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1 IPP User Guide Overview

1.1 Introduction

The purpose of this guide is to walk through several processes and configurations of Treasury’s
Invoice Processing Platform (IPP), some of which require actions in Pegasys and the IPP, and
others are completed entirely within one of the two systems. This User Guide provides approved
GSA IPP users with a reference document detailing common activities and configuration, both of
the Production IPP environment and Pegasys for interfacing with the IPP. The document is
divided into the following sections:

e Section 1: IPP User Guide Overview

e Section 2: Pegasys Vendor Export and IPP Matching Processes

e Section 3: Pegasys and IPP Reference Data Management Processes
e Section 4: IPP Self-service Invoicing Processes

e Section 5: IPP Interfaces Configuration Processes

e Section 6: IPP Security Configuration Processes

e Section 7: Viewing IPP Transactions in Pegasys

e Section 8: Pegasys IPP Batch Processes

e Section 9: Pegasys IPP Discrepancy Report

e Section 10: Viewing Transactions in the [PP

GSA IPP Pegasys 7.8 User Guide — September 2023 Page 9
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2 Pegasys Vendor Export and IPP Matching Processes

2.1 How do I enable a vendor for IPP integration in Pegasys?

Vendors must be IPP enabled in Pegasys to be exported from Pegasys to the IPP. Exporting
vendor data to the IPP is needed to match the Pegasys Vendor with the Vendor in the IPP for
obligations and invoicing.

1. Login to Pegasys as user with permission to set the IPP Enabled Flag on a vendor.
2. Navigate to Reference > Vendor > Vendor Codes to display the Vendor Codes Screen.

3. On the Vendor Codes screen, enter a Vendor Code to search.

Figure 1: Search Vendor Codes

SPEGASYS Search Forms And Documents Q A ':] allroles170
Pegasys = Reference = Vendor /' Search - Vendor Codes []

Search - Vendor Codes

The fields designated as (OFP) indicate the fields that are Optimized 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 al

Gt
o}
&
@
Y
&

Search Criteria h
Code (OFF) | 042925735 | Address Code
(OFP)
UEI
Approval Status o
DUNS Number
(OFP) Address Type W
EFT Indicator Address Active '
Status
AAC/DODAAC o .
Region
CAGE Code
Danian Mumbar

4. Select Search to display the search results.

5. Select the vendor from the returned items.

GSA IPP Pegasys 7.8 User Guide — September 2023 Page 10
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Figure 2: Vendor Code Search Results Item Collection

1-3of 3 results i @ B
Address
Vendor Address DUNS EFT Address Active Address
Codes Code UEl{ MNumber | Indicator AAC/DODAAC | Name Type Status Name
[ cGl cal
INFORMATION Mailing INFOMATION
T Tr ¢
m SR |l MANAGEMENT | Address LEENS MANAGEMENT
[ INC INC
cGl Cco!
R ieca INFORMATION Physical s INFOMATION
DAZERAEEG | 00008 MANAGEMENT | Address nee MANAGEMENT
_ NG INC
| e CGl
AABERSE 2 INFORMATION Remittance ol INFOMATION
SESESEIS | SN0 MANAGEMENT | Address e MANAGEMENT
INC INC
4
[SEU| More M| Copy | Delete |10 per page v Page|r  [of1

6. Select Open to display the vendor information.

7. On the Vendor screen, select the Addresses tab.

Figure 3: Vendor Header

Pegasys / Reference / Vendor / Vendor Codes / Vendor

Q B nemminseferagic

hd

VENDOR
. Vendor I Addresses |
Expand Al Collapse Al
= General
Code ‘m Effective Dates
Name | CGI INFORMATION MANK | sartoate | O]
Mias [ EndDate | o]
[ Miscellanecus
[ Contracts Vendor VCSS Registration
TNType [EN | [ Transmit to VCSS
TIN [ | I
Vendor Category ‘ﬁ| |m|
Vendor Class ‘ o7 | -
Vendor Group ‘71'” Contact
Vendor Type ‘ﬁ| Contact |
aciive [Active v | Phone | |
Approval Status ‘m| Non-US Phone |
Security Org ‘m| Title | |
Vendor/Provider ‘ﬁ Fax | |
> Reporting Attribute ‘W Email |
Agency ‘7&|
Bureau 7ﬂ’|
Classification \;\/
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8. Select an Address Code from the returned items.

Figure 4: Vendor Addresses Tab Item Collection

1-1of 1results

Address Code | Name

| uE

‘ CGI INFOMATION MANAGEMENT ‘
INC

00001

m| Copy | Remove

9. Select the Address Level Vendor tab to display the Address Level Vendor information.

Figure 5: Address Level Vendor Page

10. Navigate to the IPP section.

ﬁ- LPEGASYS search Forms And Documents Q 'A ) allroles120
e d Pegasys / Reference / Vendor / Vendor Codes / Vendor / Addresses /| Address Level Vendor
Q | vendor Addresses |
[ Address Level Vendor " Socio-Economic || Address Contacts || PSC || NAICS Codes |
@ Hem 1 0f1
} Expand All
g — General
Address Code | 00001 Currency Code usD wr
uel | | Use ForBilling
DUNS Number | Use For Procurement
EFT Indicator | Use For Payments
Immediate Parent | ' Prevent New Spending
UEl . =
Active Status Active v |
Parent DUNS |
Approval Status Reviewed |
HQ Parent UEI | -
Security Org | PEGASYS 1|
HQ Parent DUNS | f 1
Vendor Category |1 &4 |
Uliimate Domestic | -
i
Parent UEI Vendor Class 7 |
Ultimate Domestic | Vendor Group o]
Parent DUNS ¥ VendorType [ |
Ultimate Parent UEI )
' | Geographic Region |
Ultimate Parent | R L i 7
DUNS Agency Location ‘
Code
CAGE Code ey
|— - Default Bill | Standard |
CAGE Expiration | =] Type/Type Of
Date Transfer
TN | ) Extemnal
MName | CGI INFOMATION MANAC SAM Registration Required ~ |
— Indicator
rmara

11. In the IPP section, select the checkbox next to IPP Enabled to enable the vendor for the
IPP. Note that the current IPP Publish Status of the vendor is “Ready to Export”.
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Figure 6: Address Level Vendor - IPP Section

Vendor Addresses

ADDRESS LEVEL VENDOR

Address Level Vendor Socio-Economic Address Contacts PSC

Region Number

Debt Subject to Offset

DODAAC

Default Mailing Address

12. Select Save at the bottom of the page.

NAICS Codes

IPP

¥ IPP Enabled

Matched in IPP

IPP Publish Status

Default IPP
Payment Terms

IPPID

2.2 How do I Export Vendors from Pegasys?

IPP enabled Vendors in Pegasys can be exported from Pegasys to IPP by running the
IPPVNDEXP batch job in Pegasys and running the XMVL Upload job in the IPP. The
IPPVNDEXP batch job is configured to run daily via Tivoli as part of the daily IPPEXPORT
stream. The following information can be used for reference as this job is preconfigured for
Tivoli execution. For further information on the batch job parameter values, please review the
GSA PP Batch Pegasys 7.8 Operations Guide documentation.

2.2.1 Export IPP Vendors from Pegasys
1. Login to Pegasys as a user with permission to view the IPPVNDEXP batch job.
2. Navigate to Utilities > Batch Execution > Batch Jobs.
3. Enter IPPVNDEXP into the Job ID field.
4. Select Search.
GSA IPP Pegasys 7.8 User Guide — September 2023
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Figure 7: Batch Job Maintenance Page

& C {} @ clctestl.phdc-test.gsa.gov/momex/Controller a v PO »0 :

€ Team Ensemble (@ Team Confluence Team Confluence ... @ Team 00O Calendar @ Charge Code Direct RA € USDAJRA [ Testing U Diesel 80 wdn Baseline () Cisco Webex Meeti... »

Q SPEGASYS €arch Forms A ent Q 8 (A) aliroles104 °

Pegasys = Utilities = Batch Execution / Batch Job Maintenance []

Batch Job Maintenance

Search Criteria

Job D IPPVNDEXP

Job Name
Process Name
Name

Batch File Location

Create New Batch Job

No results F@Xar

Job ID Job Name Process Name Name Batch File Location

m 10 per page R Page|1 of 1 B
5. Select the returned result, then select Open.

6. Navigate to the Simple Parameters tab and confirm the simple parameters are set
according to the Operations guide.

Figure 8: Batch Job Simple Parameters Tab

- C {d @ cictestl.phdc-test.gsa.gov/momex/Controller Qa ew 00 e !

€ TeamEnsemble @ Team Confluence [ Team Confluence C.. € Team OCO Calendar @ Charge Code Direct. CGIIRA € USDAJIRA Testing ) Diesel 80 ol Baseline Q) Cisco Webex Meeti

A PEGASYS ar ns And C ent Q B (A) aliroles104 (-]
= Pegasys / Utilities / Batch Execution / Batch Jobs / Batch Job Maintenance / Simple Parameters
(W SIMPLE PARAMETERS
@ Batch Job Maintenance Simple Complex Parameters Output Files
1-10of 12 results IF @5 2t
@ Seque
Numb, Name Required Value
[o] 1 Falst
[==3
1 Fals
1 True o
1 True ﬁ\
1 True
1 False
1 Fals
1 Fals
1 | userid True runbatchipp
10 per page R Page|1 of2 >»
Save | Run | Execution ’

7. Navigate to the Output Files tab and confirm the parameters are set according to the
Operations guide.
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Figure 9: Batch Job Output Files Tab

<« C {0 @& chctestl.phdc-test.gsa.gov/momex/Controller a e« FO»0 o H
#y Team Enseml ble @@ m [} &y Team QOO @cC B & ush = [ 0wk Baseline () Cisco Webex Meeti
PEGASYS f Q & (A) aliroles04 (]
Pegasys / Utilities / Batch Executio Batch Jobs Batch Job Maintenance / Output Files
OUTPUT FILES
Batch Job Maintenance Simple Parameters Complex Parameters
1-3of 3results IF @ X ar
Logical Name Generate File Name Name Format Physical Name File Location
IPPDocumentFile False PPDocumentFile
PPStatusFile False PPStatusFile
PPVendorFile True GSAXMVL.QAC. mastervendorlist xrr
10 per page v Page|1 of 1
Logical Name

Generate File Name

Name Format

A

Physical Name

Batch File Location

Save Run | Execution

8. If any configuration changes were made, select Save.

9. This process is scheduled to run on a daily basis in GSA’s Tivoli Scheduler. For an out-
of-cycle request, the requestor can ask GSA OPS to bring in and run an instance of
IPP_VNDEXP in Tivoli with an alias.

2.2.2 Review the Batch Execution in Pegasys

In Pegasys, navigate to Utilities > Batch Execution > Batch Job Executions.
Enter IPPVNDEXP into the Job ID field.

Select the returned result and select Details.

b=

Review the listing of executions and confirm the job completed successfully with a Status
Code 0, 4, or 8.
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Figure 10: Batch Job Executions Page

Pegasys / Utilities / Batch Execution / Batch Job Executions / Batch Job Report
Batch Job Report
1-10 of 25 results IF @ % oar
Start Time Actual End Date Time Completion Status Code
@  03/30/2022 14:26:54 03/30/2022 14:27:31 True 0
03/21/2022 11:20:44 03/21/2022 11:21:13 True 0
03/11/2022 17:04:41 03/11/2022 17:05:16 True 0
03/10/2022 16:50:57 03/10/2022 16:51:26 True 0
03/04/2022 17:14:43 03/04/2022 17:15:07 True 0
02/14/2022 16:10:53 02/14/2022 16:11:20 True 0
12/07/2021 17:55:48 12/07/2021 17:56:18 True 0
11/23/2021 12:55:03 11/23/2021 12:55:33 True 0
11/11/2021 14:03:33 11/11/2021 14:04:01 True 0
11/10/2021 17:23:02 11/10/2021 17:23:28 True 0
‘ Report ‘ Delete ‘ Refresh H Restart ‘ | 10 per page v « < Page[1 |of3 >
.
2.2.3 Confirming Vendor has been exported from Pegasys
. . . .
1. In Pegasys, navigate to Queries > Vendor > Vendor Review to display the Vendor
Review Screen.
2. Enter a Vendor Code to search.
.
Figure 11: Vendor Code Search Page
-t ‘PEGASYS : f Q 8 (A) aliroles104 o
rmdll  Pegasys  Queries | Vendor | Vendor Review []
Q Vendor Review
a Address Code
@ Approval Status v
DUNS Number Address Type v
ﬁ EFT Indicator Address Active Status W
AAC/DODAAC o Region
g CAGE Code Region Number
Name Agency o
Legal Name Bureau L+
TIN o
Taxpayer Name curity Organization o
Use For Payments v
o Use For Billing w
o Use For Procurement v
o Prevent New Spending v
Default Paymen! o 1099 Vendor v
Reporting Attribute W Miscellaneous v
Currency Code -4 SAM Enabled e
Debt Subject to Offset ~
I Clear Do Not Pay v
IPP Enabled v
NAICS ¥

3. Select the returned Vendor Record and select Details.
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Figure 12: Vendor Search Results Item Collection

&« C {d & cfctestl.phdc-test.gsa.gov/momex/Controller a2 « O »0 o i
&) TeamEnsemble @@ Team Confluence [ Team ConfluenceC.. @) Team OO0 Calendar @ Chorge CodeDirect.. [Q CGINRA 4 USDAJRA [ Testing U Diesel80 ofis Baseline (Q) Cisco Webex Meeti »
PEGASYS A Q 8 (A) sliroles104 (]
Aoaress
Vendor Address DUNS EFT CAGE Address Active Address Address | Address Address Line
Codes Code UEl. Number | Indicator | Code AAC/DODAAC Name Type Status Name Line 1 Line 2 3 City
1350
BOUL
@& 270087176 | 000DY TRKE 145969783 YVK7 i e Active LS FEDERAL e MONTREA
NG INC. LEVESQUE
025E
ETAGE
o : CGI FEDERAL
187176 00001 TRKE 145969783 IYVK Active e FAIRFAX
2 G CG! FEDERAL
087176 | 00001 TRKE 145969783 IVVKT g Active B FAIRFAX
270087176 | 00003 TRKE 145969787 IYVK? L FEDFRAL Active i FEDERN. FAIRFAX
INC INC
270087176 | 00001 TRKE 145969781 3YVK o P Active CPER. FAIRFAX
NC Address INC
270087176 00001 TRKE 145969787 IVVKT ey Act | ceiepeRaL ATLANTA
1 NC INC
‘ »
More All - Page(r  |of1
4. Navigate to the Addresses tab, select the Address Code, then select the Address Level
Vendor sub-tab.
.
Figure 13: Vendor Code Addresses Tab
<« C {} & cictestl.phdc-test.gsa.gov/momex/Controller a 2+« P ODs0O 9 {
@ TeamEncemble [ Team Confuence [ Team Confluence C.. @ Team OCO Calendar @ Charge Code Direct.. [Bf CGIIRA € USDANRA [ Testing ) Diesel 80 wfie Baseline () Cisco Webex Meeti. »
<3} PECASYS ear j t Q B (A) aliroles104 (-]
Pegasys / Queries / Vendor / Vendor Review Vendor  Addresses
ADDRESSES
Vendor Addresses
| Address Level Vendor Socio-Economic Address Contacts PSC NAICS Codes sic Payment Types Disaster Response Information
1-10f1results e
Address Code Name UEI DUNS Number CAGE Code
& 00001 CGI FEDERAL INC TRKEPTHEBNSS 145969783 IVVKT
All ~ Page 1 of1

o to top of Main Content

5. On the Address Level Vendor sub-tab, confirm the IPP Publish Status is set to Exported.
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Figure 14: Address Level Vendor Sub-tab

“ C (b & cfctestl.phdc-test.gsa.go a 2 « PO »0 o i

am OOQ Calendar @) Charge Code Direct... [ CGINRA € USDAJIRA [ Testing QY Diesel80 wfiv Baseline () Cisco Webex Meeti

%) Team Ensemble [ Team Confluence [ Team Confluence

PEGASYS \ Q @ (A) aliroles104 (-]

Vendor Addresses

—
—
Address Level Vendor Socio-Economic Address Contacts PSC NAICS Codes
Change Status VCSS Registration
@ Previous Legal Business Transmit 1o VCSS
Name Vendor Registration 27008717600001000312
} Taxpayer Name Number
URL ederal cor PIN
8 EDI
EDI VAN Provider
Division | SUBSIDIARY OF CGI TECH
PP
freglon ;S ier IPP Enabled
Debt Subject to Offset
Matched in IPP
Primary NAICS 541519
I IPP Publish Status Exported ~ ]
DODAAC Default IPP Payment | 01-10-30
Terms
Agency AAC/DODAAC
IPPID

AAC/DODAAC

2.3 How do I Import Exported Pegasys Vendors into the IPP?

2.3.1 Execute the XMVL Upload Process in the IPP

This process is configured to automatically run daily at 7 a.m. ET. The following steps can be
followed to run the process in an ad-hoc fashion.

1. Login to the IPP Disburser site.

2. Switch the view to General Services Administration - Admin at the top of the page by
selecting it from the dropdown.
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Figure 15: IPP Disburser Admin Page

< C { #& qaipp.forfiscal.treasury.gov/xpsn/Process Q 2 4« PO »0O o g

€ TeamEnsemble @@ Team Confiuence @@ Team Confluence C.. @ Team 00O Calendar @ Charge Code Direct CGINRA € USDAJRA [@ Testing W) Diesel 80 wfiw Baseline (@) Cisco Webex Meeti. »

P Disburser Administration Welcome: Zachary Wickham | March 22, 2022 || General Services Administration - ADMIN ~ || aa @

Purchasing

Invoices Discounts | Forms & Rules | Integration | Reference Data Home | Help® | About | Logout

Users

View the list of users and their current status.

Search: Basic Search | Detail Search

First OR Last Name ‘ Tip: % wildcard will increase response time.

Last Name Status First Time Logon

Aay Abraham Active

Anita Pittman Disabled 2/8/2017 82T AMEST 2282017 2.07 PMEST Edit

Brooks Gibert Active 9/14/2021 11:05 PM EDT 3222022 2:24 AM EDT Edit
cmilig0s Carrie Miller Active Edit
dfich500 Debra Fisher Disabled 2/612017 5:29 PM EST 2272017 1:44 PMEST Edit
dgarz501 Dave Garza Disabled Edit
|dheberD1 David Hebert Active Edit L
dheber2 David Hebert Active 9/10/2021 8:33 AM EDT 3/8/2022 8:14 AM EST Edit
diang523 Dan LangemannAIT Active 2112017 90T AMEST 3/8/2022 821 AM EST Edit .

3. Navigate to Integration > Tasks.

Figure 16: IPP Disburser Admin - Integration Tab - Tasks Sub-Page

¢« C Y & qaipp.forfiscaltreasury.gov/xpsn/Process?Transaction=AgentTasksTO&mi_sys=Topintegration&mi_main=Topintegration&mi integration=Tas.. @ 2 % @ @ » O @ :
¢ Team Ensemble Team Confluence Team Confluence C.. @) Team 00O Calendar @ Charge Code Direct.. [B CGIJRA € USDAJIRA Testing @) Diesel 80 v Baseline Q) Cisco Webex Mesti.. »
W Disburser Administration Welcome: Zachary Wickham | March 22,2022 | General Services Administration - ADMIN v | aa @

Users | Groups | Purchasing | Invoices | Payments | Discounts | Forms & Rules Jintégration’ Reference Data

Home | Help® | About | Logout

Tasks

View the list of tasks. Note: All upload tasks will include a scan for viruses.

New Task History

Invoi wnioad Scheduled to run. Edit | Delete | De-Activate | Start

Invoice Status Upload Scheduled to run. Edit | Delete | De-Activate | Start
Manual invoice Download Deactivated but assigned. Edit | Delete | Activate

PO Upload Scheduled to run. Edit | Delete | De-Activate | Start
Reconciliation Downioad Scheduled to run. Edit | Delete | De-Activate | Start

XMVL Upload Scheduled to run. Edit | Delete | De-Activate | Start

Showing 1-6 of 6

© 2007 - 2022 Federal Reserve Bank of St. Louis

4. Run the XMVL Upload to import the IPP Enabled Vendor file by selecting Start next to
the task under Actions.

5. Navigate to the Log sub-tab to confirm the XMVL Upload completed successfully.
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Figure 17: IPP Disburser Admin - Integration Tab - Log Sub-Page

K H Dfsburser Admfr“‘srration \Welcome: Zachary Wickham | March 22, 2022 |G\;nera| Services Administration - ADMIN ~ QA
Integration | Reference Data

Users | Groups | Purchasing | Invoices | Payments | Discounts | Forms & Rules

View and query the log information. (All imes are in EDT

Query Parameters
AgentiD: | All v|

Task: |IPP XMVL Upload (xmi) v

Status: [ AJl ~ |
OoieRange: o 0310172022 | @ vz =
Submit
Summary
Total Record Success | Record Excepions Record Failures ‘
4 0 0 0 0

TimestampEs |

Ponsys  Unioag Wy T File Succsss 212022 11:59.05 AM TASK NAME: XMVL Upload | FILENAME: GSA XMVL QAC mastervendorlst 202203211120 xmi_1547878345135 xm [File Upoadsd successioly
ngsfiﬁ Unbad gy 1 File Success 311212022 7:0032AM TASK NAME: XMVL Upload | FILENAME: GSA XMVL OAC mastervendorist 202203111604 xml_1647086432604 1l {Fie uploaded successfully
GSA- PP XMVL

1 Fila Surrsss  UT15022 70015 AM  TASK NAME XMVI |ininad | FIl FNAME GSA XMVI DAC mastarvandacist 20220110550 vmi 1847000015177 vl | Fils unlnadad sicrasshih

2.3.2 XMVL Report

The XMVL Report can be used to confirm the number of vendors uploaded.

1.

GSA

AN

selecting it from the dropdown.

Navigate to Suppliers > Reports.

Select the XMVL Import Status.

Select the Report Type dropdown and select the XMVL Import Status Report option.
Enter the From and To Date Range.

Select Submit.
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Figure 18: XMVL Report

P D"sburser Welcome: Brooks Gibert ‘General Services Administration V| QA About | Advanced Search™s | Preferences |

Welcome Purchasing | Invoices | Payments | Discounts | Analysis |[Suppliers' | Self-Service May 3, 2022 10:42 AM

XMVL Directory IPP Supplier Directory IPP Directory Management Matched Supplier List Reports

XMVL Reports
Submit the filter criteria to run the report.

Report Type: [ XMVL Import Status Report | v|

Date Rangs: From [01/03/2022 | | 9 7 [05/032022 | | Eo

Scheduled for Wed

Mar 30 15:09:17
EDT 2022

Starting load Wed
Mar 30 15:09:32
EDT 2022
Complete Wed Mar
30 15:11:03 EDT
2022

Complete Wed Mar
30 15:11:03 EDT
2022

GSA XMVL QAC mastervendorlist 202203301426 xmil_1648666757757 xmi(1 152399’127"‘;%‘ PP Ea8) 347

=
=
=
)

Completed

2.4 How do I Manually Match Vendors to Suppliers in the IPP?

Uploaded Vendors in the IPP can be matched by navigating to the suppliers tab via one of two
methods depending on if the TIN sent to the IPP matches an existing IPP vendor or not.

1. Switch the view to General Services Administration at the top of the page by selecting
it from the dropdown.

Figure 19: IPP Disburser Page

€ C (¢ @ qaippforfiscaltreasury.gov/xpsn/Process?Transaction=SwitchUserCompanyTO8userSwitch

@@ TeamEnsemble [ Team Confluence [ Team Confluence C.. @) Team OOC Calendar @ Charge Code Direct

P Disburser Nalcome: Zachary Wickham || General Services Administration vl| o About | Advanced Search | Preferences | Help® | Logout @
Self-Service

Tasks | Purchasing | Invoices | Payments | Discounts | Analysis | Suppliers March 22, 2022 T:14 PM

Welcome Zachary at General Services Administration

How To
» Matched Supplier List » |PP Disburser User Guide
» Match Master Vendor List The user guide provides information on each feature and step-by-step instructions on using the Disburser Moduie
» Release Notes
Information on the latest features and fixed ftems
Invoice Supplier Amount Status » Download Adobe Reader

o
No invoices viewed §
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2. Navigate to the Suppliers tab.

Figure 20: IPP Disburser - Suppliers Tab - XMVL Directory Sub-Page

samisupplies.. @ 12 * O » 0@
ng €Y Diesel 80 uf Baseline () Cisco Webex Meeti »

€« C O 8 qa.ipp.for.fiscal.treasury.gov/xpsn/Process?Transaction=GetXMVLSupplierList TO&mi_sys=TopSuppliers&mi_main=

IRA € USDA

€3 Team Ensemble Team Confluence [ Team Confiuence C.. 9 Team QOO Calendar ) Charge Code Direct. [H§ CG!

P Disburser welcome: Zachary Wicknam | General Services Administration v QA About | Advanced Search®s | Preferences | Help® | Logout @
Suppliers’ Self-Service
XMVL Directory IPP Suppiier Directory  IPP Directory Management  Matched Supplier List Reports

Tasks | Purchasing | Invoices | Payments | Discounts | Analysis March 22, 2022 7:16 PM

XMVL Directory

XMVL Directory is the IPP copy of the Agency's Master Vendor List

Search: Basic Search | Defail Search

XMVL Vendor Name | | [Search | Tip: % wildcard will increase response tme.

.
166 AUTO AUCTION LLC 12095‘5‘ W. SUNSHINE STREET SPRINGFIELD MO US 65807- ey | “5%:)%%‘:73’ Remittance Adtive Edit | Add Site | Match | Remove
S AEDTECH 2451 SOUTH CLARK STREET SUITE 830 ARLINGTON VA o0y 541040711 R s Edit | Add She | Match | Remove
Us 22202 00001
AS R ALIGNMENT 376 E MAIN ST SMITHTOWN NY US 11725-2503 XO000% Uit Remitance Active Edit | Add Site | Match | Remove
MESTAR LLC 7930 ARTCRAFT ROAD EL PASO TX US 79932 JOOOKK 17%2‘3' Remittance Active Edit | Add Site | Match | Remove
ABC BATON ROU 3060 BLOUNT RD BATON ROUGE LAUS 70807-2315 0000 Al Remittance Active Edit | Add Site | Match | Remove
ACCURATE CONCEPTIONS LLC 2773665' CALHOUN PLACE #640 ROCKVILLE MD US 20835- 20000% nmoaﬁza Remittance Active Edit | Add Site | Match | Remove
ACQUISITION PROFESSIONALS LLC 200 CORFORATE DETVE SUETE 313 STAFEQRD AL US 100004 i Remitance Active Edit | Add Site | Match | Remove|
ACTIOM A1 ITOMATIVE QEBVACES ATi24@70. G

3. Select the IPP Directory Management sub tab. The Match Status dropdown setting of
IPP Proposed Matches - 100% TIN/IPP ID will already be selected. This is the first
option for matching vendors.

Figure 21: IPP Directory Management sub tab

F Disburser  Veome: Jetteed | Genaral Services Administration v o About | Ad d Search’s | | Help® | Logout @
ces | Payments | Discounts | Analysis |'Suppliersy| Self-Service May 12, 2022 9:27 AM

XMVL Directory PP Supplier Directory  IPP Directory Management  Matched Supplier List  Groups  Reports

0 INFO Showing the First few XMVLs 1o ba Matched |

IPP Directory Management

IPP Directory Management is used

Directory Management Views

Match Status: | IPP Proposed Matches -100% TINJPP 1D ~ |

Search for XMVL Vendor Name:

Logged | Eligible
In Transaction

Actions

Clear | Match Manual | Un-propose

1CS INTERPRE [ING IN b Th-bEs
[ BTST GEORGIAAVE SUITE 500 SILVER SPRING MD LIS 20855 abacus-n-bytes, inc. 11141 Georgia Avenue, Sute 105 Wheaton MD US
! Gt Inv and Pmt v Match

DUNS/DUNS+4 (EFT Indscator) UEI
DUNS/DUNS+4 (EFT Indicator): Not Available

4. Toggle the check box to checked (true) next to the vendors you wish to match, and select
the match button at the bottom of the item collection.
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Figure 22: IPP Disburser - Suppliers Tab - IPP Directory Management- IPP Proposed
Matches - 100% TIN/IPP ID

e

P Disburser Welcome: Jetf Reed | General Services Administration - QA About | search™s | F | Help® | Logout

Welcome | Tasks | Purchasing | In Payments | Discounts | Analysis [SSUppliersy Self-Service May 20
XMVL Directory  IPP Supplier Directory  IPP Directory Management  Matched Supplier List Groups  Reports

o INFO Showing the First few XMVLs to be Matched |

IPP Directory Management
nt s used to match vend,

IPP Directory Manageme

the Agency's Master Vendor List (1P XMVL) to vendors in the 18P Supplier Directory.

Directory Management Views
Match Status: | IPP Proposed Matches -100% TIN/APP ID v

Search for XMVL Vendor Name:

h [Submit
& wh gged in a oted. T b be due to other conditions. If th t | not ge
XMVL Vendor Name | IPP Supplier Name |SetiD| TINAPPID | Logged in | Eligible Transaction |
EI’E?? GEORGIAAVE SUITE 500 SILVER SPRING MD US 20855 EnEchs.n.mes. inc. 11141 Georgia Avenue, Sute 105 Wheaton MD US 20802 V00001 Mo inv and Pt | Clear | Match Manual | Un-proposs Match
DUNS/DUNS+4 (EFT Indcaton) DUNS/DUNS+4 (EFT Indicatory Nat Available
i_ Cloar All | [ SelectAll |
Showing 1 of 1

5. Switch the match status dropdown to XMVL - No Proposed Matches, toggle the check
box next to the desired vendors to true (checked) and select the send button.

Figure 23: IPP Disburser - Supplier Tab IPP Directory Management - XMVL - No
Proposed Matches

F Disburser Welcome: Jeff Reed | General Services Administration - QA About | Ad d Search®s | | Help® | Legout @
Suppliers | Self-Service May 12, 2022 9:38 AM

IPP Directory Management Matched Supplier List Groups Reports

Discounts | Analysis

Welcome | Tasks

XMVL Directory IPP Supplier Directory

Purchasing | Invoices

IPP Directory Management
IPP Directory Management is used to match vendors from the Ag

Directory Management Views
Match Status: | XMVL - No Proposed Matches hd

Search For XMVL Vendor Name:
Search For XMVL TIN/IPP 1D:

UEL:

DUNS+4

Search For XMVL DUNS: (EFT Indicator):

[ Submit |

SelectAll | | DeselectAll | [ Download Selected | | Send

Contact First Contact Last Contact Agency XMYL TINIPP XMYL DUNS/ Sentto Date Originally
ame Email v} DUNS+4(EF T Indicator). CSR Sent

XMVL Vendor Name EY

2044 W. SUNSHINE STREET SPRINGFIELD MO US 65807- XHOOKEOT3 FHGAYONUNYGS 060504765 Mﬂf':hemﬂwl I
1055

[ SelectAll | | DeselectAll | [ Download Selected ! ['Send | |

6. This will invite the vendors to the IPP to be signed up. Once they are signed up by the
IPP (usually 3 to 5 business days) they will show up in the IPP Proposed Matches
dropdown when100% TIN/IPP ID is selected. Perform steps 3 and 4 in this section to

match.

2.5 How do I mark Pegasys Vendor records as Matched in the IPP and
configure their Default Payment Terms (if applicable)?

1. Login to Pegasys.

2. Navigate to Reference > Vendor > Vendor Codes to display the Vendor Codes Screen.

GSA IPP Pegasys 7.8 User Guide — September 2023 Page 23



CGI Federal

3. On the Vendor Codes page, enter a vendor to search.

Figure 24: Pegasys Search - Vendor Codes Page

o~

( A) allroles170

L

PEGASYS Search Forms And Documents Q

Pegasys = Reference  Vendor | Search - Vendor Codes [

Search - Vendor Codes

The fields designated as (OFF) indicate the fields that are Optimized For Performance when executing a search on this page.
Failure to populate at least one OFF field may result in a search that causes a system timeout and/or overall degraded system performance for al

Gt
Q
S|
@
ﬁ
=3

Search Criteria %
Code (OFP) | 042925735 | Address Code | |
(OFF)
UEI
:l Approval Status | v |
DUNS Numiber | |
(OFF) Address Type |
EFT Indicator | | Address Active | ~ |
AAC/DODAAC | | Status | |
Region
CAGE Cod
o | | Region Number | |
Name (OFP) | agerey | y
Legal Name | 0
| | Bureau | w7 |
TIN
Agency Location | w |
Taxpayer Names | Code
Vendor Category | ir | Security | W |
Vendor Class | i | Orgamz(gt;:c;r;
Vendor Group | ir | Use Far | — |
Vendor Type | Y | Payments
Default Payment | i | Use For Billing | ~ |
Type Use far | ~ |
Reporting | Procur?rg't:e;;
Attribute
Currency Code | ir | Prevent New | v |
Spending
@‘ 1099 Vendaor | b |
Clear |
— Miscellaneous | v |

4. Select Search button to display the search results.

5. Select the vendor from the returned items.
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Figure 25: Vendor Search Results Item Collection

1 -3 of 3 results

FeX

Address
Vendor Address DUNS Address Active Address
Codes Code UEl{ MNumber AAC/DODAAC | Name Type Status Name
cGl CGl
- INFORMATION Mailing INFOMATION
T Tr - ¢
m SR |l MANAGEMENT | Address LEENS MANAGEMENT
INC INC
cGl Cco!
R ieca INFORMATION Physical s INFOMATION
DAZERAEEG | 00008 MANAGEMENT | Address nee MANAGEMENT
INC INC
CGl CGl
ATASEREE S INFORMATION Remittance ol INFOMATION
SESESEIS | SN0 MANAGEMENT | Address fctive MANAGEMENT
| INC INC
4

6. Select Open to display the vendor information.

7. Select the Addresses tab.

8. Select an address from the returned items.

GSA

Figure 26: Vendor Addresses Tab

Pegasys / Reference / Vendor / Vendor Codes

VENDOR

‘ Vendor l Addresses |

Q l;b nerminseferagic

v

Expand All

Collapse All

= General
Code | 042925735
Name | CGI INFORMATION MANZ |
Mies [ |
] Miscellaneous
7] Contracts Vendar
TINType |EN v |

TN [mermnans |

Vendor Category ‘ﬁ‘
vendor Class ‘71.‘1"
Vendor Group ‘7(}‘

Vendor Type ‘ﬁ‘
Active ‘m|

Approval Status ‘ Reviewed ‘

Security Org | PEGASYS |

Effective Dates
StartDate |

End Date |

&
o]

VCSS Registration

[l Transmit to VCSS

PIN |

| Generate/Transmit PIN |

Contact

Contact

Phone

Non-US Phone

Title

Fax

Email

Vendor/Pravider ‘Bmh—\/|
¢ Reporting Attribute ‘m
Agency ‘7ﬂ'|
Bureau ‘—t‘r‘
Classification ‘;\/l
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Figure 27: Vendor Addresses Item Collection

1 -1 of 1 results

Address Code | Name ‘ UEI

00001
m| Copy | Remoave

9. Select the Address Level Vendor tab to display the Vendor Address Level Vendor
screen.

‘ CGI INFOMATION MANAGEMENT ‘
INC

Figure 28: Address Level Vendor Tab

PEGASYS earch Forms And Documents Q (A) aliroles120

Pegasys / Reference / Vendor / Vendor Codes / Vendor / Addresses / Address Level Vendor

| Vendor | Addresses |

ADDRESS LEVEL VENDOR

[ Address | evel Vendor || Socio-Economic H Address

Contacts || PSC || NAICS Codes

item 10f1

Expand All

— General

xt
o}
S|
e
éb
ES

Address Code | 00001 Currency Code  |USD ¥

ve | || Use For Billing

DUNS Number Use For Procurement

EFT Indicator

Immediate Parent
UEI

Parent DUNS
HQ Parent UEI

HQ Parent DUNS

Active Status
Approval Status

Security Org

Use For Payments
Prevent New Spending
Active ~
Reviewed ‘

PEGASYS 1|

vendor Category |1 o |
Ultimate Domestic —
o
Parent UEI Vendor Class 7 |
Ultimate Domestic | Vendor Group k] |
Fara DU % Vendor Type C W |
Itirnate Par 1 1
Yitimate Parent LE | Geographic Region |
Ultimate Parent | ) . A % |
DUNS Agency DEa‘IIUI'I
Code
CAGE Code r—————————
|— - Default Bill | Standard v |
CAGE Expiration | o | Type/Type Of
Date Transfer
TN | | External
Name | CGI INFOMATION MANAC SAM Registration Required ~ |
— indicater
s

10. Scroll down to the IPP section.
11. Select the Matched in IPP checkbox.

12. Default IPP Payment Terms can be entered in the Default IPP Payment Terms field (if
applicable).
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NOTES:
Default IPP Payment Terms are not required in Pegasys.
b. This field is Pegasys reference data and must be a valid entry.
c. This value will be overwritten on the Purchase Order if IPP Payment Terms are

entered on the Purchase Order.

Figure 29: Address Level Vendor IPP Fields

WEGASYS Search Forms And Documents Q nj'/:ﬁ:\jn allroles170 e
N

Wendor Addresses |

10

(0l ADDRESS LEVEL VENDOR
| Address Level Vendor || Socio-Economic ” Address | Contacts PSC ” MAICS Codes
@ e LI TSI W VeSS
Prf_tvious Legal | | vendor | |
Business Name . i e —
@ Registration
Taxpayer Name | | Number
- URL | | PIN | |
I EDI | Generate/Transmit PIN |
& EDI VAN Provider | |
“ Division | |
S —— IPP
Region Mumber | | '
|| Debt Subject to Offset
imary NAICS —
Primary NAICS | 7| IPP Publish Status | v |
DODAAC Default PP | 05-10-30 t‘?||
|7| Fayment Terms
o S ]
AAC/DODAAC PEID
AAC/DODAAC | tr |
| Default Mailing Address |

13. Select the Save button.
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3 Pegasys and IPP Reference Data Management Processes

IPP Administrators must establish the following types of reference data in the IPP:

1. Payment Terms

2. Units of Measure

3.1 How do I create and manage Payment Terms?

Payment terms are key to determining discounts offered by vendors that need to be established in
both the IPP and Pegasys. The Payment terms field is a single field in Pegasys and the IPP but

the reference table in the IPP breaks this down into percentage of discount offered, days to

achieve discount, and net payment days.

This section addresses:

1. Adding a New Payment Term

2. Updating a payment Term

3. Removing a Payment Term

3.1.1 Adding a New Payment Term

1. Login to the Disburser Administrator module in the IPP as a user with permission to
add payment terms.

2. Navigate to Reference Data > Payment Terms to display the Manage Payment Terms

screen.

3. Select New Payment Term.

Figure 30: Disburser Administration - Reference Data - Manage Payment Terms - New

P Disburser Administration
Users | Groups | Purchasing | Invoices | Payments | Discounts | Forms & Rules | Integration |Reference Data W RNz~

ERP SetiD Cost Centers Payment Terms  Department ID  Business Units  Units of Measure

Manage Payment Terms

Add, update or remove payment terms for use in IPP invoices. These terms should be the same as terms in your ERP system
]
[ emecoieB | Descipion | MetDoys | DayolMonth | Gank | Discosmt | Acions |
001-15-30 0.001 Percent Discount in 15 Days Net 30 30 o 60 Yes Update | Remove
001-20-30 0.001 Percent Discount in 20 Days Net 30 30 [} 70 Yes Update | Remove
002-20-30 0.002 Percent Discount in 20 Days Net 30 30 o 80 Yes Update | Remove
003-20-30 0.003 Percent Discount in 20 Days Net 30 30 0 90 Yes Update | Remove
005-10-30 0.005 Percent Discount in 10 Days Net 30 30 0 100 Yes Update | Remove
015-10-30 0.015 Percent Discount in 10 Days Net 30 30 0 140 Yes Update | Remove
001-10-30 0.01 Percent Discount in 10 Days Net 30 30 o 10 Yes Update | Remove
0.01-15-30 0.01 Percent Discount in 15 Days Net 30 30 [} 120 Yes Update | Remove
0.01-20-30 0.01 Percent Discount in 20 Days Net 30 30 0 130 Yes Update | Remove
0.02-10-30 0.02 Percent Discount in 10 Days Net 30 30 0 150 Yes Update | Remove

Payment Term

Welcome: Brooks Gibert | December 20,2021 | General Services Administration - ADMIN

Showing 1-10 of 73 | Previous | Next | Go to Page: | 1 v

4. Populate the following fields:

GSA
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a. Term Code (Required)

i. Use the naming convention XX-YY-ZZ model where XX equals the
amount of discount, YY equals the days given to achieve the discount and
ZZ equals the net days to pay without the discount. For example, a
standard two percent discount paid in ten days with a net payment of thirty
days would be 02-10-30.

NOTE: The Term Code cannot be more than 10 characters to comply with
Pegasys Reference Data requirements

b. Description
c. Net Day
d. Rank

i. Note that the rank will determine if the vendor can offer discount terms to
GSA. Only more favorable (lower ranked) terms than those provided on
the purchase order can be offered by the vendor.

e. Types

Figure 31: Disburse Administration - Reference Data - Create a Payment Term

P Djsburser Adminis tration Welcome: Brooks Gibert | December 20, 2021 | General Services Admini:

Users | Groups | Purchasing | Invoices | Payments | Discounts | Forms & Rules | Integration | Réference Data

ERP SetlD CostCenters Payment Terms DepartmentlD Business Units Units of Measure

Create a Payment Term

Complete the form to create a payment term * indic

* Term Code: | |

* Description: | |

* Net Days: | 30 Days v |

* Rank: | | Enter the rank from your ERP system for Payment terms.

* Types: | NET v

5. Select the Save button.

3.1.2 Updating an existing Payment Term

In the IPP Disburser Administration module, navigate to Reference Data > Payments
Terms.
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Select the Update button to update information related to the payment term. Updating payment
terms should be a rare event. Please note that changes cannot be made once a payment term has
been used.

Figure 32: Disburser Administration - Reference Data - Manage Payment Terms - Update

P Disburser Administration Welcome: Brooks Gibert | March 21,2022 | General Services Administration - ADMIN v |

Purchasing

Invoices

Payments | Discounts | Forms & Rules | Integration [SReference Data I EY TIN5

ERP SetlD CostCenters Payment Terms DepartmentID Business Units Units of Measure

Manage Payment Terms

Add, update or remove payment terms for use in IPP invoices. These terms should be the same as terms in your ERP system.

.001-15-30 0.001 Percent Discount in 15 Days Net 30 30 60 Yes Update || Remove
.001-20-30 0.001 Percent Discount in 20 Days Net 30 30 0 70 Yes Update || Remove
.002-20-30 0.002 Percent Discount in 20 Days Net 30 30 0 80 Yes Update || Remove

3.1.3 Removing an existing Payment Term

Select the Remove button to delete a payment term. Note that a payment term cannot be deleted
once used.

Figure 33: Disburser Administration - Reference Data - Manage Payment Terms Sub-Page

H Disburser Administration Welcome: Brocks Gibert | March 24,2022 | General Services Administration - ADMIN v|  aa §
L

Users | Groups | Purchasing | Invoices

Payments | Discounts | Forms & Rules | Integration |'Refeérence Data s [y T I = VR WV

ERP SetiD CostCenters Payment Terms Department ID Business Units  Units of Measure

Manage Payment Terms
Add, update or remove payment terms for use in IPP invoices. These terms should be the same as terms in your ERP system.

New Payment Term History
001-15-30 0.001 Percent Discount in 15 Days Net 30 30 60 Yes Update || Remove

001-20-30 0.001 Percent Discount in 20 Days Met 30 30 0 70 Yes Update || Remove

002-20-30 0.002 Percent Discount in 20 Days Net 30 30 0 80 Yes Update || Remove

3.2 How do I create and manage Units of Measure?

Units of Measure in Pegasys have been configured to map to dollars (DO) in the IPP, which is
listed as a service. Therefore, after the initial setup of the DO unit of measure in the IPP, changes
will be made in Pegasys only.
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3.2.1 Create a new Unit of Measure

1. Login to the Disburser Administrator Module in the IPP as a user with permission to
add a Unit of Measure.

2. Navigate to Reference Data > Unit of Measure to display the Unit of Measure Screen.

Figure 34: Disburser Administration - Reference Data - Manage Units of Measure Sub-
Page

H’ Disburser Admjnisfratfon Welcome: Brooks Gibert | March 21, 2022 | General Services Administratior

Users | Groups | Purchasing | Invoices | Payments | Discounts | Forms & Rules | Integration

ERP SetlD CostCenters Payment Terms Department I Business Units  Units of Measure

Manage Units of Measure

Add, update or remove Units of Measure for use in IPP Purchase Orders and Invoices.

Mew Unit of Measure |
0o mMA DOLLARS Service Update | Remove

3. Select New Units of Measure to display the Create Unit of Measure screen.

Figure 35: Disburser Administration - Reference Data - Create a Unit of Measure Sub-
Page

E D]'sburser Admfnfstra‘h'on Welcome: Brooks Gibert | December 28, 2021 | General Services Adminis
Reference Data

Invoices Discounts | Forms & Rules | Integration

Purchasing Payments

ERP SetilD Cost Centerz Payment Terms Depariment ID Business Units  Units of Measure

Create a Unit of Measure

Complete the form to create a Unit of Measure

* UOM Code: |

* UOM Type:  ® Goods () Service
*IPP System Code:

* Description: |

4. Populate the following fields: (below shows the values for the DO UOM).
a. UOM Code: DO
b. UOM Type: Service
c. IPP System Code: 01A
d. Description: Dollars

5. Select the Create button.
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3.3 How do I maintain the IPP Forms and Rules

The IPP Forms and Rules tab allows users to update the data entry rule sets predetermined during
the initial configuration of the IPP. These rules sets will not need to be changed very often, and
consulting an IPP technical representative before making updates is recommended. The Forms
and Rules Tab has several sub-tabs. However, the only tabs configured for GSA are:

e Presentations
e Rule Sets
e PO Types

3.3.1 Self Service How do I update Forms and Rules?

In the IPP Disburser Administration module, navigate to the Forms and Rules tab.

Select the subtab button you want to update (example “Rule Sets”). Find the rule set that needs to
be updated. “GSA-Tol” is the main rule set used for GSA. Press the edit button to edit the
tolerances, or press the Edit Rules button to edit the individual rules related to an order in the
IPP.

Figure 36: Rule Sets

Presentations Rule Sets Custom Fields PO Types ACK ASN Invoice eFile Invoice Batch Self-Serve XMVL Configuration

Rule Sets
View the list of rule sets.

New Rule Set
- NeE e ! Descipon_________________________] Ao

GSAFLEET Self Service Tolerances GSAFLEET Self Service Tolerances (Service to/from prohibited) Edit | Edit Rules

GSAFLEET-Tol GSA FLEET Tolerances (Service toffrom prohibited) Edit | Edit Rules

Edit | Edit Rules

Edit | Edit Rules

Invoice
Invoice

GSA-Self Service Invoice GSA-Self Service
Invoice GSA Tolerances
Invoice

Standard Invoice Rules Standard Invoice Rules. Edit | Edit Rules

Showing 1-5 of 5
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Figure 37: Rules - Tolerances

Rule Set Generai Information

Name: [GSATol

Type: imicice

. [ T

Entorss Attachments: [ ]

PO Tolerance Information (Applies only  invoice rule st ype]
Enable PO Tolerance Check:
Enable Split Line Functionality: ()

Copy PO UserDefined Fiekds (|
Data o Invoice:

‘General Tolerance Information

UnitPrice Cheok:| @ Geiing O'Fioar O Both

Uit Price Tolerance:
USD Oy

5 Prie Toleraces [

= Extenceaprice Toerance: [0 |5
QuintityCheck: ® ceing O Fcar O 5on
Gty Toranes: [ |
ity Tolerance: [

Tax Options
Taxabie: [

Allow Zero Vatus for Taxable: [

PO Distribution Options

Quantity Distribution: ® Progaronsl O Secuental

Enatle Rouncing: [ ]

The Edit Rules Subtab has several sub-tabs:
e Header
e Remitto
e Billto
e Line Item
e Distribution
e  Summary

e Header Accounting (not used by GSA)

Figure 38: Rule Sets - Line Items

P Disburser Administration v w2z o )
Users | Groups | Purchasing | Invoices | Payments | Discounts NFOIMS&RUIESY Integration | Reference Data Home | Help® | About | Logout

Presentations  Rule Scts CusiomFields POTypes ACK ASN Invoice eFile Invoice Baich Sef Serve XMV Configuration

Rule Set Fields Validated:

figurs the validation type and parameters. If you Eit a field currently not in use, i vill be changed to in use after &

Alowancs Charges Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

County O Orgn Edit
Eait

Edit

Eait

Edit

Edit

Edit

Edit

Edit
Edit

w}
[w]
[m]
(m]
(m]
(m]
w}
w}
(w]
[m]
(m]
(m]

Edit

Eait

Edit

Eait

(< lals

Edit
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Press the edit button for an individual item to field (example - Line Item Quantity - Services) -
Make needed changes and press the submit button.

Figure 39: Rule Sets - Line Items - Line Items Quantity - Services

1P Disburser Administration Reed | D& 202 [General S Administration - ADMIN oa ®
Groups | Purchasing

i P Lookup

Validation Parameters:

Validation Conditions:

3.4 How do I maintain Interface Management in the IPP

There are five active tasks or interfaces provided via the IPP Disburser Module providing users
with the ability to transfer files between IPP and Pegasys:

e Invoice Download

e Invoice Status Upload

e Manual Invoice Download (copy of invoice download)
e PO Upload

e Reconciliation Download

e XMVL Upload (Vendors)
Interfaces are maintained through the Integration tab in the IPP. Press the edit button by the
individual task (example PO Upload) to edit the properties of the individual task. Note that it is

recommended to consult the IPP before making updates as these settings were configured at
implementation and can cause integration issues if incorrectly updated.
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Figure 40: Integration Tasks

P Disburser Administration Welcome: Jeff Reed | December 4,2022 | General Services Administration - ADMIN v|  aa

Groups

Purchasing | Invoices | Payments | Discounts | Forms & Rules [NInteégration’] Reference Data Home | Help? | About | Logout

Tasks Agents Monitor Log

Tasks
View the list of tasks. Note: All upload tasks will include a scan for viruses.

Invoice Download Scheduled to run. Edit | Delete | De-Activate | Start
Invoice Status Upload Scheduled to run. Edit | Delete | De-Activate | Start
Manual invoice Download Deactivated but assigned. Edit | Delete | Activate

PO Upload Scheduled to run. Edit | Delete | De-Activate | Start

Reconciliation Download Scheduled to run. Edit | Delete | De-Activate | Start

Vendor Upload Scheduled to run. Edit | Delete | De-Activate | Start

3.5 How do I maintain the Pegasys-IPP Crosswalk?

The IPP Crosswalk maintenance tables allows agencies to configure the IPP specific code value
for the unit of measure codes in Pegasys, define the unit of measure as a good or service, and
define a default unit of measure code. In addition, the IPP Crosswalk maintenance table allows
agencies to send IPP specific user ID’s to IPP for approval routing in the IPP system. Please note
that approvals are not configured in the IPP.

3.5.1 Access the IPP Crosswalk Maintenance Table

To access the IPP Crosswalk tables:
1. Navigate to Reference > Purchasing > IPP Crosswalk.
2. Enter the Code (IPP).
3. Select Search.
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Figure 41: IPP Crosswalk Search

Cc 0O 8 https://cfctest1.phdc-test.gsa.gov/momex/Controller Q 1w w ¥ 0O e Paused

oogle g PP & Amazon CaGl BROCKS G5A2 MSAZ CaLM JRA B Erviroments &8 Clear Browser M BLG Email

WPEGASYS Search Forms And Documents Q = . allroles170 [

Pegasys = Reference ' Purchasing = IPP / Search - IPP Crosswalk []

Search - IPP Crosswalk

Search Criteria
Partition |7W| Effective Dates

e swmose [ B
Name |—| End Date |7I:I|

Short Name | |
sowe [ ]

Security Org | W|

= |
1-10f1results l.'= @ X
Partition | Code | Mame | Short Name | Status | Start Date | End Date | Security Org

| IPP | IPP XWLK | | Active | | | PEGASYS

L}
m| Copy | Delete |10 per page e Page[1 |of1

The IPP Crosswalk is presented using the following four sections with a separate tab for each
section.

e [PP Crosswalk
e PP Unit of Measure
e PP Approvers
e [PP State Converter

3.5.1.1 IPP Crosswalk Tab

Select the IPP Crosswalk tab to display the IPP Crosswalk screen.
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Figure 42: IPP Crosswalk

Pegasys / Reference / Purchasing / IPP / IPP Crosswalk / IPP Crosswalk

JPP CROSSWALK
| IPP Crosswalk I IPP Unit of Measure || IPP Approvers IPP State Converter

— General
Partition vl Effective Dates
*x Code IPP Start Date
> Name | IPP XWLK _ End Date
Short Name

Status Active v

> SecurityOrg | PEGASYS  tr|

The following actions are available.
e Save - Select to save the item.

e Audit - Select to generate an audit log query.

3.5.1.2 IPP Unit of Measure Tab

Select the IPP Unit of Measure tab to display the IPP Unit of Measure screen.

Figure 43: IPP Crosswalk - Unit of Measure

Pegasys / Reference / Purchasing / IPP / IPP Crosswalk IPP Crosswalk | 1PP Unit of Measure

IPP UNIT OF MEASURE
‘ IPP Crosswalk ” IPP Unit of Measure ]| IPP Approvers H IPP State Converter
Search Criteria b
Commadity Unit [ 7|
IPP Unit of Measure | |
Good/Service | ~|
Default | v
Search | clear |
1-10 of 344 results FEX
Commodity Unit IPP Unit of Measure Good/Service Default
Q Do S False
2 Do S False
- BD Do S False
BG oo S False
BO oo S False
BX oo False
cG Do False
cT Do False
DA Do False
oo Do False
‘ Add ‘ Remove 10 per page v | Page[t  |of35 |
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Enter a value for Commodity Unit then Select Search to display details for the IPP Unit of
Measure. Alternatively, select Search without entering any value to display all Commodity
Units, and then select a Commodity Unit from the returned values.

Actions available for IPP Units of Measure are Add and Remove.

e Add - Select the Add button to add a new Unit of Measure. The following fields must be
populated:

o Commodity Unit - A code designating the commodity unit.
o Default - Select whether the IPP Unit of Measure should default or not.

o Good/Service - Designates whether the IPP Unit of Measure is a good or a
service.

o IPP Unit of Measure - The unit of measure of code transmitted to IPP on the IPP
Document Export file.

e Remove - Select an IPP Unit of Measure from the results list and Select Remove to
delete the Unit of Measure.

e Save - Select to save the item.

e Audit - Select to generate an audit log query.

3.5.1.3 IPP Approvers Tab

IPP Approvers are part of workflow, which is not configured for GSA.

Figure 44: IPP Crosswalk - Approvers
Pegasys / Reference / Purchasing / IPP / IPP Crosswalk IPF Crosswalk |~ IPP Approvers

IPP APPROVERS
IFP Crosswalk PP Unit of Measure PP State Converter
Search Criteria
IPP Level 1 Approvers
IPP Level 2 Approvers
IPP Level 3 Approvers
Office Address w7 4

Search Clear

No results IF @ ol ar

IPP Level 1 Approvers IPP Level 2 Approvers IPP Level 3 Approvers Office Office Address

Add All hd Page |1 of 1
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3.5.1.4 IPP State Converter Tab

The State Converter Tab is used to resolve the rare instances where the state abbreviation is the
same across multiple countries or states. An example is CO, which is an abbreviation for both
Colorado and Coahuila in Mexico. Note that the IPP only has this issue with the US, Mexico,
and Canada as addresses outside of North America use a different format that does not require
the converter.

Figure 45: IPP Crosswalk - State Converter

Pegasys / Reference / Purchasing / IPP / IPP Crosswalk IPP Crosswalk  IPP State Converter

IPP STATE CONVERTER

IPP Crosswalk PP Unit of Measure IPF Approvers IPP State Converter

Search Criteria
State Code s

IPP State Code

Search Clear
1-10of1resuls
State Code IPP State Code
& ML MF
Add Remove All v

3.6 How do I maintain IPP Payment Terms in Pegasys?

The IPP Payment Terms maintenance table is used for establishing and maintaining IPP Payment
Terms for use on Pegasys Orders and Invoices interfacing with the IPP. This allows the user to
establish identical payment terms data in Pegasys that should correspond to IPP Payment Terms
data within the IPP.

3.6.1 Create a new IPP Payment Term

1. Navigate to Reference > Purchasing > IPP Payment Terms.

2. Select New to create a new IPP Payment Term. The IPP Payment Terms screen is
displayed.
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Figure 46: IPP Payment Terms

C {0 @& htipsy/cictestl.phdc-test.gsa.gov/momex/Controller Q =2 % » 0O ':o
soogle % PP A Amazon G BROCKS G542 MSAZ CALM JIRA B Enviroments Clear

NITANYC M <corch Forms And Documents Q 8 (A) alioles170

Pegasys Reference Purchasing IFF  IPP Payment Terms | IPP Payment Terms

[1PP Payment Terms|
Expand Al
— General
* Code Effective Dates
#* Mame Start Date [m]
short Name End Date ]

Status Active
> Security Org w
3 Met Days [}

Discount Type None v

= Description

Description

3. Enter the Payment Term data making sure to populate the following required fields.
a. Code
b. Name
c. Security Org
d. Net Days
4. Select Save.

3.6.2 Edit an existing IPP Payment Term

1. Navigate to Reference > Purchasing > IPP Payment Terms.

2. Select Search without entering any values to return all [PP Payment Terms.
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Figure 47: IPP Payment Terms - Search

Pegasys = Reference © Purchasing © IPP | Search - IPP Payment Terms []

Search - IPP Payment Terms

Search Criteria

Code | Effective Dates

Marme | Start Date | t |

Short Name | End Date | m| |

Security Org

Net Days

|
|
|
Status | o |
|
|
|

Discount Type

Search Clear |

3. Select a Payment Term to change.

Figure 48: IPP Payment Terms - Search Results

1-10of 77 results

Discount
Code Name Short Name Status Start Date End Date Net Days Type
W 00711530 .001-15-30 Active 30 Standard
A007-20-30 .007-20-20 Active 30 Standard
A002-20-30 .002-20-30 Active 30 Standard
A003-20-30 .003-20-30 Active 30 Standard
005-10-30 _005-10-30 Active 30 Standard
0151030 015-10-30 Active 30 Standard
0.071-10-30 0.07-10-30 Active 30 Standard
0.071-15-30 0.07-15-30 Active 30 Standard
0.071-20-30 0.07-20-30 Active 30 Standard
0.02-10-30 0.02-10-30 Active 30 Standard

-m‘ Copy | Delete [10 per page | ¢ ¢|F

4. Select Open to display the IPP Payment Terms screen for the selected payment term.
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Figure 49: IPP Payment Terms Detail Screen 1

Pegasys | Reference / Purchasing / IPP / IPP Payment Terms / IPP Payment Terms

IPP Payment Terms

= General
*I Code .001-15-30 I Effective Dates
* Name | 0011530 | Start Date | =]
Short Name | | End Date | ] |
Status |Ac,1i'.-c w |
kK Security Org | PEGASYS 17|
* NetDays | a0 |
Discount Type |Standard w |
— Description
Description 0.0071 Percent Discount in 15 Days Net 30
P
Go to top of Main Content
5. Make the necessary changes and select Save.
Figure 50: IPP Payment Terms Detail Screen 2
Pegasys / Reference / Purchasing / IPP / IPP Payment Terms / IPP Payment Terms
IPP Payment Terms
= General
% Code |.001-1530 | Effective Dates
* Name [ .001-1530 | swanDae | =]
[Shortame T .001-1530 | EndDate | =]

Status |Amiuc v|

* Security Org | PEGASYS 17|
* NetDays | 30|

Discount Type |Standard v|

— Description

Description | 0.007 Percent Discount in 15 Days Net 30

Go to top of Main Content

o o]
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4 IPP Self-service Invoicing Processes

4.1 How do I create invoices using Self-Service in the IPP?

Use the Self-Service > Add Invoices page to “flip” POs / BPOs to invoices or credit memos. You
can create invoices from any of the following:

e PO
e Blanket PO
e Blank form - Non-PO

e Copy a previous invoice

4.1.1 Searching for Vendors

To search for POs by vendor:
1. From the Self-Service tab, select the Add Invoices sub-tab.

Figure 51: IPP Disburser - Self Service - Add Invoices 1

W Disburser TestUser  General Services Administrat QA : About | Advanced Sgarch’s | Preferences | Help® | Logout @

Vendor 10: ([ ] & Exact Match

Iwmrmwpmiammmwm(omu I

volum:ﬁ | |metouomﬂmmu
numnum3| | Exact Match |s««1c-mwrsumwemmcmmuun
PO Based Invoice Number: | | | Exact Match |Sm¢:1ﬂwwﬁmmlmmmnmlommuah

2. Type the name of the vendor in the XMVL Vendor Name field, if known.

3. Select the Exact Match check box, if you know the complete vendor name; otherwise,
type a partial name. Use the “%” as the wildcard.

4. Type a PO number, Blanket PO number, or invoice number, if known. Use the “%” as the
wildcard.

5. Select Next to advance to the PO List page.
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Figure 52: IPP Disburser - Self Service - Add Invoices 2

Create Standard Invoice

Create Invoice

Narrow your selection by providing Vendor Name or Vendor ID.

XMVL Vendor Name: |[CGI FEDERAL INC.

| Exact Match

Use Search to

select a specific vendor. Tip: Use % for wildcard

Vendor ID: | 270087176-00001

] Exact Match

Narrow your selection by prov

iding Additional Attributes (optional)

PO Number: ||

] OExact Match

Select PO number to pre-pepulate invoice

T&U Invoice Number: |[

] O exact Match

Select existing T&U invoice number to clone initial data.

PO Based Invoice Number: ||

] O exact Match

Select existing PO Based Invoice number to clone initial data.

Next >> |

NOTE: IPP populates the PO/BPO selection page based on the search criteria; otherwise,
IPP lists all available PO/BPO/Invoices.

IPP displays POs/BPOs on Hold but does not allow you to create an invoice or credit

memo.

Figure 53: Add Invoices - Self Service - Add Invoices 3 - PO Lis

P Disburser

\Welcome: Brooks Gibert | General Services Administration

]

Purchasing

Add Invoices | Inquire _ Settings.

Payments | Discounts | Analysis

PO List (select a PO to create an Invoice or create a PO work list)

Refine your list further by entering PO Number:

O Exact Match

Refine your list further by entering XMVL Vendor Name:

CGl FEDERAL INC

Exact Match

OR vendor ID:

270087176-00001

Suppliers

Exact Match

QAAbout | Advanced Search®™s | Preferences | Help® | Logout

December 31, 2021 12:29 PM

Hide List

C0202111175000270087 1760098-0

CO2021111870002700871760111-0

€02021112290000270087 17601150

C02021112390002700871760122-0

C02021112390022700871760125-0

CGI FEDERAL INC.

CGI FEDERAL INC.

CGI FEDERAL INC.

CGI FEDERAL INC.

CGI FEDERAL INC.

270087176-00001

270087176-00001

270087176-00001

270087176-00001

270087176-00001

Nov 17, 2021 Create Invoice

HNov 1%, 2021

Create Invoice
Nov 22, 2021 Create Invoice
Nov 23, 2021 Create Invoice|

Nov 23, 2021 Create Invoice

Create Invoice For Selected POs

Showing 1-5 of 5

T&U Invoice List (select an invoice to copy)

Refine your list further by entering Tnvoice humber: | (JExact Match

Hide List

No Invoice's matching the selection eriteria were found.

PO based Invoice List (select an Invoice to copy)

Refine your list further by entering Invoice Number:

O exact Match

Refine your list further by entering XMVL Vendor Name:

CGl FEDERAL INC

Exact Match

OR Vendor ID:

Exact Match

Hide List

Test €©02021111870002700871760111-0
From collector CO_TEST12700871760049-0
Fromcollector2 C02021111750002700871760098-0
Fromollector3 C020211122900002700871760115-0
Unit Test C02021112390002700871760122-0
RNRTESTCIPP105 C02021112390022700871760125-0
RNRTESTCIPP1052 C02021112390022700871760125-0
RNRTESTCIPP1053 C02021112390002700871760122-0
RNRTEST1 €©020211122900002700871760115-0

RNRTEST2 €©020211122000002700871760115-0

CGI FEDERAL INC.

CGI FEDERALINC.

CGI FEDERAL INC.

CGI FEDERALING.

CGI FEDERAL INC.

CGI FEDERALINC.

CGI FEDERAL INC.

CGI FEDERALINC.

CGI FEDERAL INC.

CGI FEDERALINC.

270087176-00001

270087176-00001

270087176-00001

270087176-00001

270087176-00001

270087176-00001

270087176-00001

270087176-00001

270087176-00001

270087176-00001

Nov 22, 2021 Copy Invoice )
Nov 22, 2021 Copy Invoice)
Nov 22, 2021 Copy Invoice )
Nov 23, 2021 Copy Invoice)
Nov 24, 2021 Copy Invoice )
Dec s, 2021 Copy Invoice )
Decs, 2021 Copy Invoice )
Aug 2, 2021 Copy Invoice)
Dec 10, 2021 Copy Invoice )
Dec 10, 2021 Copy Invoice)

GSA

Showina 1-10 of 18 | Previous | Next | Go to Page:| 1 v
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4.1.2 Flipping POs to Create an Invoice

You can create an invoice by selecting the purchase order or blanket PO.

To create an invoice from a PO or Blanket PO

1. From the Disburser Self-Service tab, select the Add Invoices sub-tab.
Figure 54: IPP Disburser - Self-Service - Add Invoices 4

F Disburser ‘ecsme TestUser Genersl Services Administration A Aot | Advanced Sesrchs | Prefmences | Help® | Looout 6

Welcome Tasks | Purchasing | Invoices Py s | Disco

Create Standard Invoice
e (nvoice
Marrow your selection by providing Vendor Mame or Yendor 10,
AWML Yendor Name: | ] B Exact it [ERSTER | e Search o select & specifis vendar, Tiee L
Vendor I | ] EDEsact Matek |

Harrow your selection by providing Additienal Attributes (optional)
[ | Ex

Sbact FCH mumbet B pre-populate invice

Spbect igbing TELY ifraic fumiter 12 Sone indial data

Tl rwoice Musmber: [ ]
Py Barsed Inwnice Humber: | | Exact Match _w-mmmmlmwummm
2. Enter the name of the vendor in the XMVL Vendor Name field and select the Next
button.
Figure 55: IPP Disburser - Self-Service - Add Invoices 5
TP Disburser  Vecome TestUse Gunor Servicos Adminisration 64 Alout | Advanced Search | Prabersnees | tain® | Lovow Q3K

Fabrugry 3, W27 1202 P

Welcome | Tasks | Purchasing | Invoices Suppliers

Al Irrercwn. Ingiie  Saitinga

Create Standard

Harrow your selection by providing Vendor Name or Vendor 10,
AL Vendor Marm: |[C Foedurad inc

Vo 10 | (770087 T tm00 1

}‘Il’l’w']ﬁl'lll'ﬂiﬂﬂ h riclai Addir 1a =1 e 3 l]
PO Hurber:

Select PO numi D pra-gopalate isvoios

TaU iwosce Humber: | | | Sebect wiseng TAU insvve rumber 13 dors intial tata

Satet o PO Bated Iwieod MumDel B o0 i 28l

| Maxi >> h
3. From the PO List or Blanket PO List, select the POs or Blanket POs you want to use.
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Figure 56: IPP Disburser - Self-Service - Add Invoices - PO Lists

nistration [-1% Abbul | Advenced Segrch™s | Pualaresces | Help® Lo @

P Disburser wome TestUss Genel Sariices fdm

o ;| OO0 Fedéral Inc
endor [0: | FT008T17E-00001
ENTYL Vemidor Marme P Dty
SO 1 TR TIRET TINS5 Ci3 FEDERAL I STEOETITE-De0Y R 17, 2021 Cresie levoice
GO0 11 BT ST TTe0111-0 131 FEDERAL IHC DT TE-D00H R 13, 2024 Cirasis lvoics
OO 11 X200 O T e 185-0 Coi FEDERAL 1HZ IMECTTE-DOS01 e 23, 2031 Cuati bk
COH 11 E 02T 0ET 1 Tei 22-0 131 FEDERAL IHC PO T e Rier 23, 2024 Cirastn Mroics
COMMTI X RO I Tt 1S 250 £ FEDERAL W Mo TE-0O001 N 23, 203 Conani lavoice
LI TOMT Y TR 140 L3I FEDERAL INC TR TITE-D00N Dz 18, 2021 Crasie levoice
LTI A5 PO T RGO GO PDDERAL 1R PO TITE- 00N LR Coiate lervcicn
LEE DR 1 T S TIT IR 280 L3I FEDERAL INC 2TEOE TR0 Jan BT Crasis lvoice

| Create imwmice F o Setected FUS |

4. Select Create Invoice for Selected POs or Create Invoice for Selected Blanket POs.
Figure 57: Disburser - Self-Service - Create Invoice for Selected PO

frP Disburser  wome Tssis Goneral San

Agministratan o Aboul | Advenced Ssarch™ | Preferesces | Help® | Logen @

Suppliers

PO List (select a PO to create an Invoice or create a PO work list) sl List
it For . -r Exa 1
her by dor Maeme: | DG Federal Inc B h
ridlor 10: | 2TODBT A TE-00001 B3 ipeiset patch | Soarch |

ENIYL Vomalor Mame

SO 1 TR T T A TRO0eE-0 i FEDERAL INC. PO TITR-D000Y Row 17, 3021 Cresis lvvolce
T 11 ETOMDTRET TR0 i3 FEDERAL Iht IO TR0 W 18, 20T Cirosis brvoics
COM 11 X000 MO T T80 1850 5 FEDERAL W Mo H TE-D0001 N 3 20X Crasie lavoics
COIH 1A XD TR 1 TEI 220 0 FEDERAL IH PO e Kers 23, 2024 Crasts Mvocs
COMITIIFNO0} ITO0NT 1 M1 250 6 FEDERAL Mot H ME-00001 N 31, X Cinane levoice
LTI T TRAT 1 L FEDERAL INC ITRCHT I TE-D000N Dec 18 021 Crasin bvolce
LA 1S PO T RESG 0 PEDERERL va POGETITE-00008 L Croati bevticn

LSDRA- 1 RIT 08T P02 IR0 L0 FEDERAL 1N IO D000 Jan b HOY Crusis bvoice

| Create immics i or Selecied PO |

5. Type the invoice number provided by the vendor in the Invoice Number (Required) field.
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Figure 58: Disburser - Self-Service - New Invoice Entry Screen

frP Disburser ‘ekome TasUser Genel Sanices Adminisrs as About | Adwanced Saaich™ | Prefersnces | Hee® | Lopon @

Welcome | Taskd | Purchaiing | lnveices Discounts | Analyiia | Supplisrs

VIARMING A priey ifwoiod Steshiad aganl P PO contined adpusimants 1o Unt Prcs 58 PO LM S- 1
This Varkance hars N0 ITOACT DN Ty IMPOicis ¥OU CTRate againet fis FO. Piease noe. however, [l when all fems as ievoiosd and e PO
cignen, Pare wil [y & varnce et e ot doller smounl orginaly spscried by T PO and e ancunt sciusly meced

Mew [ Suterst | [ Sarve s Drak | | Anachments

brrweice Mumber®: | Tesi-Irecdca
Ins Date: )|
Recaipt Date: 23022 =

(AN

REMIT Ta: Bl Pariod Start Dece:
e -
CGI FEDERAL INC Gaoon R —
) XMVL UEK: TREEFIHEBNSS Supplier Conact Marma.
MMVL DUIWE: 145525723
EMVL DUKS+4 [EFT el 2 Supplies Contact Phone: |:

PO Term: 1 Parceni Discount in 10 Darys Het 30

Paymant Tarms: @ [1 Peroen Dscount in 10 Days Net 30
Anticipated Due Date: 35022)
PO Mumber:  COS437TRZTO0ETI 7RIS

6. Issue Date and Receipt Date should be entered as appropriate. The issue date is the date
on the invoice and the receipt date is the date it was officially received by GSA.

NOTE: Configuration will allow backdating of invoices via self-service if GSA is
entering invoices on behalf of a vendor for a prior date.

7. From Payment Terms, select a payment term previously configured by your Disburser
Administrator as specified on the vendor invoice. If the vendor invoice does not specify
terms, use the terms of the purchase order, which are usually Net 30 (00-00-30).

Figure 59: Disburser - Self-Service - New Invoice Entry Screen

T FEDERAL IRC

o8 TestCollecine? il Period End Daix: 0=
CGI FEDERAL INC.

XMIVL UEL: TREEF1HEBNSS Sapplinr Contact Hame:

XML CUM: 14556478 .

XML DUNSod (EFT Ind } Supplien Contact Phoss:

PO Tomi: 1 Pt Dol in 10 Dy Mt 30

Paymant Temae 0 [TFcent Decounin 10 Days et 30~
Bratcipgated Due O A
PO Rumber  COSEITRITHAT RO
Comract Mo 54376

Burpar Comact Name:  abrazaoampusaanh com

Burywt Phons:
Burper Erma;
COR:
ALT Codec ATDOMI 16 CIOR Fhism:
General Services Administration LT .
oot il Sk Acdeminisiration FOB Teems:

Cumency Coda:  USD

. —
T
T T T—
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8. Complete the remaining fields, as provided on the vendor invoice. If all required values
are not entered and the invoice is submitted, it will be routed to exception status in the
IPP and will not be transmitted to Pegasys.

9. In the line item section, enter at least one item. Required: Quantity (QTY) and Unit Price.
If this is a Dollar Only PO, enter the value of the PO line. IPP Defaults unit price to 1.00.
For POs, that only contain an amount, you must use Dollar Only as the Unit of Measure
(U.OM.).

Figure 60: Self-Service - New Invoice Entry Screen 1

Buginess Unli: Coat Canter Dheqpet. 1D
ELIN Tzienced

WOM. i, ™

f
] . Service Dule Service Daie ¥ y
. Par @ Nisem Costhie Dascriptian SLIN i iy Ty i Beice  (THPO) T TR s

L) 100 DOLLARS (S Ij Sales @30

Comimeniy: Extendied Price Swb otk 200
Testal Misz: I—m

Total Freight: I 200!

Total Tames: ]—:EIIJ'

EEan i p——) 0 ol 340 Carachen el Total Amount: [ g pg)

| Sutsmit | | Save as Deaht | | Attnchments |

10. Type comments in the Comments field.

Figure 61: Self-Service - New Invoice Entry Screen 2

Bluisineia Uni: Caut Canted: Duipe. ID:
WY PO PO g .t':w LM, Eg"m Tax

LisaLinaseh. o, o Item Code Descrigtion gL e D L o veibee (T¥PR) D AT
] L Discou 1 W 100 DOLLARS (5] B samws | 000

e Extended Price Sub-antal: l—|;||;..-_|

This £5 & test Srvedos) Toeal Misc: _

Teesd Fewight: l—u__‘

Teasl Tanes:

WoCr oo Rk ] 23 0f 240 CRaraCHeTS wna Total Amcnant:

Suterit | [ Sawe an Dran | [ Amachments |

11. Do one of the following:
a. Select Save as Draft to save the invoice as a draft and complete it at a later time

b. Select Attachments to add documents to this invoice. This should include a pdf
of the invoice and any information provided by the vendor in support of the
invoice.

NOTE: Current configuration will allow up to 25 attachments to be included with
invoices and at least one attachment is required for self-service.

c. Select Submit to finalize and mark invoice for transmission to Pegasys.
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Figure 62: Self-Service - New Invoice Entry Screen 3

H Disbu’rser Welcome: Test User General Services Administration QA About | Advanced Search™ | Preferences | Help™ | Logout @

Welcome Purchasing Payments | Discounts | Analysis | Suppliers February 3, 2022 12:25 PM

Add Invoices | Inquire  Settings

This variance has no impact on any invoices you create against this PO. Please note, however, that when all items are invoiced and the PO

. WARNING A prior invoice submitted against this PO contained adjyslments to Unit Price on PO Line #- 1
closes, there will be a variance between the total dollar amount eriginally specified by the PO and the amount actually invoiced.

New Submit | | Save as Draft | [ Attachments

Issue Date: 02/032022] [E=
Receipt Date*: 02/032022] [E=
e 1o T w—

CGI FEDERAL INC.
GRA TactCallartar) Bill Period End Date: Blo

4.1.3 Copy an Invoice

You can copy an invoice that was previously sent for the same PO.

To copy an invoice:
1. Complete the steps titled ‘Searching for Vendors’. (see above).
2. From the Vendor List page, scroll to the PO based Invoice List (select an Invoice to
copy) section.

Figure 63: Copy Invoice 1

PO based Invoice List (select an Invoice to copy) Hide List
Refine your list further by entering Invoice Number: ] [ Exact Match
Refine your list further by entering XMVL Vendor Name: | CGl Federal Inc Exact Match
OR Vendor 1D: Exact Match [ Search |
mocet | s | awiveomane® | Vewon | T
Test C02021111870002700871760111-0 CGI FEDERAL INC. 270087176-00001 Nov 22, 2021 Copy Invoice )
From collector CO_TEST12700871760049-0 CGI FEDERAL INC. 270087176-00001 Nov 22, 2021 Capy Inveice )
Fromcollecior2 CO2021111750002700871760098-0 CGl FEDERAL INC. 270087176-00001 Nov 22, 2021 Capy Invoice )
Fromcollector3 C020211122900002700871760115-0 CG| FEDERAL INC. 270087176-00001 Nov 23, 2021 Copy Invoice )
Unit Test C0202111239000270087 1760122-0 CGI FEDERAL INC. 270087176-00001 Nov 24, 2021 Copy Invoice )
RNRTESTCIPF105 C0202111239002270087 1760125-0 CGI FEDERAL INC. 270087176-00001 Dec 8, 2021 Copy Invoice )
RNRTESTCIPP1052 CO202111239002270087 1760125-0 CGI FEDERAL INC. 270087176-00001 Dec g, 2021 Capy Invoice )
RNRTESTCIPP1053 CO2021112390002700871760122-0 CGI FEDERAL INC. 270087176-00001 Aug 2, 2021 Capy Inveice )
RNRTEST1 C020211122900002700871760115-0 CGI FEDERAL INC. 270087176-00001 Dec 10, 2021 Copy Invoice )
RNRTEST2 C020211122900002700871760115-0 CGI FEDERAL INC. 270087176-00001 Dec 10, 2021 Capy Invoice )

Showing 1-10 of 36 | Previous | Next | Go to Page:

3. Select the invoice you want to copy and Select Copy Invoice to create a copy of a
previous invoice.
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Figure 64: Copy Invoice 2

PO based Invoice List (select an Invoice to copy) Hide List
Refine your list further by entering Involce Number: |
Refine your list further by entering or Nam ;CGI Federal Inc
OR Vender 1D: |

XMVL Vendor Name EY Vendor ID

Test CO2021111870002700871760111-0 CGl FEDERAL INC. 270087 176-00001 MNow 22 2021 Copy Invoice
From collector CO_TEST12700871760049-0 CGI FEDERAL INC 2T008T175-00001 Nov 22, 2001 Copy Invoice |
Fromcoliector? CO2021111750002700871760098-0 CGI FEDERAL INC. 270087 176-00001 Nowv 22, 2021 Copy Invoice
Fromcoflectord CO2021112290000270087 1760115-0 CGI FEDERAL INC. 2T008T1TE-00001 Hov 23, 2021 Copy Involce |
Unit Test CO202111239000270087 1760122-0 CGlI FEDERAL INC. 2T008T176-00001 Nov 24 2021 Copy Invaice )
RMRTESTCIPP105 COZ02111239002270087 1760125-0 CGI FEDERAL INC. 2T008T176-00001 Dec &, 2021 Copy Invoice |
RNRTESTCIPP1052 COZ0211 230002270087 1760125-0 G FEDERAL INC. 270087176-00001 Decg, 2021 Copy Invaice )
RNRTESTCIPP1053 CO2021112390002T008T1760122-0 CGI FEDERAL INC 2T008T176-00001 Aug 2, 2021 Copy Involce
RMRTEST1 CO2021112290000270087 1760115-0 CGI FEDERAL INC. 270087 176-00001 Dec 10, 2021 Copy Invaice )
RNRTESTZ CO20211122900002700871760115-0 CiGl FEDERAL INC 270087 175-00001 Dec 10, 2021 Copy Invoice |

Showing 1-10 of 36 | Previous | Next | Go to Page: :_1_"

4. Enter the Invoice Number (required) as provided by the vendor.

Figure 65: Self-Service - New Invoice Entry Screen 1

H Disburser Welcome: Test User  General Services Administration QA About | Advanced Search™s | Preferences | Help® | Logout @
Welcome Purchasing Payments | Discounts | Analysis | Suppliers i February 3, 2022 1:14 PM

Add Invoices Inquire Settings

New Submit | [ Save as Draft | [ Attachments

Invoice Number's
IssueDate: [ o203e022]
ReceiptDate: [ (02ae022]
F—— . .
REMIT TO: Bill Period StartDate: [ | @9

CGI FEDERAL INC

GSA TestCollector BillPeriod End Date: [ ] @9
XMVL UEI: TRKEPTHEBNSS Supplier ContactName: [ ]

XMVL DUNS: 145969783
XMVL DUNS+4 (EFT Ind.): Supplier ContactPhone: [ |

PO Term:  Net 30

CGI FEDERAL INC.

Payment Terms: @ [Net 30 p

Anticipated Due Date:
PO Number:  C02021112390022700871760125-0
Contract No.: CONTRACT
Buyer Contact Name: DFAIR

Rumar Bhanar

5. Update all information as provided by the vendor.
6. Select Submit.
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1P Disburser

Purchasing

New

Figure 66: Self-Service - New Invoice Entry Screen 2

Invoices

me:. Test User  General Services Administration aA

Payments | Discounts | Analysis | Suppliers

About | Advanced Search®s | Preferences | Help® | Logout

(=)

February 3, 2022 114 PM

I Subwmit I Save as Draft | | Attachments

CGI FEDERAL INC.

GSA

REMIT TO:
CGI FEDERAL INC
GSA TestCollector2

XMVL UEI: TRKEP1HEBNSS
XMVL DUNS: 145968783
XMVL DUNS+4 (EFT Ind.):

Invoice Number™:

Issue Date:

Receipt Date”:

Bill Period Start Date:
Bill Period End Date:
Supplier Contact Name:
Supplier Contact Phone:
PO Term:

Payment Terms: o
Anticipated Due Date:
PO Number:

Contract No.:

Buyer Contact Name:

Runcar Phana:
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5

IPP Interfaces Configuration Processes

5.1 How do I configure IPP Interfaces and Tasks?

There are six tasks or interfaces provided via the IPP Disburser Module providing users with the
ability to transfer files between IPP and Pegasys. The available transfer tasks are:

1.

Invoice Download: This task allows the download of invoice files and from IPP to
Pegasys.

Invoice Status Upload: This task allows the upload of invoice status changes from
Pegasys to IPP.

Manual Invoice Download: This option is not enabled as the invoice download task
above will automatically retrieve IPP invoices and prevent the need for manual retrieval.

PO Upload: This task allows the upload of purchase orders and attachments from
Pegasys to IPP.

Reconciliation Download: This task generates a reconciliation file that returns all Open
or all Closed purchase orders within a specified date range.

XMVL Upload: This task allows the upload of XMVL vendor records from Pegasys to
IPP.

To access these tasks, users can:

1.
2.

P

Users

Login to the IPP Disburser Administration Module.
Select the Integration tab to display the available tasks.

Figure 67: Disburser Administration - Integration - Tasks

Disburser Administration Welcome: Brocks Gibert | December 30, 2021 | General Services Administration - ADMIN v|  aa @

Groups | Purchasing | Invoices | Payments | Discounts | Forms & Rules | Integration | REEE YN Home | Help? | About | Logout

Tasks Agents Monifor Log

Tasks

View the list of tasks. Note: All upload tasks will include a scan for viruses.

New Task
Invoice Download Scheduled to run. Edit | Delete | De-Activate | Start

Invoice Status Upload Scheduled to run. Edit | Delete | De-Activate | Start

Manual invoice Downlead Deacfivated but assigned. Edit | Delete | Activate

PO Upload Scheduled to run. Edit | Delete | De-Activate | Start

Reconciliation Dowmload Scheduled 1o run. Edit | Delete | De-Activate | Start

XMVL Upload Scheduled 1o run. Edit | Delete | De-Activate | Start

GSA

NOTE: Tasks will not be frequently updated by GSA.
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All task configuration except for scheduling will remain static. Therefore, this guide includes
steps to update a task schedule in the IPP using the Invoice Download task as an example.
Updates to other task types will follow the same pattern.

5.1.1 Invoice Download Task

The Invoice Download task allows user to download invoice files (csv or xml) and attachments
from the IPP to Pegasys. To update the Invoice Download Task:

1. Select the Invoice Download link from the Task screen.

Figure 68: Disburser Administration - Integration - Edit Tasks - Invoice Download

E Disburser Administration Welceme: Erooks Gibert | Februzry 8. 2022 | General Services Administration - ADMIN ~ | aa @

Purchasing

Invoices Discounts | Forms & Rules Reference Data

Payments Integration Home | Help® | About | Logout

Tasks Agentz Monitor Log

|Edit Task - Invoice Download - Task Conﬁgurationn

Rename or change the configuration of this task.

View: Task Configuration | Task Parameters | Driver Parameters | Document Filters | Transformations | Schedule

*Task Mickname: | Invoice Download

*Task Type: nvoice Download v

*ERP Agent Driver Class: | IPP Invoice download driver V|

THE IPP INVOICE DOWNLOAD TASK WILL POST INVOICES TO A SERVER
ACCESSIBLE DIRECTORY FOR TRANSPORT WIA EITHER CONMECTDIRECT OR
Driver Notes: (vaAL ICERT.

ask Configuration Audit Trail |

Activity | user | Comment

Sep 13, 2021 4:53:28 PM TASK CONFIGURATION MGMT diang523 g:::::ﬁ::; ion. Task Ni Invoice D , Task Type: IPP Invoice Download, ERP Agent Driver Class: IPP Invoice

All task screens are divided into two sections: Edit Task and Task Configuration Audit Trail.

5.1.1.1 Edit Task - Invoice Download - Configuration Section

The Edit Task - Invoice Download - Configuration provides options to change the task
configuration by selecting from the following elements:

e Task Configuration - Name the task and the type of driver class to use.
e Task Parameters - Define required task parameters.
e Driver Parameters - Select driver parameters to use for the task.

e Document Filters - Specify filters for download files.
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e Transformation - Specify the format the data is converted to. (Upload tasks only)

e Schedule - Define the schedule when the task should execute.

Each option displays a screen with a section enabling users to change configuration settings and
a section displaying an audit trail for all changes made.

5.1.1.2 Invoice Download - Task Configuration Audit Trail Section

The Task Configuration Audit Trail section list all changes that have been made to the task.

5.1.2 Updating a Schedule using a Schedule Element

Agencies can schedule tasks to start as frequently as they require, or start them manually. To
configure the Schedule element for any task:

Select the Schedule element link from the Task screen.

Figure 69: Disburser Administration - Integration - Edit Tasks - Invoice Download
Schedule 1

F Disburser Administration Wilcoma: Jofl Fied | May 12, 2022 | General Services Administration - ADMIN ~|  aa @
Integration| Reference Data

Users | Groups | Purchasing | Invoices | Payments | Discounts | Forms & Rules

Home | Help® | About | Logout

Edit Task - Invoice D T e
Select the dates and times on which you'd like your task to be run
Vview: Task 1 Task | Driver | Filters | || I
Set Schedule
*StartDate: | 10V18/2021 Time Zone: | America/New_York ~
® Basic Schedule
Schaduled Time{s): Limit Runnable Months to:
00 v/: 00 v [ Add Time | JAN FEB MAR APR May JUN

Juu AUG SEP ocT NOV DEC
20:00
Limit Runnable Days to:
Where Day of the Month Matches

o 0z 03 04 05 06 o7
[ 1] o 10 1 12 13 14
18 16 v 18 19 20 n
22 3 24 25 26 27 8
Fol £l kil Last

[ Remove Time Or Day of the Week Matches:
} ) SUN MON  TUE  WED  THU  FRI SAT

Using the Schedule screen users must establish the date scheduling is to start, determine whether
to use the Basic Scheduling feature or the Advance Schedule feature will be used, and then
schedule holidays.

e Start Date: Date the scheduling begins. Can be a future date

e Time Zone
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Figure 70: Disburser Administration - Integration - Edit Tasks - Invoice Download
Schedule 2

| Set Schedule

[ start Date: | [10/19/2021 Time zone: | [AmericalNew_York v |

Basic Schedule
e Schedule Times: Enter the hour and minute of the day that the task will be started
e Add Time Button - Add the entered time to the box of configured run times.

¢ Remove Time Button - Removes a selected time from the configured times

Users can elect to limit the scheduling by the days of the month or by days of the week.
e Limit Runnable Month to: Check each month that task should run

e Limit Runnable Days to: When limiting by days, users can elect to limit by the days of
the month or the days of a week.

o Check each day of the month that task should run.

NOTE: Check “Last” to run a task on the last day of the month regardless of how many
days are in a month.

e Or Day for the Week Matches: Check a day of the week if the job is to be run the same
day of each week.

Below is an example of a Task scheduled to run at 7:00 AM at on the 1% day of the month
beginning each quarter (JAN, APR, JUL, and OCT).

Figure 71: Disburser Administration - Integration - Edit Tasks - Invoice Download Basic

Schedule
® Basic Schedule
Limit Runnable Months to:
[Scheduled Timels)] Imi Punnab’e Yonths - -
T00 v]: |00 v | [ Add Time | JAN Fee ] marl] apr may L1 Jun
LB avel] sepl] ocTE wov(] pecl]
07:00
imit Runnable ay3 o]
Limit Runnable Days &
here Day of the Month Matches
ot @ o020 o3l 04l 05 o6 o7
e ) os D D 20 30 O
500 s 4700 48 49 2000 a1
20 0 240 250 20 270 280
280 3000 3100 rastC]
|or Day of the Week Matches] 3 3 3 3
sun | mon Tuell wenD tau D il sar
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5.1.3 Advance Schedule

The advance Schedule feature is not used by GSA.

5.1.4 Schedule Holidays

Using the Schedule Holiday feature, users can add a holiday for which execution of a Task
should not be executed, even if the holiday falls on one of the scheduled days. Holidays will be
recognized for all years and therefore must be updated each year.

Figure 72: Disburser Administration - Integration - Schedule Holidays Task

| schedule Holiday(s)|

Holidays(s):
01+ |/ [JAN v| [AddHoliday |
First w/||SUN v |oF |JAN v | [ Add Holiday |

[ Remove Holiday |

Holidays can be scheduled by:
e selecting the day of the month and the month of the year for the holiday, or

e selecting either the first or last weekday day of a selected month

The Add button adds the Holiday to the Holiday list and the Remove button removes a selected
holiday from the Holiday list.

5.1.5 Manually Starting or Deactivating a Task

A task can be run at a time other than its scheduled slot. Use the Start function to run a task
immediately, rather than wait for its scheduled time to run, or you can deactivate the task and
start it manually when you need it to run it.

5.1.5.1 To run a task off schedule (See Starting a Task)

1. From the Integration tab, select the Tasks sub-tab. The list of currently configured tasks
appears.
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Figure 73: Disburser Administration - Integration - Starting / Deactivating Scheduled
Tasks

P Disburser Administration Welcome: Brooks Gibert | March 20, 2022 | General Services Administration - ADMIN
Users

Groups | Purchasing | Invoices | Payments | Discounts | Forms & Rules |/integration|| Reference Data QLT Gz

Tasks

Agents Monitor Log

Tasks

View the list of tasks. Mote: All upload tasks will include a scan for viruses.

[uistory
Y N T Y
Invoice Download Scheduled to run Edit | Delete | De-Activate |@

Invoice Status Upload Scheduled to run Edit | Delete | De-Activate |@I

Manual invoice Download Deactivated but assigned. Edit | Delete | Activate

PO Upload Scheduled to run Edit | Delete | De-Activate | [Start]

Reconciliation Download Scheduled to run Edit | Delete | De-Activate | @

XMVL Upload Scheduled to run Edit | Delete | De-Activate |[Start]

2. Inthe Actions column, in the row of the task that you want to start, Select Start. I[PP

adds the task to the queue for execution. You can monitor its status from the Monitor
and/or Log pages.

5.1.5.2 To deactivate a task

1. From the Integration tab, select the Tasks sub-tab. The Tasks page appears.

2. On the Tasks page, in the Actions column, in the row of the task that you want to
activate, Select De-activate. IPP de-activates the task.
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6 IPP Security Configuration Processes

6.1 How do I create Users, Roles & Permissions in the IPP?

Disburser Administrators are responsible for creating and managing all roles and user accounts
by keeping user information up to date, modifying assigned roles as job responsibilities shift, and
disabling user accounts when employees leave the agency or no longer need access to IPP.

Use the Users page to view all of users that currently exist for your agency.

6.1.1 Accessing the Users Page

1. Login the IPP Disburser Administrator Module as a user with access to add a new
user.

2. From the Users tab, select the Users sub-tab.

Figure 74: Disburser Administration - Create Users

F Disburser Administration Welcome: Braoks Gibert | December 31, 2021 | General Services Admini:

Users| Groups | Purchasing | Invoices | Payments | Discounts | Forms & Rules | Integration | Reference Data

Users

View the list of users and their current status.

| New User || Import Users |

Search: Basic Search | Detail Search

First OR Last Name | | Search | Tip: % wildcard will increase response time.

6.1.1.1 Add a New User

1. Select the New User Button to display the New User Page

Figure 75: Add New Users

Users
View the list of users and their current status.

| New User || Import Users |
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Figure 76: Disburser Administration - New User

New User

Complete the to create a new usern

User Information

* First Name:

# Last Name:

Middle Initial:

* Email Address: |

Y —

User's Manager
Time Zone | Eastern Standard Time(EST) v
-
*Agency- | Not Assigned v

Implementation User: ||

Agency User Profile

User Lookup: | +=~M3E7 1 %[& not permitted in this field. Value must be unique
unit: | Seleci One v |

Cost Center:

Department

Role Assignment

Assign Role Name
] Administrator Default administrator
(] Custom Reports & Analysis Custom Reports & Analysis
] Extended Administrator Extended Adminisirator
(] Interface Manzgement Interface Management
] Inveice Maintenance Invoice Maintenance
(] Invoice Raject Invoice Reject
] Invoice iew Invoice View
[m] PO Updates PO Updatad
] Self-Service Self-Service
(] ‘endor Management “Wendor Management
] ‘iew Payments Only ‘iew Payments Only

ALC View Permissions

Wiew sl ALCs

Scope:; .
Wiew the selected AL Cs balow

Assign ALCs — View Permission

ALC Code
47000016 47000016 - General Services Administration - USDA - OCFO
47000017 47000017 - General Services Administraiion - FINANCIAL SWCS DIVISION

XMVL Vendor Record View Permissions

Wiew all XML vendor records

View the XMVL vender records with the SetiD filter values selected below:

SetID selections associated to user view permission

2. Inthe New User section populate the following fields
3. First Name - Required
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4. Last Name - Required
5. Middle Initial - Optional
6. Email Address - Required
7. Phone # - Required
8. User’s Manager - Optional
9. Time Zone - Optional
10. Currency - Optional
11. Agency: General Services Administration - Required
The Agency User Profile section of New User Screen provides values that are used in

workflow. GSA is not leveraging workflow.

Figure 77: Disburser Administration - New User - Agency Profile

Agency User Profile

User Lookup: +=~"%7":;./\"|& not permitted in this field. Value must be unique

12.

Business Unit:
Cost Center:

Department:

Select One v
Select One v
Select One

assign the role to the new user.

In the Role Assignment section Select each of the displayed Roles to

Figure 78 Disburser Administration - New User - Role Assignment 1

Role Assignment

Administrator Diefault administrator

Customn Repords & Analysis Custom Reports & Analysis

Extended Adminisirator Extended Adminisirator

Interfzce Management Interface Management

] Invoice Maintenance Invoice Maintenance

I Invioice Reject Invoice Reject

] Invgice Wiew Invoice View

I PO Updstes PO Updates

] Self-Senvice Self-Service

‘iendor Management ‘endor Management

] Wiew Payments Only ‘iew Payments Only
GSA IPP Pegasys 7.8 User Guide — September 2023 Page 60



CGI Federal

13. To view Role details and permissions for a Role, Select the role link in the Role
Assignment section.

Figure 79: Disburser Administration - New User - Role Assignment 2

Role Assignment

Assign Role Hame
Administrator Default administrator
Custorn Reports & Analysis Custom Reports & Analysis
Extended Adminisirator Extended Administrator
Interfacs Management Interface Management
] Imvoice Maintenance Irwoice Maintenance
(] Imvoice Reject Invoice Reject
] Invpice Wiew Invaice Yiew
O PO Updates PO Updates
] Self-Service Self-Service
| ‘endor Mansgement | ‘endor Management

14. Once the Role Details and Permissions screen is displayed, Disburser Administrators can
view and add permissions to a Role by Selecting on the Role Name link.

15. The Role Information and Permissions screen is displayed for the Role selected.
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Figure 80: Disburser Administration - New User - Role Information and Permissions

Edit Role

Update the role information.

View: Administration Permissions | Payment Permissions | |nvoice Permissions | 3Self-Service Permissions | Report Permissions | Other Permissions | PO Permissions

Role Information

* Role Name: |Vend0r Management | |

* Role Description: |Vendor Management |

Administration Permissions

Permission
] IJser Managemeant Allows access to the Users tsb.
[} Accounts Managemnant Allows acoass to the Fayments tab.
L4 Discounts Management Allows access to the Discounts tab.
Groups Management Allgwss accass to the Groups tab.
Invoices Management Allows access to the Invoices tab.
(] Fomns and Rules Managemeant Allows access to the Forms & Rules tab.
n Integration Management Allows access to the Integration tab.
(] Reference Data Management Allows access to the Reference Data tab.
n Purchasing Management Allows access to the Purchasing tab.
Role Audit Trail
Jan 21, 2017 Z:55:20 PM UpdateRole rshellil2 This role has been updated. *Added a new permission: Directory Management
Jan 21, 2017 2:55:13 PM AddMewRole rshelll2 Created a new role and roleMName is Vendor Management

16. Select a Permissions checkbox to assign the Permission to the Role.

17. Select the OK button when done.

6.1.2 Search for an Existing User

1. Login the IPP Disburser Administrator Module as a user with access to view users.
2. From the Users tab, select the Users sub-tab to access the Users screen.

Select Basic Search to search by First Name or Last Name.

Figure 81: Disburser Administration - Search for User

anuary 1, 2022 |Genera| Services Administral

P Disburser Administration  Wecoms 5ok

lsers: (| Groups | Purchasing | Invoices | Payments | Discounts | Forms & Rules | Integration | Reference Data

Users  Roles Reporis

Users

Wiew the list of users and their current status.

—
Search: | Detail Search
First OR Last Name | | Tip: % wildcard will increase response fime.
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4. In the First OR Last Name field, enter the first name or last name of the user. Use the %
as a wildcard to broaden your search.

5. Select Search. IPP displays the results of the search.
Figure 82: Disburser Administration - User Search Results

Users

View the list of users and their current status.

| Mew User ” ImpnrlUsErsl

Search: Basic Search | Detail Search

First OR Last Name |Pau| | | I Search I Tip: % wildcard will increase response fime.

User ID E First Name Last Name First Time Logon Last Time Logon
pberg512 Paul BergAIT Active 4812017 9:55 AM ECT 212772018 5:18 PM EST Edit
phekt500 Paul Hekdner Disabled 20312017 9:52 AM EST 212772017 2:08 PM EST Edit

6. Select Detail Search to perform a search by First Name, Last Name, User ID or email
address.

7. Complete as much information as needed to return the desired results.

8. Select Search. The results are returned.

Figure 83: Disburser Administration - User Detail Search

Users
View the list of users and their current status.

| New User \ \ Import Users |

Search: Basic Search | [Detail Search

FirstName |

|

Last Name | ‘
useriD  [bgiber01 | |
|

|

E-Mail Address |

User Lookup |

giber01 Brooks Gibert Aclive 9/14/2021 11:05 PM EDT 1/2/2022 1:01 PM EST Edit

6.1.3 Edit an existing User

1. After searching for a user, the user’s information can be edited by selecting Edit. The
Edit User screen is displayed.

Figure 84: Disburser Administration - Edit User Link

Edit

boiber01 Brooks Gibert Aclive 9/14/2021 11:05 PM EDT 11212022 1:16 PM EST
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Figure 85: Disburser Administration - Edit User Screen

Update the user information.

* indicates required field

User Information

UserlD: bgiber01

* First Name: |Branks |

* Last Name: |Giben |

Midllle Inifial: | |

* Email Address: |brooks.giben@gsa.gov |

*Phone # | 7032276000

User's Manager | I Q
Time Zone | Eastern Standard Time(EST) hd
-
Disabled: [_|

* Agency: | General Services Administration +

Implementation User: ||

Agency User Profile

User Lookup: ‘ +=~"3% 7" A& not permitted in this field. Value must be unique

Business Unit: | Select One v
Cost Center: | Select One v
Department: | Select One v

Role Assignment

Assign roles to this user

Administrator Default adminisirator
Custom Reports & Analysis Custom Reports & Analysis
) Extended Administrator Extended Administrator
O Interface Management Interface Management
O Invoice Maintenance Invoice Maintenance
& Invoice Reject Invoice Reject

) Invoice View Invoice View

O PO Updates PO Updates

&4 Self-Service Self-Service

Vendor Management ‘Wendor Management
View Payments Only Wiew Payments Only

2. From the Edit User screen, a Disburser Administrator can:
Edit User Information

Edit Agency User Profile

ISI

Assign Roles

Set ALC View Permissions

Assign ALCs

Set XMVL Vendor Record View Permissions

e a0
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g. Set ID selections associated to user view permission (Not configured for this
implementation)

h. Add User Notifications
1. View User Audit Trail

6.1.4 Adding Roles and Permissions

Roles are sets of permissions to access IPP pages, features and specific data sets. You must
assign one or more roles to each Disburser user. Multiple Disburser users who have similar job
responsibilities can share the same role. If a user has multiple roles, IPP considers the cumulative
set of permissions for all roles when granting access.

6.1.4.1 Add a New Role

1. Login to the IPP Disburser Administration Module as a user with permission to add
user Roles.

2. From the Users tab, sclect the Roles sub-tab.

3. From the Role screen, select New Role. The New Role page appears.

Figure 86: Disburser Administration - Add New Role

General Services Administra

E Disburser Admi"istrﬂtion Welcome: Brocks Gibert | January 3, 2022

Users| Groups | Purchasing | Invoices | Payments | Discounts | Forms & Rules | Integration | Reference Data

Roles

View the list of roles.
New Role
4. In the Role Information section, enter the
a. New Role Name

b. New Role Description

Figure 87: Disburser Administration - Role Information Screen

New Role

Complete the form to create a new role.

Role Information

* Role Name: |Test Role |

* Role Description: |Test Role Description] I
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6.1.4.2 Add Permissions to a New Role

1. Select the Administrative Permissions to configure the Administrative permissions.

2. Inthe Administrative Permissions section, under the Assigned column, select the
permissions you want to assign to this role.

3. Select OK.
Figure 88: Disburser Administration - Add Permissions to New Role

New Role

Complete the form to create a new role. * indicates required fi

| Payment Permissions | Invoice Permissions | Self-Service Permissions | Report Permissions | Other Permissions | PO Permissions

Role Information

* Role Name: |Test Role |

* Role Description: | Test Role Description |

Ad

inistration Permi

X Descrotor

Assig
[ User Management Allows access to the Users fab.
|:| Accounts Management Allows access to the Payments tab.
|:I Discounts Management Allows access to the Discounts fab.
|:| Groups Management Allows access to the Groups tab.
I:I Invoices Management Allows access to the Invoices fab.
[} Forms and Rules Management Allows access to the Forms & Rules tab.
I:I Integraticn Management Allows access to the Integration tab.
[} Reference Data Management Allows access to the Reference Dafa tab
O Purchasing Management Allows access to the Purchasing tab.
Cancel

4. To configure the Payment Permissions, Select Payment Permissions.
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Figure 89: Disburser Administration - Payment Permissions

New Role

Complete the form to create a new role. * indicates required field

View: Administration Permissions | | Payment Permissi: | Invoice Permissions | Self-Service Permissions | Report Permissions | Other Permissions | PO Permissions

Role Information

* Role Name: |Test Raole |

* Role Description: |Te st Role Description |

Payment Permissions

View payment Allowy user fo view Payments and Payment reports

Assign Account NickName Bank Routing No Account Number Account Type
1 | - N o B 000000000 0000 Checking

Role Audit Trail

e | ey | me | Comem

Mo Records found.

a. From the Payment Permissions section, select the Assigned check box to add the
View Payment permission.

b. From the Bank Account Authorization section, select the Assigned check box to
authorize the bank account.

c. Select OK.

5. Select Invoice Permissions to configure Invoice Permissions.
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Figure 90: Disburser Administration - Invoice Permissions

Users | Groups | Purchasing | Invoices | Payments | Discounts | Forms & Rules | Integration | Reference Data Home | Help® | About | Logout

Edit Role

Update the role information. * indicates reguired field

View: Administration Permissions | Payment Permissions | |Invoice Permissions| | Self-Service Permissions | Report Permissions | Other Permissions | PQ Permissions

Role Information

* Role Name: | Test Role |

* Role Description: ‘test name |

Invoice Permissions

[hssoned | pemsson | e |

O Invoice - Invoice Post and Status Update Allow Agent to post invoice to ERP and send invoice status update to the IPP Server
O Invoice - View View all Invoices by Worlkgroup Distribution

O Invoice - Reject Reject Invoice

O ADC Management Permit user to fix AOC issues for POs and Invoices

O Invoice - Re-Post Invoice Permit user to Re-Post an Invoice that has failed to Post

O Invoice - Status Maintenance Bulk manual maintenance of invoice statuses

O View PO acknowiedgement View PO acknowledgement

O Approve PO acknowledgement Approve PO acknowledgement

O View PO advanced shipment notice View PO advanced shipment notice

O Approve PO advanced shipment notice Approve PO advanced shipment notice

View Permission Scopes

o

O View pemmissions are associated with the selected groups below

Groups associated with View permission

[ hsson | Gowheme | Desewwor |

All Cost Centers Contains all Cost Centers. It cannot be modified or deleted
All Departments Containg all Deparimenis. Ii cannot be modified or deleted.
All Business Units Contains all Business Units. It cannot be modified or deleted.

ole Audit Trail
 ow | awwy | e | comem
Mar 22, 2022 1:18:17 AM AddMewRole baoiber01 Created a new role and roleName is Test Role

a. From the Invoice Permissions section, select the Assigned check box next to each
permission to add that permission to the role.

b. From the View Permission Scopes section, Select View All

NOTE: Groups are not configured for this implementation. The ‘View
permissions are associated with the selected groups below’ option will not be
used.
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c. Hold Permissions: Invoices can be put on hold but this is rarely used. Since GSA
does not use workflow, the timeline would only be one day.

d. The Role Audit Trail section displays the audit trail for the role.
e. Select OK.

6. Select the Self-Service Permissions link to configure Self-Service permissions.

a. In the Role Information section, enter the Role Name and Role Description, and

under the Assigned column, select the permissions you want to assign to this role
and Select the OK button.

Figure 91: Disburser Administration - Self Service Permissions

MNew Role

Complete the form to create a new role. * indicates required field

View: Administration Permissions | Payment Permissions | Inveice Permizsions | | Self-Service Permissions || Report Permissions | ©Other Permissions | PO Permissions

Role Information

* Role Name: |Test Raole |

* Role Description: |Test Raole Description |

Self-Service Permissions

[C] Create/Edit Invoice Permit access to invoice create/edit

O Create/Edit Credit Memo Permit access to Create Memo create/edit

I:I Submit invoice set for invoices created by this user Manually submit set of inveice documents held for submission

|:| Submit Credit Memo set for inveices created by this user Manually submit set of Credit Memo decuments held for submission

I:I Submit invoice set for all users Manually submit set of inveice documents created by any user. This allows Edit of document.

|:| Submit Credit Memo set for all users Manually submit set of Credit Memo documents created by any wser. This allows Edit of document.

Role Audit Trail

o | ey | e | comew |

No Records found.

7. Select the Report Permissions to configure the Report permissions.

a. From the Report Permission section, select the Assigned check box next to each
permission to add that permission to the role.

b. Select OK.
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Figure 92: Disburser Administration - Report Permissions

MNew Role

Complete the form to create a new role. * indicates required field

View: Administration Permissions | Payment Permissions | Invoice Permissions | Self-Service Permissicns | |Report Permissions || Other Permissions | PO Permissions

Role Information

* Role Name: |Test Role |

* Role Description: |Test Raole Description |

Report Permissions

Descripton
[C]  Accrual Report View Accrual Report
I:I Activity Summary Report L‘\’ Allow user to view the Activity Summary Report
O Analysis Reporls Permit user to access Analysis Reports
[l PO Remaining Balance Reconciliztion and Summary Reporis Permit user to access PO Remaining Balance Reconciliation and Summary Reporis
I:I Report Wizard Access Add, edit, view, export, and delete private reporis; view and export public reports
I:I Report Wizard Adminisiration Add, edit, view, export, and delete public and private reports; manage role access to reperts and report columns
I:I XMVL Import Status Report Allowe user to view the XMVL Import Status

Role Audit Trail

e ] heww ] e | Comem

No Records found.

8. Select Other Permissions to configure ‘Other permissions’.

a. From the Other Permission section, select the Assigned check box next to each
permission to add that permission to the role.

b. Select OK.
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Figure 93: Disburser Administration - Other Permissions

Users| Groups | Purchasing | Invoices | Payments | Discounts | Forms & Rules | Integration | Reference Data iGNz RN -1sts1 1o N ReTs o]

New Role

Complete the form to create a new role.

* indicates required field

View: Administration Permissions | Payment Permissions | Invoice Permissions | Self-Service Permissions | Report Permissions | |Other Permissions || PO Permissions

Role Information

* Role Name: |Test Role |

* Role Description: |Test Role Description |

Other Permissions

D View and Manage Employees Data Permit user to View, Insert, and Update Employee records

|:| Manage Supplier Groups Permit user to manage supplier groups

|:| Directory Management Permit Directory Management

O Final Payment Date Permit edit of the Contract Payment Date

D View Contract Summary Permit view of the confract summary page and confract detail page

I:I Purge Date Hold Permit confract POs, PEOs, invoices and credit memos to be held past purge date
Role Audit Trail

e | aewy | we | comem |

No Records found.

9. Select PO Permissions to configure the PO permissions.

a. From the PO Custom View Permissions section, to create a custom view for a
role, Select the PO # check box, then select PO#, and in the Starts with field,
enter the Purchase Order prefixes, separated by commas, semicolons, or spaces.

b. From the PO Permission section, select the Assigned check box next to each
permission to add that permission to the role.

c. Select OK.
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Figure 94: Disburser Administration - Purchase Order Permissions

MNew Role

Complete the form to create a new role. * indicates required field

View: Administrafion Permissions | Payment Permissions | Invoice Permissions | Self-Service Permissions | Report Permissions | Other Permissions |

Role Information

* Role Name: |Test Role |

* Role Description: |Test Role Description |

PO Custom View Permissions

| PO #: |:||Starls will! |

Wultiple values separated by commas, semicolons, or spaces

PO Permissions

D Purchase Order - Add / Delete Aftachment Permit user to Add or Delete attachments to Purchase Orders
] Purchase Order - Void PO Permit user to Void a Purchase Order

|:| Purchase Order - Close/ReOpen PO Permit user fo Close/ReCpen a Purchase Crder

] Purchase Order - Fix PO Permit user to Fix a Purchase Order

O Purchase Order / Blanket PO - Hold/Release Hold

Permit user to Hold or Release a hold on a Purchase Order or Blanket PO

Role Audit Trail

e | e | e | comem

Mo Records found.

6.1.5 Update Existing Disburser Roles and Permissions

1. To update a roles and permissions, login to the IPP Disburser Administrator Module
as a user with permission to edit user roles.

2. Select the Users tab.
3. Select the Roles sub-tab.
4. From the listing of roles, select the Edit link for the role you wish to edit.
NOTE: The IPP has been configured to not allow the Administrator Role to be edited.

Figure 95: Disburser Administration - Update Existing Disburser Roles and Permissions

F Disburser Administration Welcome: Brooks Gibert | January 3, 2022 |Genera| Services Administration - ADMIN V| QA
Users | Groups

Purchasing | Invoices | Payments | Discounts | Forms & Rules | Integration | Reference Data

Roles

View the list of roles.

New Role
Role Name ¥ | Desmton [ Actons |
Administrator Default administrator Edit

Custom Reports & Analysis Custom Reports & Analysis
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5. The Permissions and the Audit Trail are displayed for the selected Role.
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7 Viewing PP Transactions in Pegasys

7.1 What is the Pegasys IPP Transaction Query?

The Pegasys IPP Transaction Query serves as a central point for IPP transactions. Every
document and vendor exported to IPP or received from IPP is added to the Query. In addition,
the query enables users to mark transactions for retransmission to the IPP if needed. The record
detail also includes an IPP specific history record of the status updates and or publish updates.

7.1.1 Displaying the IPP Transaction Query Screen

1. Login to Pegasys.

2. Navigate to Queries > Purchasing > IPP Transaction Query.

Figure 96: Pegasys - IPP Transaction Query

& c O @ https;/cfctest1.phdc-test.gsa.gov/momex/Controller e ® % 2N o :
25 Apps g PP @ Amazon & Google CGl BROOKS CALM GSA MSA B Environments H Redlira € CIPP-102 » [E] Reading list
<« SPEGASYS Search Forms And Documents Q @ allroles170 °
‘__' Pegasys = Queries  Purchasing / IPP Transaction Query []
Q IPP Transaction Query
E Search Criteria
@ Doc Cat v Vendor
Document Type i w Code 1 w
} Document Number To Vendor Name
Amendment/Modification
8 Number Matched in IPP v
Document Date 0 |Te 0 IPP Batch Run Number
Inveice Number Security Org Ty
IPP Publish Status v IPP 1SO Currency Code
IPP Document Status v Awaiting Receipt -
IPP Document Number To Feedback Record ~

Status
Clear

No results 1= @ oSl
Doc Doc Document Amendment/ IPP Doc Address Invoice IPP Publish IPP Document Matc
Partition | Cat . Type Number Modification Number Num Vendor | Code Number Status Status IPP
10 per page v Page |1 of 1

Go to top of Main Content

7.1.2 Viewing and Updating IPP Transactions and History

1. From the IPP Transaction Query Screen, enter data to select a specific IPP transaction.

NOTE: To avoid long-running queries, it is recommended that when searching by either
Document Number (Pegasys Document Number) or IPP Document Number, that the
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document number be entered in the ‘From’ and ‘To’ fields and a Document Date be

used.

2. Select Search.

3. Select a returned IPP transaction by selecting the checkbox preceding to select the row.

Figure 97: Pegasys - IPP Transaction Query - Select IPP Transaction

IPP Transaction Query

Search Criteria
Doc Cat e

Dacurnent Type

Document Mumber Ta

Amendment/Modification

Vendor

Vendor Mame

o

Mumber Matched in IPP
Document Date [ 1270/2021 O |To | 12010/2021 O IPP Bateh Run Number
IPedice Murmber o
IPF Publish Status w IPP 150 Currency Code
PP Document Status w Awaiting Receipt
IPP Document Ta Feedback Record ~
MNurnber Status
Clear
1-30f31 IF @ & ar
Amendment/ IPP IPP
Doc | Document Modification Address | Invoice Publish Document | Matchec
Partition Doc Cat Type,| Mumber Number IPP Doc Hum Vendor Code Number Status Status inIPP
@ s oo CIPP_CO_TSTW W CO_787 K37 971
O
t CO_T9Z N 00371 a E ed
termized GO 1 0871 760206 8 *po
»
Details |Ar:|-onsv Save 10 per pagl; - Page[1 |of1

4. Select Details to view the IPP Details screen

The IPP Details screen contains an IPP tab and an IPP History tab. The IPP tab displays
sections for the IPP Status, Exported Document and IPP Feedback results.

GSA
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Figure 98: Pegasys - IPP Transaction Query - IPP Transaction Details

B Apps B Amazon (G Google [l Fox News Gl BROOKS CALM GSA MSA [ Environments CALM Scripts Rad Jira » | H
ﬁ' PEGASYS rms And ments Q & A ) allroles120
e Pegasys / Queries / Purchasing / IPP Transaction Query / IPP
[l IPP Entity History
il
&
ﬁ IPP Publish Status Exported W IPP Document Status A%
8 Wendor
Code | 200371653 [ Matched in IPP

00001

Wendor | SEVATEC LLC

HName
Exparted Documen
DocCat | 10 - ltemized Order i AOUnt $100.00
Currency UsD
Dcurmient
IPP IS0 Currency usD
Type | CO Code
Number CIPP_CO_TEBIW
PP
Amendment/Modificatic
Number IPP Doc Mum CIPP_CO_78ZW20037168
Generate New IPP Document Number Void IPP Docurment Numbser

PP Feadback Result

Feedback Record Status o

Feadback Log

Gototop of Main Content

Save Cancel | Actions

a. IPP Status Section provides details on the IPP status and Vendor and allows users
to update the IPP Publish Status. Status options are “Ready to Export”,
“Exported” and “Export Failed”

b. The Exported Document section provides details on the exported document and
displays buttons for “Generate a New IPP Document Number” and “Void IPP
Document Number”.

i. The Generate a New IPP Document Number button is used if corrective
action is needed to generate a new IPP document number on an order. The
document would then need to be re-exported to the IPP by setting the
order to ‘Ready to Export’ (see Section 2.1).
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ii. The Void IPP Document Number button is used if corrective action is
needed to void a new IPP document number on an order The document
would then need to be re-exported to the IPP by setting the order to
‘Ready to Export’ (see Section 2.1).

NOTE: There is not an expectation that the Generate and Void a New IPP
Document Number actions will need to be leveraged in Production.

c. The IPP Feedback Results section displays results on feedback record status and
feedback log.

5. Select Save to save the change or Cancel to cancel the change.

6. Select the IPP Entity History tab to display the IPP Entity History screen.

Figure 99: Pegasys - IPP Transaction Query - IPP Transaction History

< TPEGASYS m. ;b Q E @ ﬁ g Search Forms And Q. l;b nerminseferagic

W

Pegasys / Queries / Purchasing / IPP Transaction Query IPP ' IPP Entity History

IPP ENTITY HISTORY

pe || 1P Entity History [

1-2of 2 results 1: LGD x _1:;
IPP IPP IPP Amendmer Feedback
Publish Document | Document | Modificatic Address Batch Run Record
Date Status & Status Number Number Vendor Code Number User ID Timestamj | Status
C /10/2021
12410/2021 Exported CIPP_C0_782 200371653 00001 43 runbatchipp 12110 %U
0 14:22:5
121072021 | Readvio CIPP_C0_782 200371652 | 00001 12/10/2021
Export o 13:51:48
All v Page |1 of 1

Comments

Go to top of Main Content

Save Cancel

7. Users can add comments to any record selected.

7.1.3 IPP Transaction Query Actions

The Action button appears with edibility criteria based on if one record or multiple records are
selected. Valid values include View Document, Correct Document, Amend Document, and
Update Selected. On the Detail page, this button appears again with only these valid values:
View Document, Correct Document, and Amend Document.
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NOTE: The feeder system will be responsible for sending any needed updates to ensure
Pegasys, the IPP, and the originating interface are synchronized. None of the actions shown in
this query is to be leveraged in production.

Figure 100: Pegasys - IPP Transaction Query - Actions for Selected Transaction

Pegasys / Queries

IPP Transaction Query

Search Criteria

Purchasing  IPP Transaction Query [

Doc Cat v Vendor
Document Type [+ k=4 Code 44
Document Number | CIPP_CO_76ZW To| CIPF_CO_782W Vendor Name
Amendment/Modification
Number Matched in IPP ~
Document Date =31 =] IPP Batch Run Number
Invoice Number Security Org &
|PP Publish Status hd IPP IS0 Currency Code
IPR Document Status fwaiting Receipt "
|FP Document Number To Feedback Record Status ~
1-10f 1 resunts F@ X
IPE
Amendment/ PP Bat
Doc | Document Modification Address | Invoice | Publish Matched Rui
Partition | Doc Cat Type| Number Number IPP Doc Num Vendor Code Number | Status inlPp Date Nui
. . CIPP_ 8ZW2003716530210 -
= 10 - ltemized Order co CIPP_CO_78ZW 0 20037 oo Exported Yes 21072021 a3
»
10 per page v Page[t  |of1

Details | Actions v || Save

Goto top of || View Document

Correct All Lines

Figure 101: Pegasys - IPP Transaction Query - Actions for Displayed Transaction

Pegasys / Querles / Purchasing / IPP Transaction Query
IPP
Jl= IPP Entity History
— Status
IPP Publish Status Exported ~
Vendor
Code 200371653
00001
Vendor [ SEVATECLLC
Name
— Exported Document
Doc Cat 10 - temized Order

Document
Type | cO
Number

Amendment/Mdification
Number

CIPP_CO_782W

PP

IPP Document Status

Matched in IFP

~ Amount
Currency

IPPISO Cumrency Code

PP
IPP Doc Num

Generate New IPP Document Number

— IPP Faedback Results

Feedback Record Status

Feedback Log

Carrect Document

Amend Documen

$100.00
usD

usD

CIPP_CO_78ZW200371653

Void IPP Document Number

Save | Cancel [ Actions ™
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7.1.4 IPP Transaction Query Updates

The IPP Transaction Query can be used to update certain values in Pegasys. This allows a user to
select a record to be resent to the IPP or update a vendor to display as in Pegasys as having been
matched in the IPP without having to directly access the Pegasys vendor record.

The “IPP Publish Status” field can be updated directly via the IPP Transaction Query.

Figure 102: Pegasys - IPP Transaction Query - Update IPP Publish Status

A SRRC VAl Scarch Forms And Documents Q @ allroles99 ()
r=48 Pegasys ' Queries | Purchasing / IPP Transaction Query []
Q IPP Transaction Query
E} Search Criteria
@ Doc Cat v Vendor
Document Type L4 w Code w w
) Document Number To Vendor Name
Amendment/Modification
o Number Matched in IPP v
=}
Document Date o |To [=} IPP Batch Run Nurmber
Invoice Number Security Org o
1PP Publish Status v IPP SO Currency Code
1PP Documen t Status v Awaiting Receipt o
1PP Document Number To Feedback Record Status v
1-10 of 990 results IF@X ik
Amendment/ PP Ready to Export 1PP Batch IPP1SO
Doc Doc Document Modification Doc Address Invoice 1ment Matched Run Security | Currency | Awaiting
Partition | Cato | Type | Number Number Num Vendor Code Number inIPP Date Number | Org Code Receipt

Export Failed

] 020475245 | 00001 [Exportedv ‘ No 03/30/2022 | 83 GSA usD

The “Matched in the IPP” field can be updated directly via the IPP Transaction Query. This will
also update the "Matched in IPP" checkbox in the Vendor Code Table/screen.

The “Matched in the IPP” flag does not synchronize to the IPP. It is an indicator in Pegasys that
would be set manually after the vendor is truly matched in the IPP. There is an automated
mscript process that will update the “Matched in IPP” flag via SQL if the GSA Vendor Team
does not set it themselves when the vendor submits an invoice back to Pegasys.
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Figure 103: Pegasys - IPP Transaction Query - Update Matched in IPP

GSA
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m IPEGASYS Q s @ allroles39 o
b= Pegasys | Queries | Purchasing | IPP Transaction Query []
Q IPP Transaction Query
E Seareh Criteria
@ Doc Cat bt Vendor
o o o o
p Document Number To Vendor Name
Amendment/Modification
9 Humber Matchd in PP w
Document Date o a IPP Batch Run Number
Invaice Number ecurity Oeg o
IPP Publish Status. PP 150 Currency Code
PP Document Status w Awaiting Receipt w
IPP Document Humber To Feedback Record S1atus w
1-10 01 990 resuits FeXiar
Amendment/ PP PP PP IPP Batch IPP1SO
Doc Doc Document Modification Doc Address Invoice Publish Document Matched Run Security ~ Cumency Awaiting
Partition Cata Type Number Numbaer Num Vendor Code Number Status Status. in PP Date Number Org Code Recoipt
= | | B3
Mo
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8 Pegasys IPP Batch Processes

8.1 What IPP Batch Processes are available in Pegasys?

The following list identifies the IPP batch processes supported in Pegasys.

IPP Import Process

e IPPIMPORT - IPP Invoice Import - The IPP Import process allows the user to import
invoices and attachments from the IPP system into Pegasys.

There are three instances of IPP Export Batch Process:

e IPPIVSTUSEXP - IPP Invoice Status Export - This instance of IPP Export is configured
to export invoice statuses (Accepted, Pending Payment, etc.) from Pegasys to the IPP.

e IPPORDEXP - IPP Order Export - This instance of IPP Export is configured to export
Pegasys purchase orders to the IPP.

e IPPVNDEXP - IPP Vendor Export - This instance of [PP Export is configured to export
Pegasys vendor data to the IPP.

NOTE: The configuration of batch jobs is found in the IPP Batch Operations Guide. Batch job
execution and file movement is strongly recommended via Tivoli. The Ops Guide contains error-
handling info for IPP Batch Processes. Ops is made aware of any abnormal return codes in IPP
Batch Processes and instructed to communicate such endings to GSA PFS. The GSA Vendor
team is responsible for resolving any vendor issues in the IPP. Transaction by transaction error
handling, if applicable, would be made apparent via the batch job’s Batch Execution Report
(BER) and/or the IPP Discrepancy report output.

The batch jobs will be executed via the following mscripts.
e ippimport.pl
e ippivstusexp.pl
e ippordexp.pl
e ippvndexp.pl

8.1.1 View an IPP Batch Execution Report (BER) in Pegasys

To view an IPP batch report in Pegasys:
1. Login to Pegasys as user with permission to view IPP batch jobs.

2. Navigate to Utilities > Batch Execution > Batch Job Executions to display the Batch
Job Query Screen.

NOTE: The below screenshots are an example of the IPP Invoice Status Export batch
report (IPPIVSTUSEXP). The steps for each batch job are similar.
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3. Inthe Job ID field, enter the Batch Job ID (i.e., IPPIVSTUSEXP) and Select [Search].

Figure 104: Pegasys - IPP Batch Processes Search

c 0O 8 https://cfctest].phdc-test.gsa.gov/momex/Controller

gle % IPE 8, Amazon CG BROCKS G5A2 MSAZ CALM JIRA B Enviromen

« WPEGASYS Search Forms And Documents Q

Pegasys ~ Utilities = Batch Execution | Batch Job Query []

Batch Job Query

Search Criteria

Job 1D IPPIVSTUSEXP

Job Name
Process Name
Name

Batch File Location

4. Select the returned job and Select Details.
Figure 105: Pegasys - IPP Batch Processes - Returned Jobs

1-1of 1 results IF @

Job ID Job Name Process Name Name Batch File Location

| @ IPPIVSTUSEXP | PP Invoice Status Export PP Export Batch Process IPPInvStatusExport.rpt BATCHSTATS
10 per page v Page |t

5. Select a batch job report from the returned items and Select Report to display the batch
job report.
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Figure 106: Pegasys - IPP Batch Processes - Select Batch Job Report

Batch Job Report

1-100f 12 results IF L(;D 5 At
Start Time Actual End Date Time Completion Status Code

@ 0314/20221317-07 [ 03/14/2022 13:17:33 True 0

03/04/2022 14:23:15 03/04/2022 14:23:44 True 0
03/01/2022 15:52:53 03/01/2022 15:53:23 True 0
02/28/2022 09:02:02 02/28/2022 09:02:27 True 0
02/28/2022 08:55:46 02/28/2022 08:56:12 True 0
02/28/2022 08:49:33 02/28/2022 08:50:03 True 0
02/25/2022 17:00:15 02/25/2022 17:00:45 True 0
02/14/2022 15:24:32 02/14/2022 15:24:58 True 0
01/17/2022 14:13:50 01/17/2022 141419 True 0
10/28/2021 15:04:08 10/28/2021 15:04:33 True

| Refresh H Restart ‘

| Report |gelete

|10 per page

Page|: |of2 >

6. The Batch Job Report is displayed.

Figure 107: Pegasys - IPP Batch Processes - Batch Job Report

Batch Job Report

Batch Job Report

1-10 of 42 results

Description

Batch Job IPP Invoice Status Export started on 03/14/2022 14:17:07.000

Entered vendorAddressCode value:

Entered vendorCode value:

Entered documentCategory value:

Entered obligationDocumentType value:

Entered securityOrganization value:

Entered uzerlD value: runbatchipp

Entered uzerlD value: runbatchipp

Entered documentMumber value:

Entered partition value:

|10 per page ~|
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9 Pegasys IPP Discrepancy Report

9.1 What s the IPP Discrepancy Report in Pegasys?

The IPP Discrepancy Report will process the IPP Reconciliation File through Pegasys and
generate a report of discrepancies between the Pegasys data and the IPP data.

This will include documenting data differences between Pegasys and IPP data, a list of records
that exist in the IPP Reconciliation File, but which are not located in Pegasys, and a list of
records that exist in Pegasys as having been exported to IPP, but are not included in the IPP
Reconciliation File. IPP Discrepancy Report is configured to automatically run on a daily basis
and can also be run on an ad-hoc basis.

Things to consider prior to executing the IPP Discrepancy Report

e When creating multiple IPP Reconciliation Files out of IPP, agencies should process all
of those IPP Reconciliation Files through Pegasys’ IPP Discrepancy Report and compare
the outputs from all reports before determining that a Pegasys obligation does not exist in
IPP.

e If Agencies run the IPP Quantity Invoiced Rebuild batch job in Pegasys, they should send
all updates to IPP before downloading an IPP Reconciliation File out of IPP. This will
reduce the chance for false discrepancies.

e Pegasys will only include and report on the selected report parameters.

9.2 Generating the IPP Discrepancy Report

1. To access the IPP Discrepancy Reports in Pegasys, Navigate to Utilities > Reports >
View Reports > Purchasing > Reports > IPP Discrepancy.

The View Reports screen is displayed showing previously executed reports and has two
components.
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Figure 108: Pegasys - IPP Discrepancy Report

« BPEGASYS Search Forms And Documents Q |A| allroles170 °

Pegasys / Utilities / Reports / View Reports []

View Reports

REPORTS

+ General Systemn N
+ Planning

Purchasing

+ Finance Reports

+ Printed Forms

(ot
Q
&
S
>
&

— Reports
O Processed Purchasing Documents
O Transaction Detail L
O Transaction List nglL
O Transaction Summary

O 0bligation Status Reconciliation Report

|O IPF Dizcrepancy |

Reference Data

Systemn Assurance

+ + +

Systern Administration [}

Run Subscribe View Current Subscriptions

REPORT STATUS =
F@ X
1-2of 2results
Saved Output Report Saved Output
Description Report Status Format Report Start Report End Expiration User ID Access
- ] 03/09/2022 03/05/2037 o )
a Complete FDF 11-31:50 11-31:42 allroles111 Shared |
N . 03/09/2022 I "
Complete PDF 112601 allroles111 Shared
Refresh | Parameters | Output | Delete | Add Shortcut || Filter 10 per page v Page|t  |of 1

Upper Portion (Reports Tree) - IPP Discrepancy Report screen

e The upper tree section (Reports) with a custom layout configured in System
Administration has a folder structure for displaying reports.

e The only reports shown are those to which the user has view access. Additionally, blank
folders are not shown.

e There are two action buttons (Run and Subscribe), as well as a trigger to open a new page
listing Current Subscriptions (button labeled "View Current Subscriptions").

o Run - Select to execute the selected report. A new window opens that provides
parameter selection and Run button.

o Subscribe - Select to receive email notifications for the selected report. Choose to
either receive email notifications for the selected report, or select a User ID to
only receive notifications when the selected report is run by that user.
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o View Current Subscriptions - Provides a list of reports to which the user has
subscribed. The information provided for the subscriptions is the Report Name,
Report User ID, and Report Location.

Lower Portion (Item Collection) - IPP Discrepancy Report Screen

The lower results set section (Report Status) displays instances of reports when a report is
selected in the Reports section.

The columns in the Report Status provide general information about the report instances.

There are also several additional views/actions available, represented as buttons.

Additional View items:

Parameters - Select to view the actual parameters that were used in running the selected
report instance.

Output - Select to view the selected report in the indicated Saved Output Format (e.g.,
pdf, html).

Action items:

GSA

Refresh - Select to update the screen with recent changes. If the report run has not
completed, the Refresh button will refresh the execution table.

Delete - Select to delete an item.

Route - Select to route the report. This is the standard Workflow Routing page, on which
one can specify a subject and description, and one or more mail stops, where the mail
stops are users or groups or routing lists.

Add Shortcut - Select to add the report as a shortcut.

Email - Select to email reports to users. There are two text fields: Subject and Message.
Select the recipients by Principal IDs (user IDs) and the system sends the message to the
email addresses associated with the IDs.

Filter - Select to enter additional search criteria to further reduce the number of records
retrieved in the Reports Status section. The filter criteria consists of Report Status, Report
Start (From Date/To Date), Report End (From Date/To Date), Report Expiration (From
Date/To Date), User ID, Description, and Output Format.

Sort - Users have the ability to sort search results based on multiple columns and arrange
in sequence. Please note that the Sort button appears in the bottom-left corner of the item
collection as an icon.

To generate a new report, select Run. A new window opens that provides parameter
selection and Run button.
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Figure 109: IPP Discrepancy Report Parameters

IPP Discrepancy

Report Name

— Parameters

* Input File
Location
From Date m]
To Date m}
% Document |Open
Status
> Sort Document Date N

3 Report View | View Discrepancies Only

Vendor Name
Vendor 1D
Vendor Site ID
TIN

DUNS
DUNS+4

UEI

P() Header Remaining Balance

3

. Enter the required parameter values and any other parameter values needed.

Required Parameter Values

GSA

Input File Location - This field contains the file location for the IPP Reconciliation
XML input file that will be used in comparing IPP data to Pegasys data

Document Status - This field contains the IPP Document Status value to be used for
filtering Pegasys records to include during report execution.

Sort - Choose from drop down list the sort order to be applied to the report output.
Possible Values: Document Date, Document Number, IPP PO Number

Report View - Choose from the drop down list the view to use for the report. Default
Value: View Discrepancies Only with the following Possible Values: View Discrepancies
Only, View All Records

Receive Email Cancellation Notification - Specifies whether the user wishes to receive
an e-mail notification should the report be canceled.

Select Run to execute the report.
Closed the open window to return to the View Reports screen.

Select Refresh to show the newly generated reports. (Bottom Section of screen).
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7. Select a report from the returned items and Select Output to display the report.
8. Enter the required parameter values and any other parameter values needed.

NOTE: Agencies should use the Document Date From/To and IPP Document Status
parameters that match the criteria used for creating the IPP Reconciliation File out of IPP.
For details on configuration values, see the Ops Guide.

9. Select Run.

Figure 110: Sample IPP Discrepancy Report

01/10/2023 04:24 PM General Services Administration Page 4 of 5

IPP Discrepancy Report - View Discrepancies Only
No Discrepancies found.

Purchase Orders in IPP Reconciliation File That are Not in Momentum:
IPP PO Number
VHRPN-N-QQQ76-270673628-0000288643-0
VHRPN-N-RN292-380549190-0000288636-0
VHRPN-N-RN295-580813156-0000288645-0
VHRPN-N-RN296-380549190-0000288649-0
VHRPN-N-RV600-2T0673628-0000288595-0
VHRPN-N-RV601-2T0673628-0000288599-0
VHRPN-N-RV 0673628-0000288601-0
VHRPN-N-RV 0673628-0000288603-0
VHRPNFOE199212-380549190-0000288641-0
BO549190-0000288647-0
VHRPNFOE3121256-380549190-0000288639-0
VHTESTVOO0002-380549190-0000288538-0

Invoices in IPP Reconciliation File That are Not in Momentum:
IPP PO Number Invoice Number

Exported Obligations Missing in IPP Reconciliation File:
Doc Type Doc Number IPP Doc Status IPP Publish Status

Exported Obligation Lines Missing in IPP Reconciliation File:
Doc Type Doc Number ITMZ Line Number HDAL Number IPP Doc Status IPP Publish Status
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10 Viewing Transactions in the [PP

10.1 How do I search for an invoice in the IPP?

Use the Invoices Search page to locate invoices that match specific criteria. IPP limits the
invoices search to the Disburser user’s ALCs and group assignment for Business Unit, Cost
Center, or Department ID.

10.1.1 Search for an invoice in the IPP:

1. From the Invoices tab, select the Search sub-tab.

Figure 111: Invoice Search Screen

F Disburser Welcome: Brooks Gibert | General Services Administration v|  aaAbout | Advanced Search\ |

Welcome Purchasing Payments | Discounts | Analysis | Suppliers | Self-Service JEtliiERplERERFEREPI)

In Process In Settlement Exceptions Search

Search Criteria

Use as many fields as needed to this search invoices matching your specific criteria.

Document #: Invoice Number Starts with | |

Contract #: Contract Number Starts with | |

Selected ALC:

All
ALC-Payer Name: |47000017 - General Services Administration - FINANCIAL SVCS DIVISION - General Services Administration
47000016 - General Services Administration - USDA - OCFO - General Services Administration

Supplier Name Like: |

Dates: [Issue Date v | From [03/20/2022 | 319 1©[04/20/2022 | E
MIWM/DDMY Y'Y MWDDYYYY
Amounts: me| |t0| |
Status: [ All M

2. Enter any of the following information:

a. Document # - Enter at least the first number or letter of the invoice. If you are
unsure of the name, you can use the wildcard (%) with a partial entry.

b. Contract # - Enter at least the first letter/number of the contract.

c. ALC-Payer Name - Select one or more ALC payer name(s) from the list box or
All
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d. Supplier Name Like - Enter the vendor name. If you are unsure of the name, you
can use the wildcard (%) with a partial entry.

e. Dates - Select All, Issue Date, or Due Date.

1.

ii.

From: Enter a date or Select Calendar to browse for a date. Use the format

MM/DD/YYYY.

To: Enter a date or Select Calendar to browse for a date. Use the format

MM/DD/YYYY.

f.  Amounts - From: Enter the lowest amount of the invoice. Use the format DDD,
DDD.CC. To: Enter the highest amount of the invoice. Enter the highest dollar

amount of the purchase order. Use the format DDDDDDDD.CC

g. Status - Select a status type:

1.

1i.
1ii.
1v.
V.
Vi.
Vil.
viil.

1X.

Xl.
Xii.
X1il.
X1v.

XV.

All

Approved to Pay
Data Entry Exception
Denied

Draft

In Exception

Paid

Paid Returned
Pending Approval
Pending Submission
Received

Rejected

SAM Expired
Scheduled to Pay
Voided

3. Select Query to display the search results.
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Figure 112: Invoice Search Results Page

H Disburser Welcome: Brooks Gibert | General Services Administration v|  oaAbout | Advanced Search | Preferences | Help® | Loga

Welcome Purchasing Payments | Discounts | Analysis | Suppliers | Self-Service April 20, 2022 1:18 AM

InProcess In Settiement Exceptions Search

Search Result

The following are the results from your query. Download

Include invoices for:

{ { Invoice Date after '03/20/2022" AND
Invoice Date before "04/20/2022")) AND
All Invoice Statuses AND

All Selected ALC

Invou:e Scheduled

47000016 QS| CONSULTING INC. COCALMUATDEC 013941030712-0  CALMUATDFCO002 “2'}]’2‘29 e Received 2o
47000016 Bank of America UAT cipp1zp & SOCALMUATDEC MVDOOT: - carmuatoFconor ALk M;gz";- Received 2a0008
47000016 CGI FEDERAL INC TSTLNOO3 DH_CO0408012700871760686-0 CONTRACT Gk | GhiE Rejected  25.00 USD
47000016  Bank of America CIPP-124nvoice & COCALMUATDEPO00032013941030685-1 GALMUATDFPO0003 }\2%2121' M;gz;- Denied 24”3508
47000016  CGI FEDERAL INC Test-1234 & C02021112390002700871760122-0 CONTRACT e | B Recelved  1.00USD
47000016 CGI FEDERAL INC TSTLNOO2 DH_CO04080127¢ 0 CONTRACT Al Myt A"Dg’a“ye“ ©  400usD
47000016 QS| CONSULTING INC UAT CIPP10g &  COCALMUATDEPO0012013041030420-0 CALMUATDFPODOT  ARcil.  May i, "‘p"{,"a"f“m 35.00 USD
47000016 CGI FEDERAL INC ZD—H-M DH_CO04080127008717 CONTRACT ~ Aprg.2022 M&%. A"Dg’a“ye""’ 20,00 USD
47000016  CGI FEDERAL INC TsTLnoo1 DH_CO04080127008 CONTRACT  Aprg.2022 "% Recelved  55.00 USD
47000016 |55 (CELARAUTD AUCTION CIPP-105-UAT COAWD15211959790400-0 AWD1 Meral,  Aor 2o, A"Dg’a“ye‘““ 1,00 USD

Showing 1-10 of 11 | Previous | next | Go to Page:
a. Select a Supplier link to display Vendor Information
b. Select an Invoice link to display invoice details
c. Select a PO # link to display Purchase Order details.

4. Select Download to export the results to a spreadsheet.

10.2 How do I search for a Purchase Order in the IPP?

The Purchasing Search page is an extended search, which allows you to search for a particular
PO, using specific criteria. IPP retains your search criteria for the duration of the session. The
Search feature also allows you to export the search results to a spreadsheet.

Your view permissions, group assignment, and ALC permissions limit your view of POs.

10.2.1 Search for a Purchase Order in the IPP:

1. From the Purchasing tab, select the Search sub-tab.
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Figure 113: Purchase Order Search Page

F Disburser Welcome: Brooks Gibert |Genera| Services Administration V| oAAbout | Advanced Search™ | Preferences | Help? | Logout

Welcome Payments | Discounts | Analysis | Suppliers | Self-Service April 22, 2022 11:23 AM

Purchase Orders Purchase Order Acknowledgements Advanced Shipment Notice  Search

Purchase Orders

Purchase order summary.

Browse Suppliers: AB CDEFGHIJKLMNOPORSTUVWX Y ZAIl Change Date Range: Past one month v |

aic | swster  mocel  Pos  liswibaB|  Tems | saws| Anour | Acon
47000016 CGI FEDERAL INC. ﬂ AM IPP 1O 012700871760772-0  Apr21,2022 Net30 Open  500.,000.00 USD Close | Hold
47000016 QS| CONSULTING INC. COGSAUATBPACSCRIPT102013941030648-0  Apr 20, 2022  0.001 Percent Discount in 15 Days Net 30 Open 70.00 USD Close | Void | Hold
47000016 CGI FEDERAL INC. CO202204201702522700871760764-0  Apr 20, 2022 1 Percent Discount in 10 Days Met 30 Cpen 1.500.00 USD Close | Void | Held

47000016 CGl FEDERAL INC. CO202204201717592700871760765-0  Apr 20,2022 1 Percent Discount in 10 Days Net 30 Open 1,500.00 USD Close | Void | Hold
47000016 CGI FEDERAL INC. Apr 20,2022 1 Percent Discount in 10 Days Met 30 Open 1,500.00 USD Close | Void | Hold
47000016 CGI FEDERAL INC. Apr 20,2022 1 Percent Discount in 10 Days Met 30 Clozed 128.64 USD Re-Open | Hold

47000016 CGI FEDERAL INC. Apr20,2022 1 Percent Discount in 10 Days Met 30 Clozed 128.64 USD Re-Open | Hold

47000016 QS| CONSULTING INC. COCONUATDEMOO012013941030755-0  Apr 20, 2022  0.001 Percent Discount in 15 Days Net 30 Open 350.00 USD Close | Void | Hold
47000016 QS| CONSULTING INC NUATDEMO952013941030763-0  Apr 20,2022 0.001 Percent Discount in 15 Days Net 30 Open 600.00 USD Close | Void | Hold
47000016 QS| CONSULTING INC. COJBCONXYZ12320135941030769-0  Apr 20, 2022  0.001 Percent Discount in 15 Days Net 30 Open 1,000.00 USD Close | Void | Hold

Showing 1-10 of 147 | Previous | Next | Go to Page:

2. In the Document # field, enter all or the start of the PO number.
(AM_IPP 10 012700871760772-0)

3. Inthe Contract # field, enter all or the start of the contract number.

4. Inthe ALC-Payer Name field, select All or select one or more ALC numbers from the
list.

5. Inthe Vendor ID field, enter all or part of the Vendor Number. Use the % sign as a
wildcard.

6. In the Supplier Name Like field, type all or part of the supplier name, if known.

7. From Dates select a date type and then use the calendar icon to select a From date
and to date:

a. All
b. Issue Date
c. Due Date
8. Select a status from the Status list:
a. Open
b. Closed
Exception
Voided

e o
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9. Select On Hold to retrieve POs on hold that match any of the other entered search criteria
For example, to search for all "Open" POs on hold, select Open from the Status list and

then select the On Hold check box.
10. In the Amounts field, enter a range of PO amounts in the From and To fields.

Figure 114: Purchase Order Search Criteria

F Disburser Welcome: Brooks Gibert | General Services Administration ~|  oaAbout | Advanced Search™s | Preferen
April 22, 2022 11:25 AM

Welcome Invoices | Payments | Discounts | Analysis | Suppliers | Self-Service

Purchase Orders Purchase Order Acknowledgements Advanced Shipment Notice Search

Use as many fields as needed to search for documents matching your spedfic criteria.

Document Type: ® po O po Acknowledgement ) Advanced Shipment Notice

PO Number Starts with| AM_IPP_1O_0127008

Contract # Coniract Number Siarts with l:l

All
47000017 - General Services Administration - FINANCIAL SVCS DIVISION - General Services Administration

47000016 - General Services Administration - USDA - OCFOQ - General Services Administration

Selected ALC:

ALC-Payer Name:

Vendor ID Like: | |

supplier Name Like: | |

All ~ |From|3/22/2022 | [E2 wo|42212022 | E»
MM/DDMYYY MM/DDYYYY

Dates:

Status: [J onHold

Amounts: From| ‘ l0| |
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