.

12. Select the Apply Credit button in the lower section of the screen.

Figure 122: Credit Application Worksheet - Apply Credit button

APPLIED CREDIT

F@Xar
1-10f 1results
Applied
Document Actg Document Collection Statement Vendor | Address | Line Line Line Closed Qutstan
Type Doc Num Ln# Date Due Date Number Code Code Type Currency Amount Amount Amount Am
MM Eg!ml&zsm 1 02/22/2021 GJ162674 14485R 14485R Normal usD $100.00 $100.00 $0.00 $1

MoveUp | MoveDown | Remove | Details | View Document | Apply Credit 10 per page v Page(t  of1

13. REQUIRED: Enter the Document Type and enter or generate Document Number. Once
the document number is generated, the Generate button will be disabled, prohibiting
multiple selection attempts so that sequence numbers are not skipped.

Figure 123: Credit Application Document Type

« BPEGASYS A  allroles133 '~

CASH RECEIPT DOCUMENT

Create

Back

3k Document Type
cwg 1y
Ré6 Credit App (With BD N

* Document Number

Generate

14. Select the Create button to create the CR.

Figure 124: Credit Application Generate Document Number

. BPEGASYS A | aliroles133 v

CASH RECEIPT DOCUMENT

Create

Back

3K Document Type
CWé ¢
R6 Credit App (With BD N¢

>k Document Number
CW6202103110000

Generate
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The CR form will be opened in a new window

HEADER

Header | Accounting Lines

— General
Document Type Cwe Ré Credit App (With BD Nt Receipt Date [m]
Status NEW Aceounting Period w
Document Number CW6202103110000 Reporting Accounting Period b
Title Batch Number
Received By Document Classification fore
Post Code pxd Security Org GSA
Overseas Cashier Code w Accomplished Date m]
Disbursing Office GS127 17 Suppress Printing
Sender's Disbursing Office fi Lockbox Number

Agency UEI
Agency DUNS Number

Agency EFT Indicator

Approval Routing

Figure 125: Credit Application CR Form

Memos | Summary

FIFO Liguidation Worksheet

Deposit/Debit Voucher Number

Default to Lines v

15. Select the Accounting Lines tab.

Correspondence

Schedule Name

Formal Contract Number

NOTE: There are 2 accounting lines, one for Credit Reduction line type, and one for
Credit Application line type.

ACCOUNTING LINES

Header || Accountinglines | Approval Routing

Memos

Figure 126: Cash Receipt Accounting Lines

Summary | Correspondence

1-20f2 results F@X i
Line Number | Line Type Deposit Number | Debit Voucher Number Amount | Transaction Type | Accounting Template BBFY | EBFY | Fund | Reg | OrgCd Prgm | ProjCd | Acty | SOC
Credit Reduction ($100.00) REGRESSIONTESTBAARFLEET 2021 285F | o4 QooMDz24 | TMI1 AF114
2 Credit Application $100.00 REGRESSIONTESTBAARFLEET 2021 285F 04 QOOMDZ24 ™11 AF114
Total Header Funded Amou $0.00
m Copy | v 10 per page v Page[t  |of1

16. Select Line 1.

17. REQUIRED - Enter the Transaction Type 01 for the Credit Reduction line type.

Figure 127: Transaction Type set to 01

= General
Line Number 1
Line Type Credit Reduction ~
Credit Reduction v
|* Transaction Type 01

Write-Off Reason
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18. Select the Accounting Line link.
19. Select Line 2 (Credit Application).
20. Select the Accounting Line link.

21. REQUIRED - Enter the Transaction Type 02 for the Credit Application line type.

Figure 128: Transaction Type Set to 02

= General
Line Number 2
Line Type Credit Application
Credit Application v
|* Transaction Type DZ‘] P I

NOTE: The Posting Order, Tender Type will default from the CR Document Type. The

Receivable Type, Business Line, Vendor and Amounts will copy forward from the

referenced BDs.

22. Select the Save button.

Figure 129: Cash Receipt Save message

|n Form CW6202103110000 was saved successfully

Header Accounting Lines Approval Routing Memos Summary Correspondence

ACCOUNTING LINE

Accounting Line Charge Lines Associated Spending

Item2o0f2:1 2

23. Select the Verify button.

Figure 130: Cash Receipt Verify message

Iln Form CW6202103110000 was verified successfully.

Header Accounting Lines Approval Routing Memos Summary Correspondence

ACCOUNTING LINE

Accounting Line Charge Lines Associated Spending

Item2o0f2:1 2
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NOTE: If any errors exist, a message will appear at the top of the page displaying the
error(s) encountered. Correct the errors and select the Verify button again. The messages
in the screen above are informational only and do not need to be corrected.

NOTE: Forms in Held and Rejected status can be routed for review prior to submission.
When initiating a review, the form can be routed to one or more reviewers in the Review
Form Modal Window. Reviewers then can enter comments and/or suggest changes to the
form. Users can accept/reject individual comments or reply to document a resolution. The
Review Form Workflow & Commenting QRG
(https://corporateapps.gsa.gov/applications/financial-apps/pegasys/) provides more
details.

24. Select the Submit button.

NOTE: If no errors are encountered upon selecting the Submit button a message appears
stating that the form has been submitted for processing.

Figure 131: Cash Receipt Submit message

SYSTEM MESSAGES
1 message(s)

n Form CW6202103110000 was submitted for processing successfully.

NOTE: Upon completion of work on the CR, the Credit Application document
generation screen will need to be closed.

25. Select the Back button to return to the Pegasys navigation.

Figure 132: Document Generation Page - Back button

« SPEGASYS A  allroles133 v

CASH RECEIPT DOCUMENT]

Create

Back

K Document Type

w

> Document Number

Generate

26. The Credit Application Worksheet is again displayed.
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Figure 133: Offset from Billing Query - Credit Application Worksheet

Credit Application Worksheet

Search Criteria for Unapplied Credit Search Criteria for Outstanding Bills

o Document Number
7 Accounting Line Number
v Line Type v
# * Bill Type/Type of Transfer [Standard  ~
g |To =] Vendor

To Document Date To

NOTE: The credit application worksheet page is composed of two sections and these are
Search Criteria for Unapplied Credit and the other is Search criteria for outstanding bills.
The Search criteria for unapplied credit section has some of the following fields:
document title, document type, document number, accounting line number, bill type/type
of transfer, vendor, document dates, and outstanding credit amounts. Below this is an
additional criteria button, a search button, and a clear button. The Search criteria for
outstanding bills section has the following fields: document title, document type,
document number, accounting line number, line type, Bill type/type of transfer, vendor,
document dates, collection due dates, and outstanding amounts. Below these fields is an
additional criteria button, a search button, and a clear button.

4.15.3.3 Launch Credit Application Worksheet from Billing Query

To apply a credit bill to an outstanding bill from the Billing query, follow the steps below. When
launching the Credit Application Worksheet from the Billing query, the Billing Document line is
returned in the Credit Application’s Unapplied Credits Item Collection on the left side of the
screen in a pre-executed query.

For additional information on the Billing Query, please refer to BAAR User Guide 2 of 10,
Section 4.6.2.

Steps to Launch the Credit Application Worksheet from Billing Query:
1. Navigate to Queries — Accounts Receivable — Billing Query.

The Billing Query page is displayed.
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Figure 134: Bill Query page

Billing Query
Basic Search Advanced Search
Document Type =4 Debt Age Categories
Document Number 1-30 Days
Vendor T ixd 31-60 Days
Bill Generated Date g |To =] 61-90 Days
Collection Due Date 0 |To [m} 91-120 Days
Bill Type v 121-150 Days
Receivable Type w 151-180 Days
Bill Generated Flag 181-365 Days

Rebill 1-2Years
Selected For IPAC W 2-6Years
Business Line T 6-10 Years

Bill Status Outstanding v Over 10 Years

Current

Search | Clear

2. Enter the desired and appropriate search criteria.

To retrieve non-IPAC Credits, enter the Line Type of Credit, Business Line, and any
other known criteria such as Document Type, date range, and Statement Number.

Figure 135: Billing Query Search Criteria
Billing Query
Basic Search Advanced Search

Select preconfigured searrv

New Query Actions{S:

Tell us what the query does.

Statement Number v = ~ | | FO210706 |

Search Clear Save Query

NOTE: Query performance is improved with each additional search criteria entered. For
example, rather than simply entering business line of “Fleet”, enter the Bill/Statement
Number, Date Range and any additional billing detail that can be provided. Users should
not execute “Blind” queries, meaning no search criterion is entered.

3. Select the Search button.

The results are returned in the Item Collection.
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Figure 136: Billing Query Item Collection

1-10f 1 results

F@Xar

System
Generated
Billed Bill Total |  Administration Credit Credit
Document | Document Billing Reference Statement Total | Principal | Interest Penalty | Reduction | Write Of Charges | Outstanding Total | Outstanding Document | Colle:
Type Number Number Number Amount Amount Amount Amount Amount Amount Amount Amount Amount Amount Title| Date Due C
FMN E:LNFEZW/UE Zi:NB\LFMNFUZVWE& F0210706 $100.00 $100.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 03/11/202 02/22f

»

4. Select a detail record.

5. Select the Details button.

Figure 137: Billing Query Details button

1-10f 1 results

FeX
System
Generated
Billed Bill Total Administration Gredit Credit
Document | Document Billing Reference Statement Total Principal Interest Penalty Reduction | Write Off Charges Outstanding Total Outstanding Document | Colle
Type Number Number Number Amount Amount | Amount | Amount Amount | Amount Amount Amount |  Amount Amount | Titlej Date Duek
] FMN EE’LNFEZWETJE F_ELNB‘LFMNFGZN7E& F0210706 $100.00 $100.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 03/11/2021 02/22

»

yiewnacumem View Case History || Detail Billing Records | Additional Actions | ~/ | -

10 per page v Page[t  |of1
The Billing Query Detail Page is displayed.
Figure 138: Billing Query Detail Page
BILLING QUERY
Billing Query. Billing Detail
— General
Document Type | FMN External System Document
Document Number FMNF0210706-097 Number
Business Line FLEET
Statement Number F0210706
System Generated Bill Reduction $0.00

Title
Billing Reference Number
Document Date

Collection Due Date

Bill Generated Date

Security Organization
Vendor
Vendor

Address Name

Bill Totals
Initial Amount

Discount Amount

FMNBILFMNF0210706-0¢
03/11/2021
02/22/2021

Bill Generated Flag
01/08/2021

GSA

14485R 14485R

DOI, US FISH & WILDLIFE SERVICE

$100.00

$0.00

Amount

Waiver Flags

Waive Admin Charges

Waive Penalty

Waive Interest on Principal
Waive Interest on Interest

Waive Interest on Admin Charges

Waive Interest on Penalty

View Document || Amend Document

View Case History | Refresh Bill

NOTE: Within the billing query is a general section where there are some of the
following grayed out fields: document type with a value of RMN, document number with
a value of RMNAACO00441-001, statement number with a value of AAC00441, Title,
billing reference number with a value or RMNBILRMNAAC00441-001, document date
with a value of 02/05/2018, collection due date with a value of 03/21/2018, a bill
generated flag marked enabled, a bill generated date with a value of 02/04/2018, and a
security org of GSA. Below this is a vendor subsection where the vendor can be specified

GSA
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and below this section is a bill totals sub section where various amounts can be inputted.
To the right is a waiver flags section where there are the following flags: waive admin
charges, waive penalty, waive interest on principal, waive interest on interest, waive
interest on admin charges, and waive interest on penalty. At the bottom of the page is a
view document button, a view case history button, and an amend document button.

NOTE: The user can also View or Amend the document from this screen by selecting the
View Document Button or Amend Document button.

Select the Billing Query Detail tab.
Select an Accounting Line.

NOTE: Additional search criteria can be entered and a subsequent query performed on
the accounting line information. Once in the Billing Query Detail screen, the search is
only executed within the Billing Document (BD) selected on the main page.

Figure 139: Billing Query Accounting Line

System
Generated
Bil Bill

Line Type/Typeof | Debt Selected For | Chargeback Reduction Total Write

Line Type Amount | StateOf Line | Billing Status | Transfer Appeal/Forebi | Rebill IPAC End Date Amount | Off Amount

Credit Application 10 per page v Page[i Jof1

8. Select the Credit Application button to launch the Credit Application Worksheet.

The Credit Application Worksheet is opened in a new window.

Figure 140: Credit Application Worksheet Launched via Billing Query

Credit Application Worksheet

Search Criteria for Unapplied Credit Search Criteria for Outstanding Bills

Bill Type/Type of Transfer

Outstanding Credit Amount To Document Date To

Additional Criteria | Search | Clear Collection Due Date To

GSA

Outstanding Amount To

NOTE: The credit application worksheet page is composed of two sections and these are
Search Criteria for Unapplied Credit and the other is Search criteria for outstanding bills.
The Search criteria for unapplied credit section has some of the following fields:
document title, document type, document number, accounting line number, bill type/type
of transfer, vendor, document dates, and outstanding credit amounts. Below this is an
additional criteria button, a search button, and a clear button. The Search criteria for
outstanding bills section has the following fields: document title, document type,
document number, accounting line number, line type, Bill type/type of transfer, vendor,
document dates, collection due dates, and outstanding amounts. Below these fields is an
additional criteria button, a search button, and a clear button.
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NOTE: The Billing Document line is returned in the Item Collection on the left side of
the screen in a pre-executed query.

Figure 141: Item Collection - Pre-Executed Query

Document Type w
Document Number i
Accounting Line Number s

Bill Type/Type of Transfer | Standard v

Vendor iw w
Document Date 0 To
QOutstanding Credit Amount To

Additional Criteria Search Clear

UNAPPLIED CREDIT

F @ X ar
1-10f1results
Applied
Line Doc Actg Document Statement Line Closed
Amount Typ Doc Num Ln# Date Number Currency Amount Amount
=TT
) ($100.00) FMN ES.ISNFLm o= 3 01/20/2021 F0210938 usbD (5100.00) $0.00

e To apply credit to outstanding bills, please refer to Section 4.15.3.2.
e To apply the credit in order to refund, please refer to Section 4.15.3.4.

e To transfer unapplied credit to Treasury miscellaneous fund (0890), please refer to
Section 4.15.3.5.

4.15.3.4 Create Credit Application CR for Refunds

The following steps describe the process to create a Cash Receipt (CR) from the Credit
Application Worksheet in order to refund credit.

Steps to Create Credit Application Cash Receipt (CR) for Refunds:
1. Navigate to Queries — Accounts Receivable — Credit Application Worksheet.

The Credit Application Worksheet is displayed.
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GSA

Figure 142: Credit Application Worksheet for CR Refunds

Credit Application Worksheet

Search Criteria for Unapplied Credit Search Criteria for Outstanding Bills

Document Title Document Title

Document Type o Document Type o
t Number o ument Number
e Number w unting Line Number
Bill Type/Type of Transfer | Standard Line Type ~
endor i7 % Bill Type/Type of Transfer | Standard
Document Date AT =) Vendor
Outstanding Credit Amount To Document Date To
Collection Due Date To

Additional Criteria | Search | Clear

Outstanding Amount

NOTE: The credit application worksheet page is composed of two sections and these are
Search Criteria for Unapplied Credit and the other is Search criteria for outstanding bills.
The Search criteria for unapplied credit section has some of the following fields:
document title, document type, document number, accounting line number, bill type/type
of transfer, vendor, document dates, and outstanding credit amounts. Below this is an
additional criteria button, a search button, and a clear button. The Search criteria for
outstanding bills section has the following fields: document title, document type,
document number, accounting line number, line type, Bill type/type of transfer, vendor,
document dates, collection due dates, and outstanding amounts. Below these fields is an

additional criteria button, a search button, and a clear button.

2. On the left query pane, enter the Statement Number of the outstanding credit and any

other pertinent search criteria.

NOTE: Query performance is improved with each additional search criteria entered. For
example, rather than simply entering business line of “Fleet”, enter the Bill/Statement
Number, Date Range and any additional billing detail that can be provided. Users should

not execute “Blind” queries, without entering search criterion.

Figure 143: Credit Application Worksheet Statement Number

ADDITIONAL CRITERIA

External System ID 7 Business Line b
I Statement Number | F0210938 I Related Statement
Number
Agreement Number o
Debt Account Number 2
Agreement Line o
ber Debr 1t Line %
Number
Contracts Number R
Depository Line B
Blanket Agreement B Number
Number Payee Line Number t
Billing Status ~
Debt Appeal v
Source Number Forbearance
Receivable Type b
Accounting Dimensions
Accounting Template sb
BBFY EBFY Fund Region Org Code
> > i o w
Project Code Activity Sub-Object Class Revenue Source Sub Revenue Source
w b i o w
Location/System Vehicle Tag # Work Item Lease # Reimbursable Sub-Object
1 1 o o Class
w
YBA BETC Cohort ¥r PRC
> ¥ > <
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7
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5
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3. Select the Search button.

The results are displayed in the Unapplied Credit item collection on the left side of the

screen.

Figure 144: Unapplied Credit item collection

UNAPPLIED CREDIT

F @ X
1-1of 1results
Applied
Line Doc Actg Document Statement Line Closed
Amount Typ 1 Doc Num Ln # Date Number Currency Amount Amount
O ($100.00) FMN E:'SNFENE%S' 3 01/20/2021 F0210938 UsD ($100.00) $0.00
»
Select || Detajls | View Document 10 per page v Page |1 of 1
4. Select a detail record.
5. Select the Select button.
Figure 145: Unapplied Credit Search Results - Select button
UNAPPLIED CREDIT I @ K At
1-10of 1results
Applied
Line Doc Actg Document Statement Line Closed
Amount Typ | Doc Num Ln # Date Number Currency Amount Amount
. ($100.00) FMN ECTSNFENE%S' 3 01/20/2021 F0210938 UsD ($100.00) $0.00
3
Select | fl Detajls | View Document 10 per page ¥ Page |1 of 1

The Apply Credit button is enabled.

NOTE: To apply the credit in order to create a refund, an outstanding bill will not be

selected.

NOTE: Credits cannot be applied for more than the credit amount.
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Figure 146: Apply Credit button

UNAPPLIED CREDIT

F @ X ar
1-1of 1 results
Applied
Line Doc Actg Document Statement Line Closed
Amount Typ Doc Num Ln # Date Number Currency Amount Amount
O] (8100.00) ‘ FMN ‘ E:;NFUZ‘IUQBE- ‘ 3 ‘ 01/20/2021 ‘ FO0210938 | UsD ‘ (8100.00) | $0.00 ‘

[ 4

‘H Details H View Document ‘ |10 per page v | Page1 |of

APPLIED CREDIT

No results
B Document Doc Document Collection Due Statement Vendor
L Type Num Actg Ln # Date Date Number Code
| Apply Credit ‘

6. To create the Cash Receipt (CR) Credit Application, select the Apply Credit button.
A new window will be displayed.

Figure 147: New Window

«SPEGASYS A

allroles133 v

CASH RECEIPT DOCUMENT

‘ Create ‘

‘ Back ‘

3 Document Type
I
| |

3 Document Number

|7
‘ Generate ‘

7. REQUIRED: Enter the Document Type for Refunds (CR7/CR6).

GSA BAAR Pegasys 7.8 User Guide - Updated J 2023 Page 94



CGI Federal

Figure 148: Document Type CR7

s BPEGASYS A | aliroles133 v

CASH RECEIPT DOCUMENT

Create

Back

*k Document Type
CR7 ¢
R7 Credit App (Refund, Wi

* Document Number

Generate

8. REQUIRED: Select the Generate button to generate a document number. Once the
document number is generated, the Generate button will be disabled, prohibiting
multiple selection attempts so that sequence numbers are not skipped.

Figure 149: Generate document number for CR7

= BPEGASYS A | allroles133

CASH RECEIPT DOCUMENT

Create

Back

>k Document Type
CR7 ¢
R7 Credit App (Refund, Wi

3 Document Number
CR7202103110000

Generate

9. Select the Create button to generate the CR.

The CR form will be opened in a new window.
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Figure 150: CR Form

HEADER
Header | Accountinglines | ApprovalRouting | Memos || Summary || Correspondence
— General
Document Type  [CR7 || R7 Credit App (Refund, Wi Receipt Date a
Status | NEW Accounting Period r
Document Number | CR7202103110000 Reporting Accounting Period &
Title Batch Number
Received By Document Classification o
P < Security Org | GSA
Overseas Cashier Code o Accomplished Date ]
Disbursing Office [ 68127 o Suppress Printing
Sender's Disbursing Office o Lockbox Number
Agency UEI Schedule Name
Agency DUNS Nurmber Formal Contract Number

Agency EFT Indicator

FIFO Liquidation Worksheet

Deposit/Debit Voucher Number Default 1o Lines v
— Amounts
Principal Amount $0.00
Interest Amount $0.00
Admin Charges Amount $0.00

NOTE: The CR will have most fields copied forward from the referenced BD Credit
line.

10. Select the Accounting Lines tab.

The CR will have a minimum of 2 accounting lines, one that will reduce the outstanding
credit (Credit Reduction line type) and one that will be used to applying the credited
amount (Credit Application line type) to a refund.

11. Select the Credit Reduction line and select the Accounting Line hyperlink.

Figure 151: CR7 - Accounting Line

Header | AccountingLines | ApprovalRouting || Memos | Summary || Cormespondence

AccountingLine | Charge Lines | Associated Spending

1-20f2 results FeXar
Line Number | Line Type Deposit Number | Debit Voucher Number |  Amount | TransactionType | Accounting Template BBFY | EBFY | Fund | Reg | OrgCd Prgm | ProjCd | Acty | SOC
] Credit Reduction ($100.00) REGRESSIONTESTBAARFLEET 2021 285F 04 QO0OMDZ24 ™11 AF114
2 Credit Application $100.00
Total Header Funded Amou $0.00

B [ o [ e operpage  v] < rose Jon

12. REQUIRED: Enter the Transaction Type of ‘01’
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Figure 152: Set Transaction Type to 01

— General
Line Number 1
Line Type Credit Reduction ~
| K Transaction Type 01 |

13. Select the Accounting Lines hyperlink.

Figure 153: Accounting Lines tab

Header Accounting Lines Approval Routing Memos Summary Correspondence

ACCOUNTING LINE

Accounting Line Charge Lines Associated Spending

14. Un-select the Credit Reduction line.

15. Select the Credit Application accounting line and select the Remove button.

Figure 154: Remove Button

Header | Accountinglines | ApprovalRouting || Memos | Summary | Corespondence
AccountingLine | Charge Lines | Associated Spending

1-20f2 results

F@Rar
Line Number | Line Type Deposit Number | Debit Voucher Number | Amount | Transaction Type | Accounting Template BBFY | EBFY | Fund | Reg | OrgCd Prgm | ProjCd | Acty soc | R
Credit Reduction ($10000) | 01 REGRESSIONTESTBAARFLEET 2021 285F | 04 Qoompzz4 | TMT AF114 Al
L] 2 | Credit Application $100.00
Total Header Funded Amoul $0.00

16. Select the Credit Reduction Line.
17. Select the Copy button.

Figure 155: Copy Button

Header | Accountinglines | ApprovalRouting | Memos | Summary | Gorrespondence

AccountingLine | ChargelLines | Associated Spending

1-20f2 results

FeXar

Line Number | Line Type Deposit Number | Debit Voucher Number Amount | TransactionType | Accounting Template BBFY | EBFY | Fund | Reg | OrgCd Prgm | ProjCd | Acty soc | R

L] Credit Reduction ($10000) | 01 REGRESSIONTESTBAARFLEET | 2021 285F | 04 QOOMDZ24 | TMT1 AF114 Al
2 Eredichppbestion | - - #8686
Total Header Funded Amou ($100.00)

18. Unselect the Credit Reduction line (Line 1).
19. Select the new Credit Reduction line (Line 3).
20. Select the Accounting Line hyperlink.
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Figure 156: CR7 - Accounting Line Hyperlink

Header H Accounting Lines H Approval Routing H Memos H Summary H Correspondence ‘ ‘

‘ Accounting Line Hi Charge Lines H Associated Spending |

1-30f 3results l__= @ x ::
= Line Number | Line Type || beposit Number | Debit Voucher Number | Amount | Transaction Type | Accounting Template | serv| Esry | Fund | Reg | ogca | prom | Proica| acy | soc | w
[=| 1| CreditReduction (s100.00) | 01 REGRESSIONTESTBAARFLEET | 2021 285F | 04 Qoompzz4 | TMIT AF114 Al
[m] 2 EreditApptication - - $106:68
= 3 | CreditReduction ($100.00) | 01 REGRESSIONTESTBAARFLEET 2021 285F | 04 Qoompzza | TM11 AF114 A
Total Header Funded Amou | ‘ ‘ ($200.00) ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘
‘ ,
m“ v H Remove H Reset H Replace ‘ |10 per page v Page[1|of 1

21. REQUIRED: Set the line type to Credit Application.

Figure 157: Credit Application Line Type

— General
Line Number ‘ 3 |
Line Type ‘ Credit Application ~ ‘
>k Transaction Type ‘ \:\
Write-Off Reason ‘ Advance Payment

Advance Offset

Credit Application

Confirmation Date ‘
} Credit Reduction
|

Calculate Charge Amount

Deposit Number
Debit Voucher - Advance

Debit Voucher Number
i ¥ouener Ru Debit Voucher - Normal

Normal
Period of Performance
Receivable Offset

Start Date Travel Advance Offset

End Date  yyrite Off

22. REQUIRED: Enter the Transaction Type of ‘04°.

Figure 158: Transaction Type 04

Line Number | 3 |

Line Type |Credit Application R |

> Transaction Type | 04 7 |

23. REQUIRED: Set the Principal Amount in the Line Amount group box to a Positive
Amount.

Figure 159: Line Amounts

— Line Amounts
Principal Amount: | $100.00 |
Interest Amount | 50.00 |
Admin Charges Amount | $0.00 |
Penalty Amount | $0.00 |
Receipt Total: | $100.00 |
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24. REQUIRED: Remove the document reference (set the fields to blank).

Figure 160: Document Reference

— Document Reference

Type Number tem Accounting
- ~ ~
v x4 r i
Final View Default
Additional
Reprint Bill Referenced Statement Number F0210938
Reopen Bill 2

Update To Unbilled | Apply

25. REQUIRED: Remove the Accounting Template value.

Figure 161: Accounting Dimensions - Remove Accounting Template

— Accounting Dimensions

> BBFY EBFY > Fund Region Org Code Program
> >
Project Code Activity Sub-Object Class Revenue Source Sub Revenue Source Building #
Location/System Vehicle Tag # Work Item Lease # Reimbursable Sub-Object Class Reimbursable Sub Object
Cost Organization YBA BETC Cohort Yr PRC
> % >

NOTE: The Posting Order, Tender Type will default from the CR Document Type. The
Receivable Type, Business Line, Vendor and Amounts will copy forward from the
referenced BDs.

26. Select the Save button.

Figure 162: CR7 - Save Message

IForm CR7201802070000 was saved successfully.

Header Accounting Lines Approval Routing Memos Summary Correspondence
Accounting Line Charge Lines Associated Spending
Item: 1 2

27. Select the Verify button.
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28.

29.

GSA

Figure 163: CR7 - Verify message

n Form CR7202103110001 was verified successfully.

Header Accounting Lines Approval Routing Memos Summary Correspondence

NOTE: If any errors exist, a message will appear at the top of the page displaying the
error(s) encountered. Correct the errors and select the Verify button again. The messages
in the screen above are informational only and do not need to be corrected.

NOTE: Forms in Held and Rejected status can be routed for review prior to submission.
When initiating a review, the form can be routed to one or more reviewers in the Review
Form Modal Window. Reviewers then can enter comments and/or suggest changes to the
form. Users can accept/reject individual comments or reply to document a resolution. The
Review Form Workflow & Commenting QRG
(https://corporateapps.gsa.gov/applications/financial-apps/pegasys/) provides details.

Select the Submit button.

Figure 164: CR7 - Submit Message

SYSTEM MESSAGES

1 message(s)

n Form CR72021031100017 was submitted for processing successfully.
NOTE: If no errors are encountered upon selecting the Submit button a message appears
stating that the form has been submitted for processing.

NOTE: To refund the applied credit, create a new Payment Authorization (IP). Please
refer to Section 4.15.4.5 or Section 4.15.4.9.

NOTE: Upon completion of work on the CR, the Credit Application document
generation screen will need to be closed.

Select the Back button to return to the Pegasys navigation.

Figure 165: Back button

- BPEGASY'S A | allroles133 v

CASH RECEIPT DOCUMENT

>k Document Type
CR7 ¥
R7 Credit App (Refund, Wi
> Document Number
CR7202103110001
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The Credit Application Worksheet is again displayed.

Figure 166: Credit Application Worksheet

Credit Application Worksheet

Search Criteria for Unapplied Credit Search Criteria for Qutstanding Bills
Document Title Document Title

Document Type & ”

1t Number o Number w

e Number w2 Accounting Line Number

Bill Type/Type of Transfer | Standard Line Typ

endor v B Bill Type/Type of Transfer
=]

Document Date To [} Vendor | 14485R 14485R

Outstanding Credit Amount To Document Date ) [To [}

Additional Criteria | Search | Clear Collection Due Date o [T =}

Outstanding Amount To

Additional Criteria | Search | Clear

NOTE: The credit application worksheet page is composed of two sections and these are
Search Criteria for Unapplied Credit and the other is Search criteria for outstanding bills.
The Search criteria for unapplied credit section has some of the following fields:
document title, document type, document number, accounting line number, bill type/type
of transfer, vendor, document dates, and outstanding credit amounts. Below this is an
additional criteria button, a search button, and a clear button. The Search criteria for
outstanding bills section has the following fields: document title, document type,
document number, accounting line number, line type, Bill type/type of transfer, vendor,
document dates, collection due dates, and outstanding amounts. Below these fields is an
additional criteria button, a search button, and a clear button.

4.15.3.5 Transfer Non-IPAC Credit to Treasury

Credits that cannot be refunded or applied to outstanding bills must be returned to the Treasury
miscellaneous fund. The Transfer to Treasury process applies a credit to reduce the outstanding
bill, and then records the application of the credit in the Treasury fund 0890.

To transfer unapplied credits to Treasury, follow the steps below.

NOTE: The following steps assume the user has knowledge of a non-IPAC BD Credit Statement
number. To create a non-IPAC BD Credit, please refer to Section 4.15.2.1.

Steps to Transfer Non-IPAC Credit to Treasury 0890 Fund:
1. Navigate to Queries — Accounts Receivable — Credit Application Worksheet.

The Credit Application Worksheet is displayed.
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Figure 167: Credit Application Worksheet- Non-IPAC Credit to Treasury

Credit Application Worksheet

Search Criteria for Unapplied Credit Search Criteria for Outstanding Bills

Bill Type/Type of Transfer  [Standard Line Type v
Vendor % % Bill Type/Type of Transfer | Standard ~ ~
Document Date g | To =] Vendor 14485R 14485R
Outstanding Credit Amount To Document Date S &)
Additional Criteria | Search | Clear Collection Due Date 6 |To =}
Outstanding Amount To

Additional Criteria | Search | Clear

NOTE: The credit application worksheet page is composed of two sections and these are
Search Criteria for Unapplied Credit and the other is Search criteria for outstanding bills.
The Search criteria for unapplied credit section has some of the following fields:
document title, document type, document number, accounting line number, bill type/type
of transfer, vendor, document dates, and outstanding credit amounts. Below this is an
additional criteria button, a search button, and a clear button. The Search criteria for
outstanding bills section has the following fields: document title, document type,
document number, accounting line number, line type, Bill type/type of transfer, vendor,
document dates, collection due dates, and outstanding amounts. Below these fields is an
additional criteria button, a search button, and a clear button.

2. Enter the outstanding credit line criteria on the left side of the screen (Search Criteria for
Unapplied Credit). To retrieve a specific credit, enter the Statement Number, Vendor
(Customer), and any additional criteria known.

NOTE: To enter/search by specific accounting dimensions, select the Accounting
Dimension button.

Figure 168: Credit Application Worksheet Information

ADDITIONAL CRITERIA x
External System ID tr Business Line tr
Statement Number | F0210938 Related Statement
Nurnber
Agreement Number o
&
tr
<
Contracts Number &
Depository Line o
Blanket Agreement o Number
Humber Payee Line Number Q
Billing Status ~
Debt Appeal v
Source Number Forbearance
Receivable Type o
Accounting Dimensions
Accounting Template i
BBFY EBFY Fund Region 0rg Code Program
> > 7 o tr o
Project Code Activity Sub-Object Class Revenue Source Sub Revenue Source Building #
o o 7 o tr o
Location/System Vehicle Tag # Work Item Lease # Reimbursable Sub-Object Reimbursable Sub Object
¥ 1 1 Py Class e
=
ad Cost Organization
~
YBA BETC Cohort Yr PRC
> o > S
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NOTE: Query performance is improved with each additional search criteria entered. For
example, rather than simply entering business line of “Fleet”, enter the Bill/Statement
Number, Date range and any additional billing detail that can be provided. Users should

not execute “Blind” queries, without search criterion.

The Accounting Dimension window pops up.

Figure 169: Credit Application Accounting Dimensions

Accounting Dimensions

Accounting Template fe
BBFY EBFY Fund Region Org Code
> > i ks g
Project Code Activity Sub-Object Class Revenue Source Sub Revenue Source
b4 w7 g s 7
Location/System Vehicle Tag # Work Item Lease # Reimbursable Sub-Object
o w g < Class
k44
YBA BETC Cohort Yr PRC
> g > w

Select the Search button to execute the query.

Program

hid
Building #

g

Reimbursable Sub Object

g
Cost Organization
g

The search results will be returned in the Unapplied Credit item collection.

NOTE: The item collection may need to be expanded in order to see the results. Expand

the window using the arrows in the lower right corner.

Figure 170: Search Results

UNAPPLIED CREDIT 1= @ oSl
1-6of 6 results
Applied
Line Doc Actg Document Statement Line Closed
Amount Typ ;1 Doc Num Ln # Date Number Currency Amount Amount
" R FMNF0210713 . R R, ) ’ R " P
($100.00) FMN _]:3 ! l 01/09/2027 FO210713 UsD ($200.00) (S100.00)
. S FMNFO210735 R R ) 4 R
($100.00) FMN CI;O / 3 01/12/2027 FO210735 UsD ($100.00) $0.00
" . FMNF0210946 I R . " R
($100.00) FMM 737 3 01/20/202 FOZ10946 UsD ($100.00) $0.00
MNFO21094:
($100.00) FMN _F,I':‘;NFLZH'“ 3 01/20/202 F0210943 usD ($100.00) $0.00
" R FMNFO210945 R R . " R
($100.00) FMN 7;5 3 01/20/202 FO210945 uUsD ($100.00) $0.00
et FMNFD210944 e - . PP,
($100.00) FMN _”;4 3 01/20/202° FO210944 UsD ($100.00) $0.00
3
10 per page v Page |1 of 1

GSA

To view the accounting information, select the record and select the Details button.

A pop-up window with the accounting information is displayed.
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Figure 171: Unapplied Credit Detail

UNAPPLIED CREDIT DETAIL

Page 1ltem10of6 < Previous Next)>

Agreement Number |

“|

Agreement Line Number E

Accounting Line Description

Accounting Dimensions
Accounting Template | REGRESSIONTESTBAARFLEET <2 |
BBFY EBFY Fund Region Org Code Program
[2021 > ] | > | [ 285F | [oa tr|  [coompzza w|  [Tw 7
Project Code Activity Sub-Object Class Revenue Source Sub Revenue Building #
| 8] [ o] | o] [mw e swee
E Location/System
AD4 g
Vehicle Tag # Work Item Lease # Reimbursable Reimbursable Cost
| & | | ¢ | | e | Sub-Object Class Sub Object Organization
| ol ul | o
YBA BETC Cohort ¥r PRC
o >] s e [ o] [

5. To apply the credit and create a CR to transfer the credit to Treasury, select the record.
6. Select the Select button.

Figure 172: Select button

UNAPPLIED CREDIT IF @ KA JL
1-6 of 6results
Applied
Line Doc Actg Document Statement Line Closed
Amount Typ { Doc Num Ln # Date Number Currency Amount Amount
® ($100.00) FMN ::;NFM o7 1 01/09/2021 F0210713 usp ($200.00) ($100.00)
O (§100.00) FMN Eg;mmzm?as- 3 01/12/2021 F0210735 usp (5100.00) $0.00
O (§100.00) FMN ;;NFM paae 3 01/20/2021 F0210946 usp (5100.00) $0.00
O (§100.00) FMN ;g;“mzmgﬂ' 3 01/20/2021 F0210943 usp (5100.00) $0.00
O (§100.00) FMN ;g‘lﬁNFDZ‘I paas 3 01/20/2021 F0210945 usp (5100.00) $0.00
O (§100.00) FMN ;gl“mm paas 3 01/20/2021 F0210944 usp (5100.00) $0.00
1 3
I‘ Select HI Details H View Document | 10 per page v | @< Pagelt  |of1 > 2
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The Applied Credit item collection in the lower part of the screen will be enabled.

Figure 173: Applied Credit item Collection

UNAPPLIED CREDIT 15 LG:) 5 d QUTSTANDING BILLS
1-6of 6results No results
Applied _
Line Doc Actg Document Statement Line Closed 0 Applied Line Amount Doc Typ | Doc Num
Amount Typ Doc Num Ln# Date Number Currency Amount Amount
. (8100.00) FMN TT}NFDT‘ o 1 01/09/2021 F0210713 usp ($200.00) ($100.00)
(6100.00) FMN E:;;NFCN o7Es 3 01/12/2021 F0210735 usp ($100.00) $0.00
($100.00) | FMN :&NFEZW oose- 3 | 01/20/2021 F0210946 uUsp ($100.00) $0.00
(8100.00) FMN ;:]J;NFET‘EY”} 3 01/20/2021 F0210943 usp ($100.00) $0.00
(8100.00) FMN ;?;J;’NFET\ 0945 3 01/20/2021 F0210945 usp ($100.00) $0.00
($100.00) FMN ;Z‘NFCN Doss 3 01/20/2021 F0210944 usD ($100.00) $0.00
»
‘ Select H Detajls ” View Document ‘ |10 per page ~| Page[r  |of1
APPLIED CREDIT IF @ "ok
= ar
No results
_ Document Doc D C lion Due Vendor Address Line
U Type Num ActglLn # Date Date Number Code Code Type Currency | Applied Line Amc
| Apply Credit | |10 per page ~ Page1 |of1

7. Select the Apply Credit button to generate a Cash Receipt (CR).

Figure 174: Generate Cash Receipt

APPLIED CREDIT 1= I@ B
= ar
No results
~ Document Doc Document Collection Due Statement Vendor Address Line
L Type Num Actg Ln # Date Date Number Code Code Type Currency | Applied Line Amc

| Apply Credit | |10 per page ~ Page[r |of1

A new page will be displayed.

Figure 175: New Page

L. SPEGASYS A | allroles133 '~

CASH RECEIPT DOCUMENT

| Create |

| Back |

K Document Type
-]
| |
* Document Number
| |

| Generate ‘

8. REQUIRED: Enter the Document Type for Refunds (CT7/CT6).
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NOTE: Different CR Document Types are used for applying credits, creating refunds
and transferring unapplied credit to Treasury.

9. To search for the Document Type, select the reference link and enter search criteria.

Figure 176: Document Type Search Criteria

< BPEGASYS A | allroles133 '™

SEARCH - CASH RECEIPT DOCUMENT TYPE

Search Criteria

Code

* Document Category
CR - Cash Receipt ~

Narne

*Treasury¥

Short Name

Security Org
w

m Cancel

10. Select the appropriate Document Type for the Finance Region.

Figure 177: Document Type for Finance Region

« BPEGASYS A  allroles133 '~
1-2of 2results 1:_ @ x _1::
Document Short H
Code | Category Name Name | Status { [
RE&
Credit
App
(Return
Select *| cTs CR - Cash e Active
Receipt reasury
without
BD
Normal
line) CR
R7
Credit
App
(Return
Select | c17 ER ?a_Sh S Active
Receipt reasury
without
BD

11. Select the Generate button.
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Figure 178: Generate Button

< BPEGASYS

A | aliroles133 (v

CASH RECEIPT DOCUMENT

| Create ‘

| Back |

3k Document Type
lc7 w|
| R7 Credit App (Return to 1 ‘

K Document Number

|
| Generate |

12. Select the Create button to create the CR form.

Figure 179: Create CR

«BPEGASYS

A  aliroles133 '~

CASH RECEIPT DOCUMENT

‘ Create |

‘ Back |

>k Document Type

[c17 %

‘ R7 Credit App (Returnto 1 |
& Document Number

|€T7202103110002 |

‘ Generate |

The Cash Receipt form will be opened in a new window.

Figure 180: Cash Receipt form

‘ Header H Accounting Lines H Approval Routing H Memos H Summary H Correspondence ‘

— General
Document Type
Status
Document Number
Title
Received By
Post Code
Overseas Cashier Code
Disbursing Office
Sender's Disbursing Office
Agency UEI
Agency DUNS Number

Agency EFT Indicator

Deposit/Debit Voucher Number

€17 |[R7 Credit App (Retum to 1]

NEW |
CT7202103110002 I
|
|
=
El
65127 o
7]

FIFO Liquidation Worksheet ‘

|| petautt o Lines

Receipt Date

Accounting Period
Reporting Accounting Period
Batch Number

Document Classification
Security Org

Accomplished Date

Lockbox Number
Schedule Name

Formal Contract Number

o

kd

kd

kd

o]
(] Suppress Printing

e Vi Ve T [ o [
@
2

— Amounts

Admin Charges Amount: |

Principal Amount: |

$0.00]

Interest Amount: |

$0.00|

$0.00]

[t gomery |

IR - o

GSA
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13. Select the Accounting Lines tab.

Figure 181: Accounting Lines - Line Number and Line Type

ACCOUNTING LINES

Header | Accountinglines | ApprovalRouting | Memos || Summary | Correspondence
1-2of 2 results
Line Number Line Type Deposit Number Debit Voucher Number Amount Transaction Type Accounting Template BBFY | EBFY
Credit Reduction ($100.00) REGRESSIONTESTBAARFLEET 2021
2 Credit Application $100.00
Total Header Funded Amou $0.00
[

NOTE: Two accounting lines are created from the Credit Application Worksheet. One
accounting line must be updated to complete the transfer to Treasury. The following steps
are provided to reduce data entry. Alternatively, the data can be manually entered.

NOTE: One accounting line (Credit Reduction) has a negative line amount. One
accounting line (Credit Application) has a positive line amount. The net amount is 0.

14. Select the Credit Reduction line.

Figure 182: Credit Reduction Line

1-2of 2results

Line Number Line Type Deposit Number Debit Voucher Number Amount Transaction Type Accounting Template BBFY

EBFY

Credit Reduction ($100.00) REGRESSIONTESTBAARFLEET 2021
15. Select the Accounting Line link.
16. REQUIRED: Enter the Transaction Type of ‘01°.

Figure 183: Transaction Type 01

— General
Line Mumber 1
Line Type Credit Reduction s
> Transaction Type 01 w

17. REQUIRED: Enter the Tender Type of ‘CHECK”.

Figure 184: Payment Information - Tender Type

— Payment Information

|Ten:|er Type | CHECK A | Check/Money Order Number

18. Select the Accounting Lines hyperlink and select the Credit Application line.
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19. Select the Accounting Line hyperlink.

Figure 185: Accounting Line hyperlink

Header H Accounting Lines H Approval Routing H Memos ” Summary H Correspondence ‘

1
| Accounting Line ‘I Charge Lines H Associated Spending ‘

1-20f 2results

] Line Number | Line Type | Deposit Number | Debit Voucher Number ‘ Amount ‘ Transaction Type | Accounting Template ‘ BBFY | EBFY ‘
] 1 Credit Reduction ($100.00) | 01 REGRESSIONTESTBAARFLEET 2021
1] 2 Credit Application $100.00

Total Header Funded Amou ‘ ‘ ‘ $0.00 ‘ ‘ ‘ ‘ ‘

| Copy | v ” Remove ” Reset ” Replace |
20. REQUIRED: Enter the Transaction Type of ‘02’.

Figure 186: Transaction Type 02

— General

Line Number

Line Type | Credit Application v

* Transaction Type

21. REQUIRED: Enter the Receivable Type and Business Line.

Figure 187: General Information

— General

Receivable Type

LineNumber

Line Type | >k Receivable | FLNI o I
3 Transacion Type e

WiteOff Resson | #] Record Type

Confirmation Date E ouséﬂz:e

Calculate Charge Amount TROR Classification
Deposithumber [ | TROR Collection Type
oebitvoucherNumber || Original AccountingPeriod [ %]
S — ] SF-224 Reclassification
swnpse [ ) Source Number
i bate E I* Business Line | FLEET H|

Related Statement Number

22. REQUIRED: Enter the Vendor Code.

Figure 188: Accounting Line - Vendor Information

— Vendor Information

Vendor

* Vendor  [14485R ¥7 |[ 14485R {}|

Address Name | DOI, US FISH & WILDLIFE SERVICE |
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23. REQUIRED for the Transfer to Treasury Credit Application Line - Enter the following
accounting information:

a.
b.

C.

o

BBFY

FUND Code = ‘0890°.

Region (06 or 07 as appropriate).

Org Code = R0600000 or RO700000 as appropriate
Revenue Source Code = 6104 or 6105 as appropriate

Figure 189: Accounting Dimensions - Fund Code

had Default

EBFY - FNn{D R - - Progra -
. b-Object Class . . Building # .
w 2021 > C:;L;L CONOHVQ e w
24. REQUIRED: Enter the Tender Type of Check.
Figure 190: Check Tender Type
— Payment Information
|Tender Type CHECK | Check/Money Order Number

25. Select the Save button.

GSA
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Figure 191: Save message for Return to Treasury Document

SYSTEM MESSAGES
1 -1 of 1 results

Form CT7201604270333 was saved successfully

HEADER

‘ Header || Accounting Lines ” Approval Routing H Memos H Summary ” Correspondence

= General

Document Type | c17 H R7 Credit App (Return to Trt

Status HELD
Document Number CT7201604270333

Title [ 0771009 |

Received By

Post Code

Overseas Cashier Code
Disbursing Office GS187
Sender's Disbursing Office
Agency UEI

Agency DUNS Number

Agency EFT Indicator

i

FIFO Liguidation Worksheet

Deposit/Debit Voucher Number I:I Default ta Lines s

— Amounts

Original Change

Principal Amount: | $0.00 ‘ ‘

m| Submit H Schedule H Refresh H Fund Currency |
26. Select the Verify button.

Figure 192: Verify Button for Return to Treasury Document

EYSTEM MESSAGEY

@ Form CT7201604270333 was verified successfully.

HEADER

| Header H Accounting Lines ” Approval Routing || Memos || summary || Correspondence |

NOTE: If any errors exist, a message will appear at the top of the page displaying the
error(s) encountered. Correct the errors and select the Verify button again. The messages
in the screen above are informational only and do not need to be corrected.

GSA BAAR Pegasys 7.8 User Guide - Updated J 2023 Page 111



CGI Federal

NOTE: Forms in Held and Rejected status can be routed for review prior to submission.
When initiating a review, the form can be routed to one or more reviewers in the Review
Form Modal Window. Reviewers then can enter comments and/or suggest changes to the
form. Users can accept/reject individual comments or reply to document a resolution. The
Review Form Workflow & Commenting QRG
(https://corporateapps.gsa.gov/applications/financial-apps/pegasys/) provides more

details.

27. Select the Submit button.

Figure 193: Submit message for Return to Treasury Document

SYSTEM MESSAGES
1 message(s)

n Form CT7201604270333 was submitted for processing successfully.

& Links & Inbox

4.15.4 Credit Refunds

Refunds are created out of the Accounts Payable module, as the refund document is the Payment
Authorization (IP document category, also called the Itemized Payment). Refunds are also used
for credits on G-Invoicing/IPAC bills, since Treasury does not accept negative amounts.

The Payment Authorization (IP) is found under the Accounts Payable subsystem.
Transactions — Accounts Payable — New — Payment Authorization.

Figure 194: Payment Authorization

Q Filter T « PPEGASYS
Search Formz
< Transactions
Faceted Search
Q Form/Document Selection (5) Links &3 Inbox
Mass Import Task
E B Accounts Payable v
E N
[ il ] Item/Number
@ ol Item/Number
Internal Voucher
& I Payment Authorization I Title
Title

Correct
View Task Status

Delete
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4.15.4.1 Payment Authorization (IP) Description and Uses

IPs are used to refund credit bills and refund overpayments that have been received via
collections (CRs). IPs can be used to refund customers for both IPAC and non-IPAC credits. As
such, IPs can be disbursed via Treasury Disbursement processes (or Treasury Check or EFT) or
the G-Invoicing/IPAC outbound process. Account Receivable will have separate IP document
types from the existing Pegasys Accounts Payable IP document types.

The Pegasys user guide contains additional information on the IP document category, as well as
the Treasury Disbursement process.

4.15.4.2 Payment Authorization (IP) Document Types

Each BAAR Business Line will use predetermined document types. The document type is a
configuration of the Document Category. For example, the Itemized payment Authorization (IP)
is a Document Category. For most document categories, each Business Line has been assigned a
unique document type to accommodate different business processes as well as to provide a
unique system categorization of the business line’s transactions; however, certain document
types will be shared by multiple business lines.

The IP Document Types for Accounts Receivable will be distinct for each GSA ALC, meaning
Region 6 (47000016) will have one document type and Region 7 (47000017) will use another. In
addition, separate IP document types will be created for each finance region for the non-IPAC
transactions and the G-Invoicing/IPAC transactions due to the nature of differences in data
requirements for G-Invoicing/IPAC transactions. Each Document Type is differentiated by
region. The ‘7’ denotes use in Region 7; the ‘6’ denotes use in Region 6.

The CB6/CB7 is used for pull payments or IPAC Customer Generated Exceptions and is detailed
in BAAR User Guide 5 of 10, Section 4.12.3.

Please refer to the appendix for a full listing and breakdown of Document types and their
descriptions - BAAR User Guide 8 of 10, Section A.6.

4.15.4.3 Payment Authorization (IP) - User-Defined Form Field Descriptions

The Payment Authorization (IP) form has the same notebook structure and contains many of the
same fields as the accounts receivable documents, however IPs have additional tabs for the
disbursement process. The IP does not contain Detail Billing Records (DBR) or have an office
address tab. Unlike the BD, the IP has a Correspondence tab in order to create/view document
level correspondence. For information on the correspondence page definition, please refer to
BAAR User Guide 5 of 10, Section 4.9.

The listing of User-Defined fields on the Billing Document (BD) Form is available at BAAR
User Guide 9 of 10, Section B.15.
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4.15.4.4 Add Document Level Correspondence to Payment Authorization (IP)

Correspondence functionality enables users to communicate electronically with GSA customers
(and vice versa) regarding statements and collections. All correspondence is documented within
Pegasys and can be researched and referred to in efforts to assist GSA customers better.

Document level correspondence can be added to Payment Authorization (IP) documents and
forms. Correspondence is available on all document types falling under the Payment
Authorization (IP) document category.

To add correspondence to a Payment Authorization (IP) document or form, follow the steps on
next page.

If adding to an already processed document, retrieve the document following the steps in BAAR
User Guide 3 of 10, Section 4.6.10.2.

Steps to Add Document Level Correspondence During New Payment Authorization (IP)
Form Creation:
1. Navigate to Transactions — Accounts Payable — New — Payment Authorization.

The New Payment page is displayed.
Figure 195: New Payment Authorization Page

NEW PAYMENT AUTHORIZATION

New Payment Authorization

* Document Type g
Document Number Format Prefix ir
Security Org ir

%} Document Number Generate

Title
Copy Document (@ None

Copy From
Copy Forward

File No file chosen
2. REQUIRED: Enter Document Type.

NOTE: Only manual document types are used for online creation.

3. Select the Generate button to generate a Document Number. A unique document number
will be generated in the Document Number field. Once the document number is
generated, the Generate button will be disabled, prohibiting multiple selection attempts
so that sequence numbers are not skipped.
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Figure 196: Payment Authorization - Generate Document Number

NEW PAYMENT AUTHORIZATION

New Payment Authorization

>k Document Type
Document Number Format Prefix

Security Org

MRE  +¥ || R6 Manual IP NonlPAC Re
x ¢

7

> Document Number

MR62021031100001

Title

Copy Docurment

File

4. Select the Finish button.

® None
Copy From

Copy Forward

Choose File | Mo file chosen

The Payment Authorization (IP) header tab is displayed.

Figure 197: Payment Authorization Header

Header Fixed Assets Header Accounting Lines Iternized Lines Approval Routing Memos
— General
Document Type MR6 R6 Manual IP NonIPAC Re Authorization Date m]
Status NEW Accounting Period g
Document Number MR62021031100001 Reporting Accounting Period w
Title Document Classification w
Authorized By Security Org | GSA
Post Code 4 Additional Payee Name
Automatic Reversal Accomplished Date m]
Reversal Accounting Period pwd Suppress Printing

Reverse After Period
Agency UEI
Agency DUNS Number

Agency EFT Indicator

NOTE: To create the IP, please refer to Section 4.15.4.5.
5. Select the Save button to save the form.
6. Select the Correspondence tab.

The Correspondence page Search Criteria section and item collection are displayed.
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Search Criteria

Figure 198: Correspondence page Search Criteria

Creator Subject Type Of v
Correspondence
Created Date Contact Person Public Publishing Flag v
From 3] First Name Record Number
To 5] Last Name Itemized Line Number
Assignment Code Accounting Line
Number
Correspondence
A
Clear
No results
Itemized Line | Accounting Line | Type Of
&@| RecordNumber | Created Date Creator First Name Last Name Assignment Code | Subject Correspondence Number Number | Corresponde
Back 10 per page v
Fi 199: Add B
igure : Add Button
CORRESPONDENCE
Search Criteria
Creator Subject ~
Created Date Contact Person blishing Flag v
From ] First Name Record Number
To [=] Last Name Temized Line Number
Assignment Code Accounting Line
Number
Correspondence
Clear
N
Itemized Line Accounting Line | Type Of
&  Record Number Created Date Creatar First Name Last Name Assignment Code | Subject Correspondence Number Number Carrespond

L

Im sy | s

The Correspondence page item collection, Contact Person, Agency Contact, Research

Information, and Correspondence sections are displayed.

GSA
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Figure 200: Correspondence page Blank Item Collection

1-10f1 results IF @ ¥ ar
ltemized Accounting Public
Record Assignment Line Line = TypeOf Publishing
& Number = Created Date = Creator First Name Last Name Code Subject Corresponder Number Number Corresponder | Flag
——
.
Back WEYLEM Reply = Save = Remove * 10 per page v Page|1  of1
Contact Person
* First Name * Last Name

Contact Title

Contact Phone
Mumber

Internaticnal
Phone Number

Contact Email Address

8. Select the newly created, blank record.

9. Inthe Agency Contact section, populate the fields pertinent to the correspondence
(Name, Title, Phone Number, and From Email Address).

Figure 201: Agency Contact Section

Agency Contact
Agency Contact Name
Agency Contact Title
Agency Contact Phone Number

From Email Address

10. In the Contact Person section, populate the First Name, Last Name, and any other fields
pertinent to the correspondence (Title, To Email Address, Phone Number, etc.).

Figure 202: Contact Person Info

Contact Person
> First Name | John % Last Name | Smith
Contact Title Purchasing Manager

Contact Phone 555-555-5555
Number

International
Phone Number

Contact Email Address | john.smith@company.corr

NOTE: If the Agency Contact section fields are left blank, Pegasys will default this user
information from the Principal table upon selecting Save.

11. In the Correspondence section, select the Communication Source and Type of
Correspondence from the available dropdown lists.

12. Update the Correspondence field to include the text to be sent.
13. Optionally populate the additional fields pertinent to the correspondence.
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Figure 203: Correspondence Section

Correspondence
Communication Phone v Public Publishing Flag Record Number
Source
Creator Created Date
>k Type Of Communication v
Correspondence Last Modified By Last Modified
Subject | Re: Payment 2355068 Accounting Line
Number
Itemized Line

Number

% Correspondence | Dear Sir|

p

14. Select the Public Publishing checkbox to make the correspondence viewable by the
customer in VCSS.

15. Include the Accounting Line Number associated with the correspondence.

Figure 204: Correspondence Info

Correspondence

Communication Phone ~ Public Publishing Flag Record Numbser
Source
hiR Creator Created Date
* Type Of Communication £
Last Modified B Last Modified
Correspondence i Y
Subject Re: Payment 2355068 Accounting Line
Number
Itemized Line

Number

* Correspondence Dear Sir,

16. Select the Save button.

NOTE: Upon selecting Save, the following Correspondence fields are automatically
populated:

a. Vendor Email Address - If the document has one accounting line, the system
defaults the email address from the line level Vendor More detail information. If
the document has multiple lines, the system generates an informational message
stating that multiple email addresses are available and does not populate the field.
If email address is not available on Vendor More detail, the system generates an
informational message stating that no email address is available and does not
populate the field.
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b. Record Number - Records the next available correspondence record number.
Creator - Records the user ID of the person creating the correspondence record.
d. Created Date - Records the date and time the record is created.

e. Last Modified By - Records the user ID of the person modifying the
correspondence record.

f. Last Modified Date - Records the date and time the record is modified.
The Correspondence page item collection and Contact Person, Agency Contact,
Research Information, and Correspondence sections are displayed.

Figure 205: Correspondence Page Item Collection

Itemized Accounting Public
Record Assignment Line Line Type Of Publishing
& Number Created Date Creator First Name Last Name Code Subject Corresponder Number Number Corresponder | Flag

.

Back m Reply Save Remove Email - 10 per page hd Page 1 of 1

Contact Person
* First Name | John * Last Name

Contact Title

Contact Phone
MNumber

Intemnational
Phone Number

Contact Email Address

Agency Contact
Agency Contact Mame | All Roles 123 CG
Agency Contact Title
Agency Contact Phone NMumber

From Email Address fake. email@usda.gov

NOTE: The correspondence page has an item collection table where the columns
makeup the parameters for each row. Each row represents an individual record
and each record can be selected by selecting the radio button to the left of the first
column. Below the table are the following buttons: back, add, save, remove,
email, history, and ellipses, which expands to reveal more actions. Below these
buttons is a contact person section, an agency contact section, and a research
information section. The contact person section has a required first name and a
required last name below. The selected record has a first name of John and a last
name of Smith.

17. To attach a file to the correspondence record, select Attachments.
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Figure 206: Attachments

Itemized Accounting Public
Record Assignment Line Line Type Of Publishing
& Number Created Date Creator First Name Last Name Code Subject Corresponder Number Number Corresponder  Flag
& 1 ‘: j; e allroles123 John Smith ”“s;::;" Dear Sis, c True

Back m Reply Save Remove] Email 10 per page v Page |1 of 1
Contact Person m .

* FirstName | John Aftachments * LastName | Smith

Contact Title Purchasina Manaoer
18. Choose Select or Drag Files Here.

Figure 207: Attachments Page
.
Upload Files
Click or Drag Files Here
No results 1B
Number Status Title Attachment Type Draft/Final Actions
Repository 10 per page v Page|1 |of1
19. Select the desired file and select Open.
Figure 208: Open button
File name: hd IAII Files Vl
| Open ‘Vl l Cancel ]
Figure 209: Import Attachment Page
ATTACHMENTS
Number 1 Attachment Signed

Title | Test.docx Transmit to External Application

Number of
Pages

Description

Attachment Date | 03/18/2021 u}

Attachment Type w
Draft/Final v Attachment Editable Flag
File Name | Test.docx

File Type | docx

20. Select the Apply button.

21. Select the x in the upper right corner to close the window.
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The attachments page associated with the selected correspondence record, including an
item collection of attachment files as well as detail information regarding each file is

displayed.

1-10f1results

Record

4 Number Created Date | Creator

Figure 210: Attachments Page

First Name

Last Name

Assignment
Code

Itemized
Line
Number

Subject Corresponden

Accounting
Line
Number

Type Of

F@Xar

Public
Publishing

Corresponder | Flag

03/18/2021
01:36

@ ¢ 1

Back Reply

allroles123

Save | Remove | Email | =

John

Smi

th

Re: Payment

i Dear Sir,
2355068

2

10 per page

C

True

Page |1 of 1

NOTE: The attachment table contains columns that makeup the parameters for each row.
Each row represents an individual record and each record can be selected by selecting the
radio button to the left of the first column. Below the table are the following buttons:
return, import local file, repository, delete, check out, and ellipses, which expands to
reveal more actions. Below these buttons is the document information section and an edit
information section. The edit information section is below the document information
section and contains a checked out dropdown, locked by, and the last edit date.

22. To send an email to the Contact Person containing the information from the
correspondence record, select the record in the item collection and select Email.

NOTE: When sending correspondence as an email to the customer, users should include
their own email address so that the correspondence is also sent to their inbox.

The system-generated message notifying the user that the email was created and sent to
the address documented in the To Email Address field is displayed.

4.15.4.5 Manual Creation Non-IPAC Payment Authorization (IP) Document (Refund)

The following steps describe how to create a non-IPAC payment manually. To query the entire
document chain of a non-IPAC BD credit refund, the user can enter the Statement number in the
Invoice field of the BD Credit line and the invoice value will be copied forward through the CR
Credit Application and the IP Refund.

When creating an Accounts Receivable Itemized Payment, it is required that the IP document
have a Document Reference. Therefore, users may review the following sections to find more
information on creating the original document that the IP will reference:

To create a non-IPAC BD Credit line, please refer to BAAR User Guide 5 of 10, Section
4.10.2.1.

To apply a non-IPAC BD Credit using the Credit Application Worksheet, please refer to BAAR
User Guide 5 of 10, Section 4.10.3.1.

To amend the BD to add the Statement Number to the Invoice field, please refer to BAAR User
Guide 1 of 10, Section 4.3.3.3 and the BAAR User Guide 1 of 10, Section 4.5.5.
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Steps to Create an Accounts Payable Form-Payment Authorization (IP) Non-IPAC:
1. Navigate to Transactions — Accounts Payable — New — Payment Authorization.

The New Payment page is displayed.
Figure 211: New Payment Authorization

NEW PAYMENT AUTHORIZATION

New Payment Authorization

> Document Type b
Document Number Format Prefix ir
Security Org w

* Document Number Generate

Title
Copy Docurnent (@ MNone

Copy From
Copy Forward

File No file chosen

2. REQUIRED: Enter Document Type.

NOTE: Only manual document types are used for online creation. Payment
Authorization (IP) document types are differentiated by the type of the disbursing method
(IPAC or Treasury check).

Figure 212: Payment Authorization Document Types

New Payment Authorization

b3 Document Type |MR6 7 || R6 Manual IP NonlPAC RE'I

3. Select the Generate button to generate a Document Number. A unique document
number will be generated in the Document Number field. Once the document number is
generated, the Generate button will be disabled, prohibiting multiple selection attempts
so that sequence numbers are not skipped.
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Figure 213: Generate Document Number

New Payment Authorization

> Documnent Type MRE ¥ || R6 Manual IP NonlPAC Re
Document Mumber Format Prefix ir

Security Org ir

>k Document Number [ \Rrg2021031100002

Title
Copy Document (@ None

Copy From
Copy Forward

File || Choose File | No file chosen

NOTE: The Document Number Formats are defined per document type and business
line. For example, the Document Number format for ‘MR6’ is the document type of
Payment Authorization (IP) form followed by the date and a sequential number, ###.

The Document Number format for ‘MR7’ is the document type of Payment Authorization
(IP) form followed by the date and a sequential number, e.g., MR7YYYYMMDD###.

The complete list of Document Number formats is defined in the Configuration
Spreadsheet.

4. REQUIRED for Accounts Receivable IPs: to copy forward from a referenced Cash
Receipt (CR) for refunding, select Copy Forward.

Accounts Receivable payments must have a referenced document. For non-IPAC refunds,
the reference must be a CR.

Copy Forward is used when referencing a document.

Figure 214: Copy Forward

Copy Document MNone

Copy From

® Copy Forward

File Choose File | No file chosen

5. To Copy Forward, enter the document number and other search criteria to copy.

Figure 215: Copy Forward document - Search Criteria

Search Criteria
Document Type L6F 1z || R6 Fleet Lockbox CR (4701r Accounting Period
Document Number Accounting Period
Documen t Status v From Date 05/01/2020 O
User ID To Date [m]

Title Vendor bxd

6. Select the CR document to reference and select the Finish button.
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Search Criteria
Document Type

Document Number

Document t Status
User ID

Title

Copy Lines

+ Additional Criteria

+ Accounting Di

1-100f 1,627 results

Document Category

Figure 216: Copy Forward Button

L6F 7 |[R6 Fleet Lockbox CR (470 7% Accounting Period
Accounting Period

~ FromDate  [05/01/2020 O

ToDate o

2

Document Type

® Copyalllines Choose which lines to copy Copy nolines

F@X

Amendment / Temporary Amendment
Document Date Modification Number Number Title Document Status & User ID

L6F

L6F

L6F

L6F

06/02/2020 Held

NOTE: At the bottom of the page is an item collection table where the columns makeup
the parameters for each row. Each row represents an individual record and each record
can be selected by selecting the radio button to the left of the first column. Below the
table is a back button, a finish button, and a cancel button. The selected row has a
document category of CR and the document type has a value of L6F. The finish button is
the second button.

7. On the “Header” Page, enter the person authorizing the payment in the Authorized By
field and System ID fields.

Populate the Pegasys System required fields in the following sections. The Pegasys
System required fields are identified by the red asterisk beside them on the screen.

a. GQGeneral

b. Vendor Information

c. [External System Information

Header Fixed Assets

— General

Figure 217: Header page

Header Accounting Lines Itemized Lines Approval Routing Memos

Document Type MR6 R6 Manual IP NonIPAC Rel Authorization Date B

Status NEW Accounting Period w

Document Number MR62021031200001 Reporting Accounting w

Title Period
Document Classification e
I Authorized By I
Security Org GSA
Post Code bAd

Reversal Accounting
Period

Reverse After Period
Agency UEI
Agency DUNS Number

Agency EFT Indicator

GSA

. Additional Payee Name
Automatic Reversal

- Accomplished Date B

Suppress Printing
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Figure 218: User Defined Fields Section

— External System Information
System ID FLEETMANL +¥ Modified External Document

External System
Document Number

External System Amount $0.00

— User Defined Fields
> Assignment Code RG6GRP2

Bidders Last Name

NOTE: The Authorization Date, Accounting Period, Reporting Accounting
Period will default to the current date when these fields are left blank and the
form is verified or processed.

8. Select the Header Accounting Line tab.

NOTE: Pegasys will not use Itemized Accounting Lines or Fixed Assets on Accounts
Receivable related payments.

9. Select the Accounting Line and the Header Accounting Line hyperlink.
NOTE: An accounting line will copy forward from the reference CR.

Most information required for the IP will be populated by the referenced document.

Figure 219: Header Accounting Line hyperlink

Header Fixed Assets Header Accounting Lines Itemized Lines Approval Routing Memos
Header Accounting Line || ContractsPay || TaxLines || Associated Spending
1-50f 5 results F®X i
Line Number Payment Amount Line Type | Transaction Type Amount Applied Credit Applied Prepayment Holdback Suspension Accounting Tem
] 1 $0.00 | Normal $0.00 $0.00 $0.00 $0.00 $0.00
2 $0.00 | Normal 50.00 $0.00 $0.00 $0.00 $0.00
3 $0.00 | Normal 50.00 $0.00 $0.00 $0.00 $0.00
4 $0.00 | Normal 50.00 $0.00 $0.00 $0.00 $0.00
5 $0.00 | Normal 50.00 $0.00 $0.00 $0.00 $0.00
Total Header Funded Amou $0.00
»
Copy | v | Remove | Reset | Replace 10 per page v Page|1  |of1

10. REQUIRED: Enter the Payment Amount.
NOTE: IPs do not copy forward the amount from CRs.

Figure 220: Line Amounts Section - Payment field

— Line Amounts

| Payment $2,951.80 | Applied Prepayment $0.00
Amount
Applied Credit $0.00
Holdback Amount $0.00
Withholding Tax $0.00 Suspension Amount $0.00
Line Amount After Withholding $2.951.80
Withholding Tax Allowance $0.00
Net Total $2,05180
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11. REQUIRED for Refunds: Review the YBA to match that of the Collection.

— Accounting Dimensions

Template
> BBFY
2016 >
Project Code

w7
Vehicle Tag #

g
BETC

i

Figure 221: Accounting Dimensions - YBA

“ Default
EBFY Fund Region Org Code
> 455F w 08 bid F08Y0000
Activity Sub-Object Class Revenue Source Building #
FE1T1 P Al A100 w
Work Item Lease # Reimbursable Sub-Object Class Cost Organization
w w w
Cohort Yr PRC
> o

vy

Program
FE32 w

Location/System
A02 w

YBA
2076 >

NOTE: The YBA is in the accounting dimensions section. The accounting information
will copy forward from a referenced document.

To review the reference document, select the view button in the Document Reference

section.

The reference document will be opened in a new window in View mode.

Figure 222: Document Reference View button
— Document Reference
Type Number Item Exhibititem
L6F ¢ L6F201504270105 i 0000¥r A
Final Misc Liquidate Items
Referenced Statement Number F0129788

View Default

12. REQUIRED: Enter valid Revenue Source.

= Accounting Dimensions

Template

> BBFY
2016 >
Project Code

w
Vehicle Tag #

1A
BETC

14

Figure 223: Revenue Source in Accounting Dimensions

o Default
EBFY Fund Region Org Code
> 455F A4 08 w F08Y0o00
Activity Sub-Object Class Revenue Source Building #
FE111 w w A100 w
Work Item Lease # Reimbursable Sub-Object Class Cost Organization
RAg w w
Cohort Yr PRC
> w

13. OPTIONAL: Enter the User Defined Fields.
NOTE: The UDF should copy forward from the referenced document if entered.

GSA
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Program
FE32 1A

Location/System
A02 w

YBA
2016 >
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Figure 224: Copied Forward - User Defined Fields

— User Defined Fields

Fedcode/Customer
Fund Code

Class D #
Task/SubTask
Charge Type

Service Month

14. Select the Disbursing Information link.

Figure 225: Disbursing Information link

‘ Header H Fixed Assets H Header Accounting Lines H Itemized Lines H Approval Routing H Memos ‘

Disbursing Information
HEADER ACCOUNTING LINE pp—
J Header Accounting Line H Contracts Pay H Tax Lines H Associated Spending ‘ Correspondence

The Disbursing Information page is displayed.

Figure 226: Disbursing Information page

‘ Header H Fixed Assets H Header Accounting Lines H Itemized Lines H Approval Routing H Disbursing Information | [ o
— General
Disbursing Method ‘ v ‘
Disbursing Office | GS127 7|
Eligble ForPIR |~ |

— Interagency Transfer Information

Type |:‘ Payee's ALC ‘ A4 |
Inter-Agency Sub-level | w ‘ Payee's Disbursing Office ‘ w ‘

Prefix N

Partition ‘ fxd ‘
reasun Symbol Disbursement Number ‘ |
ATA AlD BPOA EPOA

Short Key | ‘ | ‘ | ‘ ‘ ‘ ‘ ‘ |PAC Schedule Date ‘ | ‘
A MAIN SuB
|~ ]

m| Submit | v H Schedule ‘ ‘ Fund Currency |
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NOTE: Below the disbursing information tab is a general section, an interagency transfer
information section, and a no check information section. Below the general section are
the following fields: disbursing method dropdown, disbursing office, and an eligible for
PIR dropdown. The interagency transfer information section contains some of the
following fields: type dropdown, inter-agency sub-level prefix, a treasury symbol sub
section, and customer BETC. To the right are additional fields. At the bottom of the page
are the following buttons: verify, save, submit, schedule, refresh, fund currency, and
ellipses, which expands to reveal more actions.

15. REQUIRED for Treasury Check Disbursing (NON-IPAC): Set the Disbursing Method
to Check/EFT.

Populate the Pegasys System required fields on the page. The Pegasys System required
fields have the red asterisk.

NOTE: The page will be refreshed with the relevant disbursing fields for Check/EFT

disbursing.
Figure 227: Disbursing Method to Check/EFT
Header Fixed Assets Header Accounting Lines Itemized Lines Approval Routing Disbursing Information
— General
Disbursing Method | Check/EFT v
Disbursing Office | GS127 w
Eligible For PIR 2%
— Check/EFT Information
Group Payments Disbursing Model v

NOTE: The Disbursing Model, Payment Category, Payment Type, Category and Type
will default upon verify from the Disbursing Office/Payment Options/Vendor settings.

After Verify:

Figure 228: Check/EFT Information

— Check/EFT Information

Group Payments I Disbursing Model Treasury Disbursing v I

— Treasury/FRB Disbursing Information

Payment Category w
Line Code ~
Check Type ~
Primary Payee Identifier Source v
Secondary Payee Identifier Source v

16. Select the Save button.
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Figure 229: Non-IPAC Payment Authorization - Save message

SYSTEM MESSAGES

1 -1 of 1 results

Form MR62021031200001 was saved successfully.

HEADER

Header Fixed Assets Header Accounting Lines Itemized Lines Approval Routing Memos

— General
Document Type MR6 Ré Manual IP NonlPAC Ref
Status HELD

Document Number MR62021031200001

17. Select the Verify button.

Figure 230: Non-IPAC Payment Authorization - Verify button

ltemized Payment\IP Accounting Line 2
ADQ006I The entered schedule payment date, 03/13/2021, is either a weekend or a holiday.

Header Fixed Assets Header Accounting Lines Itemized Lines Approval Routing Memos

HEADER ACCOUNTING LINE

Header Accounting Line Contracts Pay Tax Lines Associated Spending

ltem1of4:1 2 3 4

— General

Line Number 2 Original Accounting 06/2021 ¥

Period
EEVCM Submit |~ | Schedule Refresh || Fund Currency

NOTE: If any errors exist, a message will appear at the top of the page displaying the
error(s) encountered. Correct the errors and select the Verify button again. The messages
in the screen above are informational only and do not need to be corrected.

NOTE: If the following error is received, the payment should be saved and the
appropriate finance supervisors notified. This error means a TIN has not been recorded
on the Payment vendor and the vendor needs to be updated before the payment can be
disbursed.
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NOTE: Forms in Held and Rejected status can be routed for review prior to submission.
When initiating a review, the form can be routed to one or more reviewers in the Review
Form Modal Window. Reviewers then can enter comments and/or suggest changes to the
form. Users can accept/reject individual comments or reply to document a resolution. The
Review Form Workflow & Commenting QRG
(https://corporateapps.gsa.gov/applications/financial-apps/pegasys/) provides more
details.

Figure 231: No TIN Error

ltemized Payment\HdrDisbursementinformation\Primary Payee |dentifier Source
AP2392| Primary Payee |dentifier Source is set to Vendor TIN. However, the Vendor TIN is not populated.

18. Select the Submit button.

NOTE: To set a Workflow Priority of Urgent when submitting a form for approval,
select Submit then Urgent.

Figure 232: Non-IPAC Payment Authorization - Submit message

SYSTEM MESSAGES
1 message(s)

n Form MR62021031200001 was submitted for processing successfully.

NOTE: Manual payment documents are submitted to workflow for approval.
19. To research the workflow status, navigate to Form/Document Selection.

20. Enter the Document Number in the Search criteria and search.

Figure 233: Form/Document Selection - Document Status

1-10f1results F@X i
Amendment / Temporary
Document Type Document Number Modification Number Amendment Number Title Document Date Document Status User ID
® MRé MR62021031200001 03/12/2021 Pending Approval allroles133
Delete | View | Reference Query 10 per page v Page|1  |of1

When the form has been approved, the document status will be updated on
Form/Document Selection.

Figure 234: Document Status - Processed

1-10f 1 results F@X i
Amendment / Temporary
Document Type Document Number i ion Number Number Title D Date D Status User ID
® MR6 MR62021031200001 03/12/2021 Processed allroles133
View | Reference Query | Amend/Modify = - 10 per page v Page|1  |of1

Once approved, the document status will be updated to Processed.
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4.15.4.6 Correct Payment Authorization (IP) Document

Accounts Payable transactions (IP and NV) cannot be amended. To make updates to a processed
IP (before disbursing), the Correct mode must be used. The user must have the appropriate
security permissions to perform a correction. IPs can be corrected from the Form /Document
Selection Query or Transactions — Accounts Payable — Correct.

Payments (IP) can be corrected only until they have been disbursed. Once the disbursing process
starts, the payment cannot be corrected. If a user attempts to correct a payment that has been
disbursed or has started the disbursement cycle, a hard error will be returned.

For G-Invoicing/IPAC Payments, payments can only be corrected if they are “outbound”
payments, meaning payments GSA is creating to submit to G-Invoicing/IPAC via the G-
Invoicing/IPAC outbound process. Once G-Invoicing/IPAC Payments have been submitted to
Treasury, they can only be corrected with the G-Inv-IPAC Status of “Rejected by Treasury.” G-
Invoicing/IPAC Payments that are created via the G-Invoicing/IPAC inbound process can be
corrected to complete processing (if the payment form is held or rejected) but cannot be
corrected once processed. The Inbound Staging record can be corrected before Form Generation
is run if necessary.

The following steps describe how to correct a non-IPAC Payment Authorization (IP) form or
document:
Steps to Correct an Accounts Payable Form-Payment Authorization (IP):
1. Navigate to Form/Document Selection.
Payments can also be corrected via Transactions — Accounts Payable — Correct.

The Form/Document Selection page is displayed.

Figure 235: Form/Document Selection - Search Criteria

FORM/DOCUMENT SELECTION

Form/Document Selection

or overall degraded system

Search Criteria

Subsystem v Document Status (OFP)
Document Type (OFF) W o Processed Rejected
Documen 1t Number (OFF) Canceled Archived
Amendment / Modification Scheduled Pending Approval
Number
Held
Decument Category v
Accounting Period 1 |To 7 User ID S
From Date (OFP) ot &) Security Org P

System ID 7 Title/ Gontract Number (OFP)

Code (OFP) W < TIN (SSN/EIN)
UEI EFT Indicator

DUNS Customer Account B3

2. Enter the appropriate search criteria to retrieve the payment such as Document Number,
Document Type, and Date range.
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Figure 236: Form/Document Selection - Document Information

FORM/DOCUMENT SELECTION

Form/Document Selection

The fields designated as (OFP) indicate the fields that are Optin

mized For Performance when executing a search on this page.

Failure to populate at least one OFP field may result in a search that causes a system timeout and/or overall degraded system performance for all users.

*Please enter a To and From Date range of less than one month when searching for documents.*

Search Criteria

Subsystem

Document Type (OFP)

7 || R6 Manual IP NonIPAC Retz

| pocument Number (0FP) | MRs2021031200001

Amendment / Modification
Number

Document Category

Accounting Period 2 |To o
From Date (OFF)  [03/12/2021 03 |To o
D o
Vendor
g o o
V]
DUNS
Designated Agent - ALC w o
AAC/DODAAC o

Document Status (OFP)

Processed
Canceled
Scheduled

Held

User ID \3

Security Org o

Title/ Contract Number (OFP)

TIN (SSN/EIN)

EFT Indicator

Customer Account Py

Rejected

Archived

Pending Approval

NOTE: Query performance is improved with each additional search criteria entered. For
example, rather than simply entering Document Number, enter a user ID, Date range and
any additional billing detail that can be provided. Users should not execute “Blind”

queries, meaning no search criterion is entered.

3. Select the Search button to execute the query.

4. Select the document record and select the Correct button.

Figure 237: Correct button

1-10f1 results F@Xar
! Temporary
Document Type Document Number Number Number Title Document Date Document Status User ID
®© MRe MR62021031200001 03/12/202 Processed allroles133
View || Reference Query | Amend/Modify | - 10 per page v Pagelt  Jof1
The payment will be opened in a new window in Correct mode.
.
.
Figure 238: Correct Mode
Header Fixed Assets Header Accounting Lines Itemized Lines Approval Routing Memos
— General
Document Type | MR6 R6 Manual IP NonIPAC Ret Orig Authorization Date | 03/12/2021
I Status | CORRECT I Reset Document Date
Document Number | MR62021031200001 Authorization Date u}
Title Accounting Period w
Authorized By Reporting Accounting w
Period
Post Code % e
Document Classification Yr
Automatic Reversal
Security Org GSA
Reversal Accounting w
Period Additional Payee Name
Reverse After Period Accomplished Date t

Agency UEI
Agency DUNS Number

Agency EFT Indicator

Suppress Printing

v || Schedule Fund Currency

GSA
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5. Update any information on the document header.

Figure 239: Information on Header

‘ Header || Fixed Assets H Header Accounting Lines H [temized Lines H Approval Routing H Memos ‘ (-
— General
Document Type | MR6 | R6 Manual IP NanIPAC Rel| Orig Authorization Date | 03/12/2021
Status ‘ CORRECT | [~] Reset Document Date
Document Number | MR62021031200001 | Authorization Date | =1
I Title | Manual Non IPAC Correct Document I | Accounting Period | Tk‘
Authorized By ‘ | Reporting Accounting | s ‘

6. Select the accounting line to update the line information.

7. [If correcting the document to $0 for an erroneous transaction, update the line payment
amount to $0.

This step should be repeated for all lines on the payment if drawing the payment down to
$0.

Figure 240: Update line amount

— Line Amounts
Payment ‘ $0.00 | Applied Prepayment ‘ $0.00 |
‘ | Amount

Applied Credit 0.00 I
pp $ Holdback Amount ‘ $0.00 |
Withholding Tax ‘ $0.00 | Suspension Amount ‘ $0.00 |

Line Amount After Withholding ‘ $0.00 |

Withholding Tax Allowance ‘ $0.00 |

NetTotal | $0.00|

8. Select the Save button.
Figure 241: Non-IPAC BD Save message

SYSTEM MESSAGES
1 -1 of 1 results

Form MR62021031200001 was saved successfully.

| Header H Fixed Assets H Header Accounting Lines || ltemized Lines ” Approval Routing ” Memos |'

HEADER ACCOUNTING LINE

J Header Accounting Line H Contracts Pay ” Tax Lines H Associated Spending ‘

9. Select the Verify button.
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Figure 242: Header

SYSTEM MESSAGES

1-4of 4results

Itemized Payment\HdrDisbursementinformation\Primary Payee Identifier Source
AP2392| Primary Payee Identifier Source is set to Vendor TIN. However, the Vendor TIN is not populated.

Itemized Payment\HdrDisbursementinformation\Source
AP2392| Source is set to Vendor TIN. However, the Vendor TIN is not populated.
Itemized Payment\IP Accounting Line 2
AAD0006I The entered schedule payment date, 03/13/2021, is either a weekend or a holiday.

Header Fixed Assets Header Accounting Lines Itemized Lines Approval Routing Memos

NOTE: If any errors exist, a message will appear at the top of the page displaying the
error(s) encountered. Correct the errors and select the Verify button again. The messages
in the screen above are informational only and do not need to be corrected.

NOTE: If the following error is received, the payment needs to retain the original
Accounting Period in order for the document to process.

NOTE: Forms in Held and Rejected status can be routed for review prior to submission.
When initiating a review, the form can be routed to one or more reviewers in the Review
Form Modal Window. Reviewers then can enter comments and/or suggest changes to the
form. Users can accept/reject individual comments or reply to document a resolution. The
Review Form Workflow & Commenting QRG
(https://corporateapps.gsa.gov/applications/financial-apps/pegasys/) provides more
details.

Figure 243: Accounting Period Error

Header: MR6 R6 Manual IP NonlPAC Refund (47000016) MR62021031200001 HELD FULL FORM Header Accounting Lines ~ Header Accounting Line &

SYSTEM MESSAGES
1-4of 4results

Itemized Payment\IP Accounting Line 2
GS0424E Original Accounting Period cannot be greater than Document Accounting Period.

10. Select the Submit button.

NOTE: To set a Workflow Priority of Urgent when submitting a form for approval,
select Submit then Urgent.

Figure 244: R7 Manual Submit Message

SYSTEM MESSAGES
1 message(s)

Form MR62021031200001 was submitted for processing successfully.

NOTE: Manual payment documents are submitted to workflow for approval.

11. Navigate to Form/Document Selection to verify the status of the payment processing.
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Figure 245: Form/Document Selection - Document Processed

1-10f 1 results F® X ar
Amendment / Temporary
Document Type Document Number i ion Number 1t Number Title Document Date Document Status User ID
@ MR6 MR62021031200001 03/12/2021 Pending Approval allroles133
Delete | View | Reference Query 10 per page v Page |1 of 1

4.15.4.7 Cancel Payment Authorization (IP) Document

To cancel a Payment Authorization (IP), the user must have the appropriate security permissions.
IPs can be cancelled from the Form /Document Selection Query or Transactions — Accounts
Payable — Cancel.

Payments (IP) can be cancelled only until they have been disbursed. For non-IPAC payments,
once the disbursing process starts, the payment cannot be cancelled. If a user attempts to cancel a
disbursed payment or one, which has started the disbursement cycle, a hard error will be
returned.

For G-Invoicing-IPAC, payments can only be cancelled if they are “outbound” payments.
"Outbound" payments refer to payments GSA is creating to submit to G-Invoicing/IPAC via the
G-Invoicing/IPAC outbound process. Once G-Invoicing/IPAC Payments have been submitted to
Treasury, they can only be cancelled with the G-Inv-IPAC Status of “Rejected”. G-
Invoicing/IPAC Payments that are created via the G-Invoicing/IPAC inbound process cannot be
cancelled.

NOTE: MR6 and MR7 IP cancellations will go through workflow and require approvals to be
completed by users with the appropriate security permissions.

The following steps describe how to cancel a non-IPAC Payment Authorization (IP) form or
document.
Steps to Cancel an Accounts Payable Form- Payment Authorization (IP):
1. Navigate to Form/Document Selection.
Payments can also be cancelled via Transactions — Accounts Payable — Cancel.

The Form/Document Selection page is displayed.
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Figure 246: Form/Document Selection

FORM/DOCUMENT SELECTION

Eorm/Document Selectio

ne OFP field may resultin

timeout and/or overall degraded system performance for all users.

Document Status (OFP)

Processed Rejected

@ Canceled

Archived

Scheduled Pending Approval

Held
7 |To User ID o
gjm o Security Org o
System ID o Title/ Contract Number (OFP)
Vend
de (OFP) w o TIN (SSN/EIN)
el EFT Indicator
ks
ks R

2. Enter the appropriate search criteria to retrieve the payment such as Document Number,
Document Type, and Date range.

Figure 247: Document Number and Document Type

FORM/DOCUMENT SELECTION

Document Status (OFF)
MR T

Processed Rejected
T | Canceled Archived
B scheduled B Pending Approval
B ald
o |m rr —_
A A e o
it Titley Gontract Number (01F)
Vrnd
de (OFF) f & TIN (SSN/EIH)
UEI EFT Indicator
DINS
» o Agent
AACDODAAL
m Clvenr

NOTE: Query performance is improved with each additional search criteria entered. For
example, rather than simply entering Document Number, enter a user ID, Date range and

any additional billing detail that can be provided. Users should not execute “Blind”
queries, meaning no search criterion is entered.

3. Select the Search button to execute the query.

4. Select the document record and select the Cancel button.

Figure 248: Form/Document Selection - Cancel button

1-10f 1results

FeXar
Amendment / Temporary
D Type D Number ion Number Amendment Number Title Document Date Document Status User ID
® MR6 MR62021031200001 03/12/2021 Processed allroles133
Corect ~ | Cancel | View | Reference Query | Amend/Modify | - 10 per page v Page[1  |of1
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The payment will be opened in a new window in Pending Cancellation mode.

HEADER

Header Fixed Assets

— General

Document Type

Figure 249: Pending Cancellation mode Status

Header Accounting Lines

MR6 R6 Manual IP NonIPAC Ref

I Status

PENDINGCANCELLATION I

Document Number
Title
Authorized By

Post Code

Reversal Accounting
Period

Reverse After Period
Agency UEI
Agency DUNS Number

Agency EFT Indicator

MR62021031200001

Manual Non IPAC Correct Document

Automatic Reversal

Orig Authorization Date
Authorization Date
Accounting Period

Reporting Accounting
Period

Document Classification
Security Org
Additional Payee Name

Accomplished Date

03/12/2021

GSA

Suppress Printing

@ Submit | Schedule

NOTE: The header tab for a P6 document type document has a general section below
with grayed out fields and a vendor information section with grayed out fields. Below the
general section are some of the following fields: document type with a value of P6, status

with a value of PENDINGCANCELLATION, document number with a value of

P62018021400000, and an Authorized field with a value of
ALLROLES PURCHASING. Below the vendor information section is a vendor sub
section and a designated agent sub section. The vendor sub section has a required vendor
field with a value of 222199681 and an address name field with a value of RICOH
BUSINESS SYSTEMS INC. The designated agent sub section has the same fields as the
vendor sub section however there is a more button and a default button beside the vendor
field. Below the address name field is a 1099 Use Designated Agent flag. At the bottom
of the page are the following buttons: verify, save, submit, schedule, refresh, fund
currency, and ellipses, which expands to reveal more actions.

5. Enter the Cancel Reason on the Payment header.

— Cancel Reason

GSA

Cancellation Reason

>k Cancellation Justification
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Figure 250: Cancel Reason
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The Payment amount will be reduced to $0 automatically. No other updates should be

needed.

6. Select the Save button.

SYSTEM MESSAGES

Figure 251: Cancel Document - Save Message

ﬁ MR62021031200001 was saved successfully

HEADER

Header Fixed Assets

— General
Document Type
Status
Document Number
Title
Authorized By

Post Code

Reversal Accounting
Period

Reverse After Period

Agency UEI

Header Accounting Lines Itemized Lines

MR6 R6 Manual IP NonIPAC Ret
HELDCANCEL
MR62021031200001

Manual Non IPAC Correct Document

Automatic Reversal

Approval Routing

Memos

Orig Authorization Date
Authorization Date
Accounting Period

Reporting Accounting
Period

Document Classification
Security Org
Additional Payee Name

Accomplished Date

03/12/2021
03/12/2021 B
06/2021 ¢

b

GSA

Suppress Printing

@ Submit |\ | Schedule

Fund Currency

7. Select the Verify button.

Figure 252: Cancel Document - Verify message

[temized Payment\IP Accounting Line 2

ADO006I The entered schedule payment date, 03/13/2021, is either a weekend or a holiday.

HEADER

Header

Fixed Assets

Header Accounting Lines

Itemized Lines

Approval Routing

Memos

NOTE: If any errors exist, a message will appear at the top of the page displaying the
error(s) encountered. Correct the errors and select the Verify button again. The messages
in the screen above are informational only and do not need to be corrected.

NOTE: Forms in Held and Rejected status can be routed for review prior to submission.
When initiating a review, the form can be routed to one or more reviewers in the Review
Form Modal Window. Reviewers then can enter comments and/or suggest changes to the
form. Users can accept/reject individual comments or reply to document a resolution. The
Review Form Workflow & Commenting QRG
(https://corporateapps.gsa.gov/applications/financial-apps/pegasys/) provides more
details.

8. Select the Submit button.
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NOTE: To set a Workflow Priority of Urgent when submitting a form for approval,
select Submit then Urgent.

Figure 253: Cancel Document - Submit message

EYSTEM MESSAGES
1 message(s)

n Form MR62021031200001 was submitted for processing successfully.

NOTE: Manual payment documents are submitted to workflow for approval.

9. Navigate to Form/Document Selection to verify the status of the payment processing.

Figure 254: Document Status - Canceled

1-10of 1results F X i
Amendment / Temporary
Document Type Document Number Modification Number Amendment Number Title

Document Date Document Status User ID

M; I Non IPAC
® MR6 MRe2021031200001 | | | ManualNon

Correc 't Document t

03/12/2021 Canceled allroles133

10 per page v Page(1  [of1

4.15.4.8 Approve Non-IPAC Refund Disbursement (Undisbursed Payment Query)

Non-IPAC Payments pending disbursement are viewable on the Undisbursed Payment Query
(UDPQ). Payments are also approved (or rejected) for disbursement by authorized finance users.

The UDPQ is also used by Accounts Payables in Pegasys. The UDPQ is only applicable for
viewing and approval of non-IPAC payments.

When approving payments for disbursements, the approving users should verify the information
in the payment is correct.

The UDPQ is found at Queries — Automated Disbursements — Undisbursed Payments Query.

Figure 255: Navigate to Undisbursed Payment Query

m' Filter 4

rmdll Queries
Accounts Receivable

Q [EI Automated Disbursements ]
| Undisbursed Payment Query I

Payments Awaiting
@ Replacement Query
Schedule Query
Yoy,
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To approve a payment, the user must have the appropriate security permissions. Payments are
visible according to the user’s security org.

The following steps describe how to view and approve a non-IPAC Payment disbursement for
refunding credit.

Steps to Approve Payments on the Undisbursed Payment Query:
1. Navigate to Queries — Automated Disbursements — Undisbursed Payments Query.
The UDPQ page is displayed.
Figure 256: Undisbursed Payment Query

Undisbursed Payment Query

Search Criteria

Schedule Date v [m] Vendor Approved ~
System- v m] Code 7 %4 Held v
Calculated
Schedule Date Payee Name Rescheduled v
Disbursing Office w Disbursement in ~
Disbursing Model Progress
isbursing Model v
Document Group Payments v
Schedule v .
Category Doc Type ) Manual Check v
Document w .
Schedule Type v Numb Revaluation v
umber Required
Security Org g
Bank Account v
Currency hd Changed
Post Code hnd
Last Modified By w

2. Enter the appropriate search criteria to retrieve payments awaiting disbursements. At a
minimum, enter the Document Number, Vendor, and Disbursing Office.

Figure 257: Undisbursed Payment Query - Document Search Criteria

Undisbursed Payment Query

Search Criteria

Schedule Date v [} Vendor Approved v
Systemn- v t Code g w Held v
Calculated
Schedule Date Payee Name Rescheduled v
Disbursing Office w Disbursement in v
Disbursing Model Progress
isbursing Model v
Document (Group Payments v
Schedule ~ .
Category DocType |MR6 % Manual Check v
Schedule Type o Doyjumznt MR62021011000001 w Revaluation o
umber Required
Security Org w
Bank Account v
Currency w Changed
Post Code }A4
Last Modified By A4

3. Select the Search button to execute the query.
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NOTE: Query performance is improved with each additional search criteria entered. For
example, rather than simply entering a user id, enter the Document Number, vendor, Date
range and any additional detail that can be provided. Users should not execute “Blind”
queries, meaning no search criterion is entered.

Payments meeting the search criteria will be displayed in the item collection.

Figure 258: Undisbursed Payment Query Item Collection

1-1of 1 results

Approved | Last Modified By

System-
Calculated

Schedule Schedule Disbursing | Disbursing

Date Date Held | Office Model

Schedule | Schedule | Payee
Category | Type Code

Address | Payee
Code Name

FeXar

Doc
Type ] Doc Number

/] No ALLROLES_ACCTS_REC

Reschedule | Approve | ~ | Hold

Treasury
Disbursing

01/10/2021 01/10/2021 No KC6

Release | Details

4. Select the record.

Treasury
Disbursed | Corporate | 470491233
Check

5. Select the Details button to view the information.

The Undisbursed Payment Query Detail page is displayed.

Undisbursed Payment Query Detail

1-1of 1results

NEBRASKA
00012 STATE
AGENCY

10 per page

Figure 259: Undisbursed Payment Query Detail page

v

MR6 MR62021011000001

Page|1 of 1

Doc Type Doc Num Actg Ln #
® MR6 MR62021011000001 1
Reschedule | Approve | ~ | Hold Release Hold | View Document History
— General
Schedule Date | 01/10/2021
System-Calculated Schedule Date | 01/10/2021
Disbursing Office | KC6
Disbursing Model | Treasury Disbursing v
Schedule Category Treasury Disbursed Check
Schedule Type | Corporate
Security Organization GSA
Currency UsD
Post Code
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6. Select the detail record and choose the appropriate action to take on the record.

Figure 260: Undisbursed Payment Query Detail actions

Reschedule | Approve | ~ | Hold Release Hold | View Document History

’ uzisa pprove |

7. RECOMMENDED: view the document to verify the information contained in the
document is correct.

Figure 261: Verify Document

Reschedule | Approve | ~ | Hold Release Hold | View Document History

8. The document will be opened in a new window in view mode.

Figure 262: View mode

Header Fixed Assets Header Accounting Lines Itemized Lines Approval Routing Memos
— General
Make Recurring Orig Authorization Date 01/10/2021
Document Type | MR6 R6 Manual IP NonlPAC Ref Last Authorization Date | 01/10/2021
Status PROCESSED Accounting Period | 04/2021
Document Number | MR62021011000001 Reporting Acm:mgng 04/2021
erio

Title
! Document Classification

Authorized By )
Security Org GSA

Post Code
Additional Payee Name
Automatic Reversal
Accomplished Date
Reversal Accounting

Period Suppress Printing

Reverse After Period
Agency UEI
‘Agency DUNS Number

Agency EFT Indicator

NOTE: To make corrections to the Payment (before disbursing), please refer to Section
4.15.4.6.

NOTE: If the following error is received, the payment should be saved and the
appropriate finance supervisors notified. This error means a TIN has not been recorded
on the Payment vendor and the vendor needs to be updated before the payment can be
disbursed.

Figure 263: No Tin Warning

ltemized Payment\HdrDisbursementinformation\Primary Payee Identifier Source
AP2392| Primary Payee Identifier Source is set to Vendor TIN. However, the Vendor TIN is not populated.

9. To approve the payment for disbursement, the user must have the appropriate security
permission.
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Please refer to the configuration specification for roles/approvals.

10. Select the Approve button.

Figure 264: Approve button

1-1of 1results

Doc Type Doc Num ActgLn #

() MR6 MR62021011000001 1

Reschedule | Approve | ~ || Hold Release Hold | View Document History

A message will be returned that the payment approval is successful.

Figure 265: Success message

1-1of 1results

Undisbursed Payment Approve was successful for Document MR6 MR62021011000001

Undisbursed Payment Query Detail

1-1 of 1results

Doc Type Doc Num Actg Ln # Item Ln #

® MR& MR62021011000001 1 0000

Reschedule | Approve | ~ | Hold Release Hold | View Document History

The payment will be visible on the Undisbursed Query as approved until the next
disbursement cycle.

11. To disapprove a payment for disbursement, select the record and select the Disapprove
button.

Figure 266: Disapprove button

Undisbursed Payment Query Detail

1-1 of 1 results

Doc Type Doc Num ActgLn #

O) MR6 MR62021011000001 1

Reschedule Approve | v Hold Release Hold View Document History

| Disapprove |
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A message will be returned stating the approval is removed.

Figure 267: Approval removed message

1-1of 1 results

The disbursement approval has been successfully removed from Document MR6 MR62021011000001

Undisbursed Payment Query Detail

1-1 of 1 results

Doc Type Doc Num ActgLn # Item Ln #

® MR6& MR62021011000001 1 0000

Reschedule | Approve | ~ | Hold | ReleaseHold | View Document | History

If payments have been selected for disbursements (meaning the disbursements cycle has
begun), they will show up on the UDPQ as disbursement in progress.

Figure 268: Undisbursed Payment Query - Revaluation Required Field

1-10f 1results FeXar

Schedule Schedule | Payee Address | Payee Doc Total Security Post Revaluation Disb in Group Mar
Category | Type Code Code Name Type| Doc Number Amount | Org Currency | Code.| Rescheduled | Required Progress | Payments | Che

Treasury NEBRASKA

Disbursed Corporate 470491233 00012 STATE MR6 | MR62021011000001 $123.45 | GSA usp No No No Yes No

Check AGENCY
“

10 per page 2 Page[1  |of1

For additional Undisbursed Payment Query topics, please refer to the Pegasys User
Guide.

4.15.4.9 Manual Creation IPAC Payment Authorization (IP) Document (Refund)

G-Invoicing/IPAC Payments are used to send credits and refunds for G-Invoicing/IPAC bills.
Treasury does not accept negative dollar amounts; therefore, the credit lines from G-
Invoicing/IPAC Billing Documents (BDs) are conveyed to customers via Treasury as payment
transactions. G-Invoicing/IPAC IPs are typically generated using the G-Invoicing/[PAC Payment
Refund generation process. IPAC Payments can also be used to refund non-IPAC credits, once
the credit has been applied using the Credit Application Worksheet.

For scenarios when a manual IP is necessary, the following section discusses how to create a G-
Invoicing/IPAC IP using Pegasys. Note that [IPAC IPs must have a reference document, either an
G-Invoicing/IPAC BD credit line (for G-Invoicing/IPAC credits/refunds) or a Cash Receipt (CR)
document for non-IPAC credits being refunded via IPAC and overpayments (from collections).

G-Invoicing/IPAC IPs use the Normal Line type for Accounts Receivable transactions. G-
Invoicing/IPAC transactions have different data requirements than non-IPAC. Please refer to
BAAR User Guide 1 of 10, Section 2.5.2 and Section 2.5.3 for the difference in IPAC vs. non-
IPAC.
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When creating an Accounts Receivable Itemized Payment, it is required that the IP document
have a Document Reference. Therefore, users may review the following sections to find more
information on creating the original document that the IP will reference:

To create an [IPAC/Non-IPAC BD Credit line, please refer to Section 4.15.2.1.

To apply a non-IPAC BD Credit using the Credit Application Worksheet, please refer to Section
4.15.3.1.

To query the entire document chain of a non-IPAC BD credit refund, the user can enter the
Statement number in the Invoice field of the BD Credit line and the invoice value will be copied
forward through the CR Credit Application and the IP Refund. G-Invoicing payments are used to
send refunds for G-Invoicing bills.

To amend the BD to add the Statement Number to the Invoice field, please refer to BAAR User
Guide 2 of 10, Section 4.4.3.1.

To create an [IPAC Payment from the Billing Query, please refer to Section 4.15.4.10.

The following steps describe how a user creates an IPAC Payment from an IPAC Credit. Note
that the steps assume an IPAC Billing Document (BD) Credit line has been created.

Steps to Create an Accounts Payable Form-Payment Authorization (IP) IPAC:
1. Navigate to Transactions — Accounts Payable — New — Payment Authorization.

The New Payment page is displayed.

Figure 269: New Payment page

Pegasys / Transactions ' Accounts Payable / New | New Payment Authorization [.]

NEW PAYMENT AUTHORIZATION

New Payment Authorization

>k Document Type x4
Document Number Format Prefix w
Security Org Ad
>k Document Number Generate
Title

Copy Document @) None
Copy From
Copy Forward

File No file chosen

2. REQUIRED: Enter Document Type.
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Figure 270: Payment Authorization Document Type Field

Pegasys | Transactions / Accounts Payable / New /| New Payment Authorization []

NEW PAYMENT AUTHORIZATION

New Payment Authorization

>k Document Type IM7 ¥ || R7 Manual IP IPAC Refund I

Document Number Format Prefix w
Security Org i
* Document Number Generate

Title
Copy Document @) None

Copy From
Copy Forward

File Choose File |No file chosen

NOTE: Only manual document types are used for online creation. Payment
Authorization (IP) document types are differentiated by the type of the disbursing method
(IPAC or Treasury check).

3. Select the Generate button to generate a Document Number. A unique document
number will be generated in the Document Number field. Once the document number is
generated, the Generate button will be disabled, prohibiting multiple selection attempts
so that sequence numbers are not skipped.

Figure 271: Generate Document Number for IP document

Pegasys ~ Transactions ' Accounts Payable / New /' New Payment Authorization []

NEW PAYMENT AUTHORIZATION

New Payment Authorization

> Document Type IM7 ¥ || R7 Manual IP IPAC Refund
Document Number Format Prefix kg

Security Org W

> Document Number | M72021031200002

Title
Copy Document None
Copy From
@ Copy Forward
File No file chosen

NOTE: The Document Number Formats are defined per document type and business
line. For example, the Document Number format for ‘IM6’ is the document type of
Payment Authorization (IP) form followed by the date and a sequential number, e.g.,
IM6YYYYMMDD###.
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The Document Number format for ‘IM7’ is the document type of Payment Authorization

(IP) form followed by the date and a sequential number, e.g., IM7YYYYMMDD###.

The complete list of Document Number formats is defined in the Configuration
Spreadsheet.

4. REQUIRED for Accounts Receivable IPs: to copy forward from a referenced Billing
Document (BD) for refunding, select Copy Forward.

a. Accounts Receivable payments must have a referenced document.
b. For non-IPAC refunds, the reference must be a CR.
c. For IPAC Refunds, the reference must be an IPAC BD.

o

Copy Forward is used when referencing a document.

Figure 272: Copy Forward Document

Copy Document Mone

Copy From

(@) Copy Forward

5. To Copy Forward, enter the document number and other search criteria to copy.

Figure 273: Manual BD Document Number

Search Criteria

Document Type | RMI  Y¥ || Rent IPAC BD Manual w Accounting Period

IDocumem Number RMIAA283094-001 I Accounting Period

Document Status v From Date ]

User ID To Date

[u3

Title Vendor 1Ad w

Search

6. Select the document to reference from the search results.

Figure 274: Copy Forward Document Number and Finishing

1-10f 1 results F@Xar

Amendment / Temporary

Document Category | Document Type Document Number | Document Date Number Number Title Document Status > | User ID

@ BD RMI RMIAA283094-001 05/18/2020 g;i!\;zmd 5 Processed runbatcharbillgen

10 per page v Page |1 of 1

Go to top of Main Content

< Back Cancel

NOTE: There is a search criteria section within the copy forward page. Some of the
fields that can be entered in the search criteria are: document type, document number,
document status, user id, title, accounting period, and the to and from dates. There is a
search button below the search criteria fields. There is a copy lines section below the
search criteria section where there are three radio buttons: copy all lines, choose which
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lines to copy, or to copy no lines. The item collection table is where the columns make up
parameters for each row and each row represents an individual record. The selected
record has a document category of BD and a document type of RMI. There are three
buttons below the table and these are back, finish, and cancel.

Select the Finish button.
The Payment header page is displayed.

NOTE: The Payment will copy most information from the referenced document.

Figure 275: Payment Header page

Header Fixed Assets Header Accounting Lines Itemized Lines Approval Routing Memos
— General
Document Type M7 R7 Manual IP IPAC Refund Authorization Date ]
Status NEW Accounting Period g
Document Number IM72021031200002 Reporting Accounting g
Title Period
Document Classification x4
Authorized By
Security Org GSA

Post Code jAg

. Additional Payee Name
Automatic Reversal

>k Accomplished Date ]
Reversal Accounting w

Period Suppress Printing
Reverse After Period

Agency UEI

On the “Header” Page, enter the person authorizing the payment in the Authorized By
field and System ID fields.

Populate the Pegasys System required fields in the following sections. The Pegasys
System required fields have the red asterisk.

a. GQeneral.
b. Vendor Information.

c. External System Information.

Figure 276: Authorized By Field

Header Fixed Assets Header Accounting Lines Itemized Lines Approval Routing Memos
— General
Document Type IM7 R7 Manual IP IPAC Refund Authorization Date ]
Status NEW Accounting Period w
Document Number IM72021031200002 Reporting Accounting g
Title Period
Document Classification g
I Authorized By I

Security Org GSA
Post Code Ve

) Additional Payee Name
Automatic Reversal

>k Accomplished Date ]
Reversal Accounting W
Period Suppress Printing
Reverse After Period

Agency UEI
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Figure 277: System ID Field

— External System Information

System ID W

External System
Document Number

External System Amount $0.00

NOTE: The Accomplished Date will be updated with the Treasury accomplished
date when Treasury confirms the IPAC Payment.

NOTE: The Authorization Date, Accounting Period, and Reporting Accounting
Period will default to the current date when these fields are left blank and the
form is verified or processed.

10. REQUIRED: Select the Default Button in the Designated Agent Group Box.

NOTE: If the referenced document does NOT have a Designated Agent on it, do not add
a Designated Agent to the IP.

Figure 278: Designated Agent Group Box

Designated Agent

Vendor 07003515 vr || 07003515 +¥ More Default

Address Name DEPARTMENT OF HOMELAND SECUR

1099 Use Designated Agent

NOTE: If a Designated Agent exists for the entered Vendor Code, the system will
default the Designated Agent Vendor and Address Code and a message stating, “Action
was successful” will be displayed.

11. Select the Header Accounting Line tab.

NOTE: Pegasys will not use Itemized Accounting Lines or Fixed Assets on Accounts
Receivable related payments.

Figure 279: Header Accounting Lines tab
Header Fixed Assets Itemized Lines Approval Routing Memos

— General
Document Type M7 R7 Manual IP IPAC Refund Authorization Date m]
Status NEW Accounting Period w

Document Number IM72021031200002 Reporting Accounting w

Title Period

Document Classification w
Authorized By
Security Org GSA
Post Code w

Additional Payee Name
Automatic Reversal

>k Accomplished Date B
Reversal Accounting w

Period Suppress Printing
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12. Select the Accounting Line and then select the Header Accounting Line hyperlink.

NOTE: An accounting line will copy forward from the referenced document.

Most of the information required for the IP will be populated from the referenced

document.

Figure 280: Header Accounting Line tab

Header Fixed Assets Header Accounting Lines Itemized Lines Approval Routing Memos

Header Accounting Line Contracts Pay Tax Lines Associated Spending

1-10 of 18 results F@ X 3
Line Number Payment Amount Line Type | Transaction Type Amount Applied Credit Applied Prepay Holdback ing Tem|
] 1 $0.00 Normal $0.00 $0.00 $0.00 $0.00 $0.00 2020PBS-04-192X-F
2 $0.00 Normal $0.00 $0.00 $0.00 $0.00 $0.00 2020PBS-04-192X-F
3 $0.00 Normal $0.00 $0.00 $0.00 $0.00 $0.00 2020PBS-04-192X-F
5 $0.00 Normal $0.00 $0.00 $0.00 $0.00 $0.00 2020PBS-04-192X-F
13. REQUIRED if Copying Forward from a CR: Enter the Payment Amount.
If copying forward from an IPAC BD, the amount will be populated.
Figure 281: Payment Amounts
— Line Amounts
Payment ($100.00) Applied Prepayment $0.00
Amount
Applied Credit $0.00
Holdback Amount $0.00
Withholding Tax $0.00 Suspension Amount $0.00
Line Amount After Withholding ($100.00) N
Withholding Tax Allowance $0.00
Net Total ($100.00)
14. Add any additional information to the Payment.
Figure 282: Document References section
— Document Reference
Type Number Item Exhibitltem Accounting
RMI g RMIAA283094-001 e 0000 ¥ W 1%
Final Misc Liquidate Items
Referenced Statement Number | AA283094
View Default
NOTE: The reference document information is populated.
15. REQUIRED for Refunds: Review the YBA to match that of the Credit.
GSA BAAR Pegasys 7.8 User Guide - Updated J 2023 Page 150



CGI Federal

Figure 283: R7 Manual - Accounting Dimensions - YBA

— Accounting Dimensions

Template | 2020PBS-04-192X-P0425200-PGO0-PGO00 o Default

> BBFY EBFY Fund Region 0Org Code Program

2020 > > 192X w 05 g P0525255 fAd PG00 g
Project Code Activity Sub-Object Class Revenue Source Building # Location/System

1 PG000 w w 4305 44 11023127 w
Vehicle Tag # Work Item Lease # Reimbursable Sub-Object Class Cost Organization YBA
w w w 2020 >
BETC Cohort Yr PRC
COLL w > w

NOTE: The YBA is in the accounting dimensions section. The accounting information
will copy forward from a referenced document.

To review the reference document, select the view button in the Document Reference
section.

Figure 284: View button

— Document Reference

Type Number ltem Exhibitltem Accounting
RMI 1% RMIAA283094-001 b 0000 v g iR
Final Misc Liguidate Items

Referenced Statement Number AA283094

View | Default

16. OPTIONAL: Enter the User Defined Fields (UDF).
NOTE: The UDF should copy forward from the referenced document if entered.

Figure 285: User Defined Fields

— User Defined Fields

Lease Number

17. Scroll down to the Interagency Transfer Section.
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Figure 286: Interagency Transfer Section - Selected for IPAC

— Interagency Transfer

Selected For IPAC

Transaction Contact
Contact Phone Number
Centact E-mail
Requisition Number
JAS Number

SGL Comments

Quantity
Unit Price Amount
Unit

Inter Agency Description

~

Modified External Document

NA
NA
y
1.000000
$1,257.9700
EA g
MONTHLY IPAC RENT AMOUNT FOR CUSTOMER ALC 70091512 FOR
BILLING PERIOD 112019 CHICAGO
1L606041101201911302019
y

Accounting Classification Code 7049

Accounting Classification | Rent
Reference Number

Agency AAC/DODAAC w
Fiscal Station Number 0
Accounting Trace Mumber
FY Obligation ID ~

Job Number NA

18. Make sure the choice for Selected For IPAC is set to “No” so that it will be eligible to be
picked up in the future by the IPAC Outbound processes.

NOTE: The Quantity, Unit Price Amount, and Unit are populated when copying forward
from an [PAC BD or IPAC CR. These values will match the values from the referenced
document’s DBR.

— Interagency Transfer

Selected For IPAC

Transaction Contact
Contact Phone Number
Contact E-mail

Requisition Number

Figure 287: Interagency Transfer Fields

Modified External Document

JAS Number NA
SGL Comments
Quantity  1.000000
Unit Price Amount 1,257.9
Unit | EA ,
Inter Agency Description MONTHLY IPAC RENT AMOUNT FOR CUSTOMER ALC 70091512 FOR
BILLING PERIOD 11 9 CHICAGD
IL606041101201911302019

Accounting Classification Code

Accounting Classification Rent
Reference Number

ency AAC/DODAAC

Fiscal Station Number

Accounting Trace Number
FY Obligation ID v

Job Number

19. REQUIRED: Enter any additional information in the Inter Agency Description text field.
The information will copy forward from an IPAC reference.

If copying a non-IPAC CR, enter the Quantity, Unit Price, and Unit.

GSA
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Figure 288: Inter Agency Description

— Interagency Transfer
Selected For IPAC v Accounting Classification Code
Modified External Document

Transaction Contact

Contact Phone Number

Contact E-mail

Requisition Number | NA

JAS Mumber | NA

SGL Comments

unit | EA

Inter Agency Description | MONTHLY IPAC RENT AMOUNT FOR CUSTOMER ALC 70031512 FOR
BILLING PERIOD 112019 CHICAGOD
1L606041101201911302019

20. REQUIRED: Select the Disbursing Information tab.

Figure 289: Disbursing Method tab

Header Fixed Assets Header Accounting Lines Itemized Lines Approval Routing Disbursing Information
— General
Disbursing Method Inter-Agency Transfer
>k Disbursing Office G5193 w
Eligible For PIR ~

— Interagency Transfer Information

Type GINV/IPAC  ~ Payee's ALC 07003515 +1r
Inter-Agency Sub-level Prefix b % Payee's Disbursing Office
Treasury Symbol ¥ Partition
ATA AID BPOA EPOA A MAIN Disbursement Number
Short Key 070 2020 2020 - 0566 |PAC Schedule Date &
SUB
ooo
Customer BETC DISB w

NOTE: If copying from an IPAC BD, the Disbursing Information tab will be pre-
populated for Inter-Agency Transfer/Type of IPAC.

21. REQUIRED for IPAC: Set the Disbursing Method to Inter-Agency Transfer.

NOTE: The page will be refreshed with the relevant disbursing fields for Inter-Agency
Transfer disbursing.

22. REQUIRED for IPAC: Enter the Disbursing Office.

23. REQUIRED for IPAC: Set the Type to IPAC in the Inter-Agency Transfer Information
group box.

24. OPTIONAL for IPAC: Enter the Payee’s Disbursing Office.
25. REQUIRED for IPAC GWA Reporters: Enter the Inter-Agency Symbol.
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NOTE: The Inter-Agency Treasury Symbol is the Customer Treasury Symbol or
Customer TAS.

Figure 290: Inter-Agency Treasury Symbol

‘ Header H Fixed Assets " Header Accounting Lines ” Itemized Lines H Approval Routing H Disbursing Information ‘

— General

Disbursing Method | Inter-Agency Transfer ~
K Disbursing Office | GS193 w
Eligible For PIR

— Interagency Transfer Information

Type G-INV/IPAC  ~ Payee's ALC 07003515 ¥

Inter-Agency Sub-level Prefix /—{.‘r| %k Payee's Disbursing Office Ij
Treasury Symbol 1 Partition Ij

ATA AID BPOA EPOA A MAIN DisursementNumber | |
SsuB

Customer BETC | DISB w

26. Select the Save button.

Figure 291: R7 Manual Save Button

SYSTEM MESSAGES
1-10f 1 results

‘ (6] Form IM72021031200002 was saved successfully.

HEADER

‘ Header " Fixed Assets H Header Accounting Lines ” Itemized Lines H Approval Routing " Memos ‘w )

— General

Document Type | IM7 H R7 Manual IP IPAC Refunc | Authorization Date
Status Accounting Period
Document Number Reporting Accounting Period Ij
Title | Document Classification | 41
| Security Org m

Additional Payee Name

Authorized By

!

Post Code

{

[] Automatic Reversal % Accomplished Date
Reversal Accounting Period [} Suppress Printing

Reverse After Period

I

Agency UEI

Agency DUNS Number 130944668

Agency EFT Indicator

1

‘ — Vendor Information

Verify  Save |[EENLINN

27. Select the Verify button.

~ || Schedule H Refresh H Fund Currency
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Figure 292: R7 Manual Verify Button

temized Payment\IP Accounting Line 1
GS3365I The entered Transfer Treasury Symbol is not valid for the entered Vendor.

Override: All | Selected

Header | Fixed Assets || Header Accounting Lines || ltemized Lines | Approval Routing | Memos

HEADER ACCOUNTING LINE

Header Accounting Line | ContractsPay | TaxLines | Associated Spending

Item 1 of 1

— General
Line Number 1 Original Accounting Period 06/2021
Line Type Normal v Source Number AIL06943
TransactionType 01 % Related Statement Number | RDI19319344-003
Prompt Pay Type B SF-224 Reclassification
Fast Pay

Related Cost Type | N/A -

LN submit |~ | Schedule | Refresh | Fund Currency | -+

NOTE: If any errors exist, a message will appear at the top of the page displaying the
error(s) encountered. Correct the errors and select the Verify button again. The messages
in the screen above are informational only and do not need to be corrected.

NOTE: Forms in Held and Rejected status can be routed for review prior to submission.
When initiating a review, the form can be routed to one or more reviewers in the Review
Form Modal Window. Reviewers then can enter comments and/or suggest changes to the
form. Users can accept/reject individual comments or reply to document a resolution. The
Review Form Workflow & Commenting QRG
(https://corporateapps.gsa.gov/applications/financial-apps/pegasys/) provides more
details.

28. Select the Submit button.

Figure 293: R7 Manual BD Submit Message

SYSTEM MESSAGES

1 message(s)

ﬂ Form IM7201602090015 was submitted for processing successfully.

@ Links & Inbox

NOTE: Manual IPAC payment documents are not submitted to workflow for approval
while non-IPAC payments must be approved.

4.15.4.10 Create IPAC Refund for IPAC Credit from Billing Query

The Billing Query provides users an optional method to create G-Invoicing/IPAC Refunds for G-
Invoicing/IPAC Credit BDs. Users must have the appropriate security permissions to create G-
Invoicing/IPAC IPs from G-Invoicing/I[PAC BD credits using the Billing Query. Users that may
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have view permissions to the Billing Query may not necessarily have create permissions on G-
Invoicing/IPAC IPs.

For more information on the Billing Query, please refer to BAAR User Guide 2 of 10, Section
4.6.1 and Section 4.15.3.3.

The following steps describe how to create a G-Invoicing/IPAC Payment from a G-
Invoicing/IPAC BD Credit using the Billing Query.

Steps to Generate IPAC Refund Payment from Billing Query:
1. Navigate to Queries — Accounts Receivable — Billing Query.
The Billing Query page is displayed.
Figure 294: Billing Query Page

Billing Query

Basic Search Advanced Search

Document Type i Debt Age Categories
Documen t Number 1-30 Days
Vendor o 7 31-60 Days
Bill Generated Date =) =) 61-90 Days
Collection Due Date B 1o =) 91-120 Days
Bill Type v 121-150 Days
I3 151-180 Days
181- 365 Days
1-2 Years
v 2-6 Years

g 6-10 Years

s |Outstanding  ~ Over 10 Years

Search | Clear

2. Enter the desired and appropriate Search Criteria.

To retrieve a G-Invoicing/IPAC Credit, enter Bill Type of G-Invoicing-IPAC, Business
Line, and any other known criteria such as Document Type, date range, and Document
Number.
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Figure 295: Billing Query Document Search Criteria

Billing Query

Basic Search

Advanced Search

Document Type  |MDI < Debt Age Categories

Document Number MDIMIO10363-001

Vendor w W
Bill Generated Date B |To =)
Collection Due Date B |To =)
Bill Type v
Receivable Type o
Bill Generated Flag ~
Rebill ~
Selected For IPAC v

Business Line R6MANUAL ¥

Bill Status | Outstanding

Search Clear

1-30 Days
31-60 Days
61-90 Days
91-120 Days
121-150 Days
151-180 Days
181 - 365 Days
1-2 Years
2-6 Years

6-10 Years
Over 10 Years

Current

NOTE: Query performance is improved with each additional search criteria entered. For

example, rather than simply entering business line of “Fleet”, enter the Document

Number, Date range and any additional billing detail that can be provided. Users should
not execute “Blind” queries, meaning no search criterion is entered.

Select the Search button.

The results are returned in the Item Collection.

Figure 296: Item Collection

System
Generated
Billed Bill Total Administration Credit Credit

Document | Document Billing Reference Statement Total | Principal Interest Penalty Reduction | Write Off Charges Outstanding Total | Outstanding Document

Type Number Number Number ‘Amount Amount Amount ‘Amount ‘Amount Amount Amount Amount ‘Amount Amount Title Date

MDIMIO10363 MDIBILMDIMIO 10363

|1 MDI P"ID\M\UL o2 MOIBILMOIMIOTOS63 MI010363 $1,648.49 $1,648.49 $0.00 $0.00 $0.00 $0.00 $0.00 $1,648.49 $0.00 $0.00 3426EMPRGSA02 05/20/2020
»

10 per page ~ Page[t o 1

View Document | View Case History | Detail Billing Records | Additional Actions | ~ |

4.
3.

GSA

Select a detail record.
Select the Details button.
The Billing Query Page is displayed.

BAAR Pegasys 7.8 User Guide - Updated J 2023

Page 157



CGI Federal

BILLING Q
Billing Query ||| Billing Detail

= General

Document Type
Document Number
Statement Number

Title
Billing Reference Number
Document Date

Collection Due Date

Bill Generated Date

Security Organization

Vendor

Vendor

Address Name

Figure 297: Billing Query - Billing Detail Page

MDI
MDIMI010363-001
MI010363
3426EMPRGSA03
MDIBILMDIMI0O10363-001
05/20/2020
07/04/2020

Bill Generated Flag
05/20/2020

GSA

70304A 70304A

FEMA OFC (AC)

External System Document

Number
Business Line R6MANUAL

Systemn Generated Bill Reduction $0.00

Amount

Waiver Flags
Waive Admin Charges
Waive Penalty
Waive Interest on Principal
Waive Interest on Interest
Waive Interest on Admin Charges

Waive Interest on Penalty

6. Select the Billing Detail tab as in the screenshot above.

7. Select an accounting line.

NOTE: Additional search criteria can be entered and a subsequent query performed on
the accounting line information. Once in the Billing Detail screen, the search criteria
entered is only executed within the Billing Document (BD) selected on the main page.

Figure 298: Accounting Line

1-10f 1results

Billing Bill
Reference Document Document Line Line Type/Type of
Number Type Number Number Line Type Amount State Of Line Billing Status Transfer

M MDIMICTO MDIMICTO7

:2%IB\LP1D\MI g MDI !‘ILI-:'.'I‘MI 0701 L Credit (§1,000.00) open Billed G-INV/IPAC

8. Select an accounting line and select the Billing Document Line tab.

Figure 299: Billing Document Line Tab

Billing Query | Billing Detail

Billing Document Line  [§ Detail Billing Record

+ Additional Criteria

+ Accounting Dimensions

+ IPAC Criteria

Search
1-10f1results
Billing Bill
D D Line Line Type/Type of
Number Type Number Number Line Type Amount State Of Line Billing Status Transfer
Y MDIMIC MDIMICT
g MDELMDMICH MoIMICIG70T Credit ($1,00000) | open Billed G-INV/IPAC

160 160

Additional Actions |
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The Billing Document Line page is displayed.

Figure 300: Billing Document Line

BILLING DOCUMENT LINE

Billing Document Line Detail Billing Record

Item 1 0f 1
— General
Line Number 1
Line Type Credit v
Receivable Type MMNLI
Source Number
Related Statement Number
Totals
Initial Amount (51,000.00)
Discount Amount $0.00
Surcharge Amount $0.00
Principal Amount ($1,000.00)
Interest Amount $0.00
Admin Charges Amount $0.00
Penalty Amount $0.00
Total Amount ($1,000.00)

9. REQUIRED: Enter the IPAC Refund Document Type in the IPAC Criteria Section.
(Please refer to the Document Type table in Section 4.15.3).

Figure 301: IPAC Refund Document Type

= IPAC Criteria
Customer Funding Source 13771014720
Funding Document
Requisition Number 13771014720
JAS Number | MBL
Fiscal Station Number | 0
Job Number | NA
Accounting Classification Reference Number | 363000
Rehill False
Selected For IPAC | No ~
Debit Voucher Accomplished Date

Chargeback End Date

Chargeback Age 0
System Generated Bill Reduction Amount $0.00
Internal Obligation
Type Number Accounting

IPAC Refund

Document Type | IM§ ¢ Generate IPAC Refund Payment

10. Select the Generate IPAC Refund Payment button to create the IPAC IP.
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Figure 302: Generate IPAC Refund Payment button

IPAC Refund

Document Type IM& w Generate IPAC Refund Payment

The Payment form will be opened in a new window.

NOTE: The Payment will copy most information from the referenced Billing Document
(BD).

Figure 303: Document information

Header: IM6 R6 Manual |P IPAC Refund IM62021031200003 NEW FULL FORM =

HEADER
Header | Fixed Assets | Header Accounting Lines Itemized Lines Approval Routing Memos
= General
Document Type | IM6 R6 Manual IP IPAC Refund Authorization Date =]
Status NEW Accounting Period w
Document Number | IM62021031200003 Reporting Accounting Period e
Title | MBIAE-VA2002 Document Classification i
Authorized By Security Org | GSA
Post Code o Additional Payee Name
Automatic Reversal * Accomplished Date =]
Reversal Accounting Period e Suppress Printing

Reverse After Period
Agency UEI
Agency DUNS Number

Agency EFT Indicator

11. OPTIONAL: Enter the person authorizing the payment in the Authorized By field.
12. REQUIRED: Enter the Accomplished Date.

Figure 304: Accomplished Date

= General

Document Type M6 R6 Manual IP IPAC Refund Authorization Date [m]

Status NEW Accounting Period o

Document Number IM62021031200003 Reporting Accounting Period fwd
Title MBIAE-VAZ002 Document Classification i

Authorized By Security Org GSA
Post Code i Additional Payee Name
Automatic Reversal
Reversal Accounting Period w

Reverse After Period
Agency UEI
Agency DUNS Number

Agency EFT Indicator

NOTE: The Accomplished Date will be updated with the Treasury accomplished date
when Treasury confirms the IPAC Payment.

NOTE: The Authorization Date, Accounting Period, and Reporting Accounting Period
will default to the current date when these fields are left blank and the form is verified or

processed.

GSA BAAR Pegasys 7.8 User Guide - Updated J 2023 Page 160



CGI Federal

NOTE: The Security Org will default.
13. OPTIONAL: Enter the System ID and Assignment Code.

NOTE: The Assignment Code will copy forward from the referenced BD document;
however, the System ID will not copy forward.

Figure 305: External System Information and User Defined Fields

— External System

Information

System ID i I

External System Document Mumber

External System Amount $0.00

— User Defined Fields

Assignment Code MMLBL

Bidders Last Name

14. Select the Header Accounting Line.

NOTE: An accounting line will copy forward from the referenced document.

Most of the information required for the IP will be populated from the referenced

document.

15. Enter any remaining information; note the amount and referenced document information

are populated.

Figure 306:

= Line Amounts

Payment

Applied Credit

Withholding Tax

Line Amount After Withholding
Withholding Tax Allowance

Net Total

— Document Reference

Header Accounting Line Information
$1,000.00 Applied Prepayment Amount
$0.00 Holdback Amount

$0.00 Suspension Amount

$1,000.00

$0.00

$1,000.00

Type Number Item
MDI vr MDIMIC10701-160 {‘:‘ E{JLI["’.‘."

Exhibititem Accounting
) 17)

Final Misc Liquidate Items

Referenced Statement Number

View | Default

16. REQUIRED for Refunds

MIc10701

: Review the YBA to match that of the Credit.
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Figure 307: Accounting Dimensions

~ Accounting Dimensions

Template o Default
* BBFY EBFY Fund Region Org Cade Progiam
2020 > > 285F & 00 & # DS15 &
Activity Sub-Object Class Revenu Building
o AF15 I o 410 o o o
Work Item Lease # Reimbursable Sub-Object Class zatio
- ¢ % & o
BETC Cohort ¥r PRC
DIsB o > u

NOTE: The YBA is in the accounting dimensions section. The accounting information
will copy forward from a referenced document.

To review the reference document, select the view button in the Document Reference
section.

Figure 308: Document Reference Section

— Document Reference

Type Number ltem Exhibitltem Accounting
MDI | [mMDIMIC10701-160 = 00007y | - 197 |
Final Misc Liquidate Items

Referenced Statement Number MIC10701

View Default

17. Scroll down to the Interagency Transfer section on the [IPAC Refund’s Accounting Line.

Figure 309: Interagency Transfer section

— Interagency Transfer
Selected For IPAC v Accounting Classification Code MBIAE-VA2002
Modified External Document Accounting Classification Reference 363000
Number

Transaction Contact kec.generalfunds.billingrequests@gsa.gov
Agency AAC/DODAAC 144
Contact Phone Number 1-800-676-3690
Fiscal Station Number 0
Contact E-mail
Accounting Trace Number
Requisition Number 13771014720
FY Obligation ID v
JAS Number MBL
Job Number | NA
SGL Comments

Quantity | 1.000000
Unit Price Amount $1,000.0000
Unit EA i
Inter Agency Description IAA: 13771014720; IAE-VA-2020-D&B; BPN: 133502141; Fund: 3680167, CC:

190460, FCP: 3180, ACC: T001083S6A; IAE, D&B Data Rights; Agency POC.
Antheny J. Dykiel, (202) 382-4967, Anthony.Dykiel@va.gov

4

NOTE: The Interagency Transfer information is copied from the Detail Billing Record
on the BD Credit.

GSA BAAR Pegasys 7.8 User Guide - Updated J 2023 Page 162



CGI Federal

— Interagency Transfer

Selected For IPAC

Figure 310: Interagency Transfer Information

Accounting Classification Code

MBIAE-VAZ002

v
Medified External Document Accounting Classification Reference | 363000
Number
Transaction Contact kec.generalfunds billingrequests@gsa.gov
Agency AAC/DODAAC 17
Contact Phone Number 1-800-676-3690
Fiscal Station Number |0
Contact E-mail
Accounting Trace Number
Requisition Number 13771014720
FY Obligation ID v
JAS Number MBL
Job Number NA
SGL Comments
A
Quantity | 1.000000
Unit Price Amount $1,000.0000
Unit  |EA o
Inter Agency Description IAAZ 13771014720; IAE-VA-2020-D&B; BPN: 133502141; Fund: 3680167, CC:
190460, FCP: 3 8S6A, IAE, D&B Data Rights, Agency POC:
Anthony J. Dykiel, (202) 382-4967, Anthony.Dykiel@va.gov
7
. . . .
.
Figure 311: Disbursing Information tab
Header Fixed Assets Header Accounting Lines Itemized Lines Approval Routing Disbursing Information
— General
Disbursing Method Inter-Agency Transfer
>k Disbursing Office X0109 4
Eligible For PIR ~
— Interagency Transfer Information
Type G-INV/IPAC ALC 36001200 w
Inter-Agency Sub-level Prefix wr k Payee's Disbursing 1
Treasury Symbol 77 Partition o
ATA AID BFOA EPOA A MAIN suB Disbursement Number
Short Key 036 2020 2020 v 0167 000 IPAC Schedule Date =)
Customer BETC coLL w

NOTE: The Disbursing Information page has the following tabs at the top of the page:
header, fixed assets, header accounting lines, itemized lines, approval routing, disbursing
information, and ellipses. Below the disbursing information tab is a general section and
an interagency Transfer section. The general section contains a disbursing method
dropdown, a required disbursing office, and an eligible for PIR dropdown. There is an
interagency transfer information section below the general section where some of the

following fields can be found: selected for IPAC dropdown, modified external document
flag, transaction contact field, contact phone number, contact e-mail, requisition number,
JAS number, and SGL Comments.

NOTE: The Disbursing Information will be populated.
19. OPTIONAL: Enter the Payee’s Disbursing Office.
NOTE: While this field is starred, it is not required nor is it validated.
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Figure 312: Payee's Disbursing Office

— Interagency Transfer Information

Type | G-INV/IPAC
Inter-Agency Sub-level Prefix

Payee's ALC

36001200 i

I* Payee's Disbursing Office

12345

ir

Treasury Symbel 77

ATA AID BPOA EPOA

Short Key ‘ [ | [oze | [2020 | [2020

A
|

Partition

MAIN Disbursement Number

SUB

IPAC Schedule Date

Customer BETC | COLL o

|
-]

i

20. Select the Save button.

Figure 313: R6 Manual Save button and message

SYSTEM MESSAGES

|m IME2021031200003 was saved successfully.

DISBURSING INFORMATION

| Header H Fixed Assets H Header Accounting Lines ” Itemized Lines

H Approval Routing H

Disbursing Information | ( -+ )

— General
Disbursing Method
3 Disbursing Office

Eligible For PIR

Inter-Agency Transfer «
X0109 o

— Interagency Transfer Information

Type | G-INV/IPAC ~
Inter-Agency Sub-level Prefix

Treasury Symbaol 1%

BPOA

EPOA A MAIN SuUB

Shortkey | | | | [o3s

[2020

=0 ]

Customer BETC | COLL ir

= Comments to Print

Line 1

Line 2

Line 3

Line 4

Line 5

@ Submit ‘ (V3 || Schedule H Refresh H Fund Currency |

21. Select the Verify button.

GSA
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Figure 314: R6 Manual Verify button and message

SYSTEM MESSAGES
1-8of 8 results

Billing Decument\Billing Document Line 1
PCO188W The transaction date must be within the External Direct Agreement agreement - 202101090009 ,start date and billing end date

Itemized Payment\IP Accounting Line 1

GS4644W The Referenced Agreement Line tracks spending details but no spending association has been made.

Itemized Payment\IP Accounting Line 1
GS6786W The Line Period of Performance date range (06/03/2020 - 09/30/2020) does not fall within the Agreement billing start/end date range (01/0

[ . A et I A b 4 i
Header Fixed Assets Header Accounting Lines Itemized Lines Approval Routing Memos
= General
Document Type IM6 R6 Manual IP IPAC Refund
Status HELD

Document Number
Title
Authorized By

Post Code

Reversal Accounting Period
Reverse After Period
Agency UEI

Agency DUNS Number

Agency EFT Indicator

— Vendor Information

IM62021031200003

MBIAE-VAZ002

144

Automatic Reversal

i

Verify Save Submit |~ Schedule Refresh Fund Currency

NOTE: If any errors exist, a message will appear at the top of the page displaying the
error(s) encountered. Correct the errors and select the Verify button again. The messages
in the screen above are informational only and do not need to be corrected.

NOTE: Forms in Held and Rejected status can be routed for review prior to submission.
When initiating a review, the form can be routed to one or more reviewers in the Review
Form Modal Window. Reviewers then can enter comments and/or suggest changes to the
form. Users can accept/reject individual comments or reply to document a resolution. The
Review Form Workflow & Commenting QRG
(https://corporateapps.gsa.gov/applications/financial-apps/pegasys/) provides more

details.

22. Select the Submit button.
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Figure 315: R6 Manual Submit message

SYSTEM MESSAGES
1 message(s)

n Form IM&2021031200003 was submitted for processing successfully.

& Links & Inbox

4.15.5 Cancel Refund Check (Non IPAC) - Disbursement Cancellation (CX)

Disbursement Cancellation transactions are used to record the cancellation of previously
disbursed checks or EFT payments. The Disbursement Cancellation (CX) is used in both
Accounts Receivables, to cancel refunds, as well as in Accounts Payable for cancelling

payments.
The user may cancel a check or EFT payment in three ways:
e Replace: The check or EFT payment is replaced exactly as it was originally issued.

e Reissue: The check or EFT payment is reissued. New interest, penalty, or discount
amounts are calculated based on the new disbursement date.

e Delete: The check or EFT payment is not reissued. The associated IP is cancelled as well.
CX documents are located under the Automated Disbursements subsystem.
Transactions — Automated Disbursements — New — Disbursement Cancellation

Figure 316: Disbursement Cancellation

Transactions
Faceted Search

Form/Document Selection

Mass Import
Accounts Payable
Accounts Receivable

B Automated Disbursements

New ]
Disbursement Cancellation I

Manual Check

> ® m oKl 5

Correct
View

Delete
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Cancellation Each BAAR Business Line will use predetermined document types. The document
type is a configuration of the Document Category. For example, the Disbursement Cancellation
(CX) 1s a Document Category. For most document categories, each Business Line has been
assigned a unique document type to accommodate different business processes as well as to
provide a unique system categorization of the business line’s transactions; however, certain
document types will be shared by multiple business lines.

Please refer to the appendix for a full listing and breakdown of Document types and their
descriptions - BAAR User Guide 8 of 10, Section A.7.

4.15.5.1 Manual Creation of Disbursement Cancellation (CX)

In order to create a CX transaction, the user must have the appropriate security permissions.
Once created, a CX can be cancelled but cannot be corrected or amended.

The following steps describe how to create a Disbursement Cancellation (CX) document.

1. Navigate to Transactions — Automated Disbursements — New — Disbursement
Cancellation.

The New Disbursement Cancellation page is displayed.
Figure 317: New Disbursement Cancellation Page

Pegasys ~ Transactions = Automated Disbursements = New ' New Disbursement Cancellation [

NEW DISBURSEMENT CANCELLATION

Mew Disbursement Cancellation

>k Document Type g
Document Number Format Prefix ir
Security Org ir
* Document Mumber Generate
Title
Copy Document @® None
Copy From

Copy Forward

File Mo file chosen

2. REQUIRED: Enter Document Type.
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Figure 318: Document Type

New Disbursement Cancellation

Ix Document Type 1 I

Document Number Format Prefix w
Security Org
>k Document Number Generate

Title
Copy Document i@ MNone

Copy From
Copy Forward

File No file chosen

3. Select the Generate button to generate a Document Number. A unique document
number will be generated in the Document Number field. Once the document number is
generated, the Generate button will be disabled, prohibiting multiple selection attempts
so that sequence numbers are not skipped.

Figure 319: Document Number

NEW DISBURSEMENT CANCELLATION

New Disbursement Cancellation

* Document Type DC7 iy || R7 Disbursement Cancellat
Document Number Format Prefix i
Security Org g
* Document Number Generate
Title
Copy Document @ None
Copy From

Copy Forward

File ‘ Choose File ‘ No file chosen

NOTE: The Document Number Formats are defined per document type and business
line. For example: the Document Number format for ‘DC7’ is the document type of
Disbursement Cancellation (CX) form followed by the date and a sequential number, e.g.,
DC7YYYYMMDD###.

The Document Number format for ‘DC6’ is the document type of Disbursement
Cancellation (CX) form followed by the date and a sequential number, e.g.,
DC6YYYYMMDD###.

The complete list of Document Number formats is defined in the Configuration
Spreadsheet.

4. Select the Finish button.

Figure 320: Finish button
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Figure 321: Disbursement Cancellation Header

Document Type DCc7 R7 Disbursement Cancellat Cancel Date [m]
Status NEW Accounting Period g
Document Number | DC7202103120000 Reporting Accounting Period o
Title Batch Number
Canceled By Document Classification o
Security Org | GSA

Suppress Printing

5. OPTIONAL: Enter the user name creating the CX in the Cancelled by field.
6. OPTIONAL: Enter the System ID.

NOTE: Since CX is not copied forward from another document as it can represent many
documents in a disbursement run, the System ID is not copied forward.

Figure 322: External System Information

= External System Information

System ID

External System Document Number

NOTE: The Cancel Date, Accounting Period, Reporting Accounting Period and Security
org will be defaulted.

7. OPTIONAL: Enter a Description.
Figure 323: Enter Description

— Description

Description

8. Select the Accounting Line tab.

9. Add an accounting line.
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Figure 324: Accounting Lines

ACCOUNTING LINES

Header Accounting Lines Approval Routing Memos Summary Correspondence

Mo results

Line Number Cancel Type Available Indicator Amount Disbursing Office

Add Copy | ~

10. REQUIRED: Enter the Disbursing Model, Disbursing Office, Check/Trace Number,
Check/Payment Date, and Cancel Type.

Figure 325: Accounting Line information

Accounting Line
ttem 1 of

= General

Line Number 1 >k Available Indicator | Available Source Number

>k Disbursing Model v Re-Open

Disbursing Office o Bank Account Fault

5 Cancel Type [ Deletion - Original Accounting
Perios

Eligible For PIR ~

— Disbursement Details

Fiscal Year > * Check/Trace Cancel Number

Number

Schedule Gategory v Cancel Confirm Date 5}

% Check/Payment Date u]

Schedule Type - New Schedule Date =]
Check Symbol

Schedule Number
Bank ABA/BIC tr

Apply Approve For Disbursement

Disbursement i
Cancellation Reason

NOTE: The accounting line tab has a general section and a disbursement details section
below. The following fields makeup the general section: line number, the required
disbursing model, disbursing office, the required cancel type, the required available
indicator, re-open flag, bank account fault flag, original accounting period, and eligible
for PIR dropdown. The disbursement details section has some of the following fields:
fiscal year, schedule category dropdown, schedule type dropdown, schedule number, the
apply button, and cancel reason. To the right are more fields and these are the required
check/trace number, the required check/payment date, check symbol, bank ABA/BIC,
and an approve for disbursement flag.

NOTE: The vendor payment(s) related to the disbursed check will be cancelled.
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Figure 326: Vendor Information

= Line Amounts

Amount $0.00
— Additional Attributes
Prior Year Adjustment Mot a Prior Year Adjustment
To/From
Partition pkd
Transfer Treasury Symbol i
ATA AID EPOA EPOA A MAIN SUB
Short Key v
— Vendor Information
Wendor More

Address Name

11. Select the Save button.
Figure 327: Save message

SYSTEM MESSAGES
1-1of 1 results

ﬂ Form DC7202103120000 was saved successfully.

12. Select the Verify button.

NOTE: If any errors exist, a message will appear at the top of the page displaying the
error(s) encountered. Correct the errors and select the Verify button again. The messages
in the screen above are informational only and do not need to be corrected.

NOTE: Forms in Held and Rejected status can be routed for review prior to submission.
When initiating a review, the form can be routed to one or more reviewers in the Review
Form Modal Window. Reviewers then can enter comments and/or suggest changes to the
form. Users can accept/reject individual comments or reply to document a resolution. The
Review Form Workflow & Commenting QRG
(https://corporateapps.gsa.gov/applications/financial-apps/pegasys/) provides more
details.

13. Select the Submit button.
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Figure 328: Submit message

SYSTEM MESSAGES
1 message(s)

n Form DC7202103120000 was submitted for processing successfully.

& Links & Inbox

For additional Disbursement Cancellation topics please refer to the Pegasys user guide.

4.15.5.2 Cancel Disbursement Cancellation (CX)

Disbursement Cancellation (CX) documents can only be cancelled by users with the appropriate
security permissions. In a rare scenario when the customer reports a lost or missing check and a
CX is created, but later the customer reports the receipt of the check, the CX can be cancelled.

The following steps describe how to cancel a CX document.

Steps to Cancel an Automated Disbursements Form - Disbursement Cancellation (CX):
1. Navigate to Form/Document Selection.
Payments can also be cancelled via Transactions — Automated Disbursements — Cancel.

The Form/Document Selection page is displayed.

Figure 329: Form/Document Selection page

FORM/DOCUMENT SELECTION

Form/Document Selection

Search Criteria

Subsystem v Document Status (OFF)

b3

Document Type (OFP) o Processed Rejected

Document Number (OFP) Canceled Archived
Amendment / Modification Number Scheduled Pending Approval
Document Category v Held
Accounting Period ir | To 1w
From Date (OFP) om0 = Userld kil
System ID o urity Org L]
Title/ Contract Number (OFP)

Vendor

Code (OFP TIN (SSN/EIN)

o

UEl EFTIndicator
DUNS Customer Account o
Designated Agent - ALC 5 o
AAC/DODAAC %

2. Enter the appropriate search criteria to retrieve the CX such as Document Number,
Document Type, and Date range.
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Figure 330: Search Criteria

FORM/DOCUMENT SELECTION

o

Document Status (OFP)

Processed Rejected
Canceled Archived
Scheduled Pending Approval

Title/ Contract Number (OFP)

ode (OFP) o o TIN (SSN/EIN)

el EFT Indicator

NOTE: Query performance is improved with each additional search criteria entered. For
example, rather than simply entering Document Number, enter a user ID, Date range and
any additional detail that can be provided. Users should not execute “Blind” queries,
meaning no search criterion is entered.

3. Select the Search button to execute the query.

4. Select the document record and select the Cancel button.

Figure 331: Cancel button

Amendment / Modification Temporary Amendment
Document Type Document Number Number Number Title Document Date Document Status User D

ed

AR SE-AR-AE:

Pr

The CX will be opened in a new window in Pending Cancellation mode.

Figure 332: Pending Cancellation mode

= General
Document Type Dcé R6 Disbursement Cancellat Orig Cancel Date 05/12/2020
Status PENDINGCANCELLATION Cancel Date =]
Document Number DC6202005120000 Accounting Period i
Title [ INV# OW7E0047 Reporting Accounting Period v
Canceled By DENISE OATES Batch Number

Document Classification
Security Org GSA

Suppress Printing

5. REQUIRED: Enter the Cancel Reason on the CX header.
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Figure 333: Cancellation Reason

= Cancel Reason

Cancellation Reason

77

% Cancellation Justification

customer received check

The Payment amount will be reduced to $0 automatically. No other updates should be

needed.
6. Select the Save button.

Figure 334: R6 Cancelation Save message

SYSTEM MESSAGES

N it
ﬁm DC6202005120000 was saved successfully.

HEADER
| Header H Accounting Lines ” Approval Routing H Memos H Summary " Correspondence
= General
Document Type  [DC6__ || R6 Disbursement Cancellat Orig Cancel Date
Status Cancel Date
Document Number Accounting Period
Title ‘\NWI‘UW?EUGH | Reporting Accounting Period
Canceled By ~|DENISE DATES | Batch Number \:l
Document Classification :
Security Org GSA
[} Suppress Printing
= Amounts

Cancellation Amount $325.00

= Cancel Reason

Cancellation Reason

¥ Cancellation Justification customer received check

7. Select the Verify button.
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Figure 335: Action was successful

1-10f 1 results

| Form DC6201802210001 was verified successfully. I

Header  Accountinglines  ApprovalRoutng  Memos  Summary  Gorrespondence
— General
DocumentType |DC6 || R6 Disbursement Cancella Orig Cancel Date | 02/21/2018
Status | HELDGANGEL Cangel Date | 02/21/2018 9
Document Number | DC6201802210001 Accounting Period | 05/2018
Title Reporting Accounting Period | 05/2018
Canceled By Batch Number

Document Classification
Security Org | GSA

Suppress Printing

NOTE: If any errors exist, a message will appear at the top of the page displaying the
error(s) encountered. Correct the errors and select the Verify button again. The messages
in the screen above are informational only and do not need to be corrected.

NOTE: Forms in Held and Rejected status can be routed for review prior to submission.
When initiating a review, the form can be routed to one or more reviewers in the Review
Form Modal Window. Reviewers then can enter comments and/or suggest changes to the
form. Users can accept/reject individual comments or reply to document a resolution. The
Review Form Workflow & Commenting QRG
(https://corporateapps.gsa.gov/applications/financial-apps/pegasys/) provides more
details.

8. Select the Submit button.

Figure 336: R6 Cancelation Submit Message

SYSTEM MESSAGES
1 message(s)

n Form DC7202103120000 was submitted for processing successfully.

& Links & Inbox

9. Navigate to Form/Document Selection to verify the document has been cancelled.

Figure 337: Document Status

1=10f1results l_: @ X :;
1 Modificati Temporary
Document Type Document Number Number Number Title Document Date < Document Status User ID
L] DC7 DC7202103120000 03/12/2021 Canceled aliroles133

GSA BAAR Pegasys 7.8 User Guide - Updated J 2023 Page 175


https://corporateapps.gsa.gov/applications/financial-apps/pegasys/

	General Services Administration Billing and Accounts Receivable Pegasys 7.8 User Guide
	Guide Summary
	Table of Contents
	Table of Figures
	Table of Tables
	4 BAAR User Actions and Procedures
	4.13 Revenue Credit Card Chargebacks
	4.13.1 Automated methods
	4.13.2 Steps to execute: To rebill a Revenue Credit Card Chargeback
	4.13.2.1 Steps to perform to rebill a BD reopened by a Revenue Credit Chargeback using the same credit card number
	4.13.2.2 Steps to perform to rebill a BD reopened by a Revenue Credit Chargeback using a different credit card number

	4.13.3 Steps to execute: To write off Revenue Credit card chargeback
	4.13.4 Steps to execute: If bank reverses Chargeback prior to NCSC notification of Action

	4.14 Pay.gov Chargebacks
	4.14.1 Automated Methods
	4.14.2 Steps to Execute: To rebill a Pay.gov chargeback
	4.14.3 Steps to perform to write off a BD reopened by a Pay.gov Chargeback:

	4.15 Manage Credits
	4.15.1 Query Credits
	4.15.1.1 Query Credits on Billing Query
	4.15.1.2 View Credits from Billing Statement Query

	4.15.2 Create Credit Bills
	4.15.2.1 Manual Creation of Billing Document (BD): IPAC/Non-IPAC Credit Line Type
	4.15.2.2 Manual Creation of Internal Voucher (NV): Normal/Refund Line Type

	4.15.3 Credit Application Worksheet
	4.15.3.1  Apply Credit via Offset Using the Credit Application Worksheet
	4.15.3.2 Apply Credit via Offset from the Billing Statement Query
	4.15.3.3 Launch Credit Application Worksheet from Billing Query
	4.15.3.4 Create Credit Application CR for Refunds
	4.15.3.5  Transfer Non-IPAC Credit to Treasury

	4.15.4 Credit Refunds
	4.15.4.1 Payment Authorization (IP) Description and Uses
	4.15.4.2 Payment Authorization (IP) Document Types
	4.15.4.3 Payment Authorization (IP) - User-Defined Form Field Descriptions
	4.15.4.4 Add Document Level Correspondence to Payment Authorization (IP)
	4.15.4.5 Manual Creation Non-IPAC Payment Authorization (IP) Document (Refund)
	4.15.4.6 Correct Payment Authorization (IP) Document
	4.15.4.7 Cancel Payment Authorization (IP) Document
	4.15.4.8 Approve Non-IPAC Refund Disbursement (Undisbursed Payment Query)
	4.15.4.9 Manual Creation IPAC Payment Authorization (IP) Document (Refund)
	4.15.4.10 Create IPAC Refund for IPAC Credit from Billing Query

	4.15.5 Cancel Refund Check (Non IPAC) - Disbursement Cancellation (CX)
	4.15.5.1 Manual Creation of Disbursement Cancellation (CX)
	4.15.5.2 Cancel Disbursement Cancellation (CX)







