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Guide Summary 

To meet 508 compliance requirements, the Leases User Guide is divided into 2 documents, 

which contains the following sections. This is Document 1. 

Document 1 

¶ Section 1: General 

¶ Section 2: Lease Profile Overview 

¶ Section 3: Lease Exception Scenarios 

Document 2 

¶ Section 4: Search, View, or Query Forms and Documents 

¶ Section 5: Vendor and Payment Queries 

¶ Section 6: Appendix A - Lease Profile Field Descriptions 

¶ Section 7: Appendix B - Lease Accounting Management Document Types 
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1 General 

1.1 Int roduction 

1.1.1 What Is The Purpose of the Pegasys Lease Profile User Guide? 

The Pegasys Lease Profi le Userôs Guide details the concepts and functions and provides step-by-

step instructions of the Pegasys Lease Profi le functionality. The User Guide is separated into the 

five sections and two appendices. Each section is self-standing to all ow users to become 

proficient in a functional area quickly. 

¶ Section 1 - General 

¶ Section 2 - Lease Profi le Overview 

¶ Section 3 - Lease Exception Scenarios 

¶ Section 4 - Search, View, or Query Forms and Documents 

¶ Section 5 - Vendor and Payment Queries 

¶ Appendix A - Lease Profile Field Descriptions 

¶ Appendix B - Lease Accounting Management Document Types 

1.2 What Is Pegasys Lease Profile? 

The Pegasys Lease Profi le functionality will allow GSA to enter and save lease contract 

information; update lease terms and conditions; and create and process lease payments and any 

other necessary documents for each lease contract serviced by GSA. GSA currently maintains 

over 8,000 leases. 

1.3 Pegasys Securi ty Policies 

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

¶ Logins - Grace logins for new and expired passwords wil l be set to three. The user wil l 

need to re-verify login after 15 minutes of inactivity. Three login attempts are permitted. 

NOTE: If a user is locked out after three attempts, please call the IT Service Desk at 866-

450-6588, email businessapps@gsa.gov, or select the forgotten password link. 

¶ Passwords - Passwords are vali d for 90 days and may be reused after 5 iterations. 

Expired passwords wil l be stored for 90 days. 

¶ Role - R7 Lease - The R7 Lease Role will have view access to all reference data and the 

automated disbursements queries. The R7 Lease Role will have update access to the Lease 

Profile Reference table. 

mailto:businessapps@gsa.gov
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¶ Security Organizations - Security levels are established as a hierarchy with the highest 

level (Pegasys as the parent organization) containing the most document access and the 

lowest level (Correspondence Symbol) containing at least document access. A chil d 

organization is established for each of the Services. This all ows users to gain access to the 

general data of the parent organization, as well as the specific data for the child 

organization. Each Service organization wil l have several two-digit Correspondence 

Symbol child organizations. 

Users are grouped under these organizations base on their functional roles and system 

needs. In Pegasys, the Security Organization is established at the document level. A user 

would only be able to view documents associated with the Security Organization(s) to 

which they belong. 

If a user does not select a Security Organization when creating a new document, it wil l 

default to the userôs ñdefault security organization.ò The default Security Organization for 

users belonging to FSS, PBS, or FTS (Central Office) will be their Service or GSA. The 

default Security Organization for users belonging to IG, FCIC or FTS (Regions) will be 

their two-digit Correspondence Symbol. Users belonging to GM&A , NARA, DC Courts, 

EOP, or DFNSB will have the agency name as their default Security Organization. 

In Figure 1, GSA is the parent Security Organization; GMA and PBS are child Security 

Organizations called ñService Levelsò; and AC, AD, 1P and 2P are Security 

Organizations called ñCorrespondence Symbolsò. 

Figure 1: Security Organization Hierarchy Example 
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2 Lease Profile Overview 

2.1 How Do I Create A New Lease Profile For Leases That Are Paid 

M onthly? 

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

1. Select Reference - Document - Lease Profiles. 

The Search - Lease Profi le page will be displayed. 

Figure 2: Create a New Lease Profile on the Search - Lease Profile page 

 

2. Select the New button. 

The Lease Info page will be displayed. 

Figure 3: Lease Info Page for Creating a New Lease Profile 

 

3. REQUIRED - Enter the Lease Code in the Code field. 

NOTE:  The Lease Code format is the Region Number, the letter óBô and the 5 digit 

Lease Number (i.e., ##B#####). 
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4. REQUIRED - Enter the Lease Name in the Name field. 

NOTE:  The Lease Name is the Lessor Name. 

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

the Short  Name field. 

6. NOTE:  If the Lease is paid on an Annual, Semi-Annual, or Quarterly basis, enter 

Annual, Semi-Annual or Quarterly in the Short Name fields. 

7. Enter GSA in the Security Org field. 

8. REQUIRED - Enter the date the lease profi le should begin and end in the Effective 

Dates From and Effective Dates To fields. 

9. Select the Status from the drop-down box. 

NOTE:  The lease profile will be considered terminated if no status is selected and the 

Effective To Date is passed. 

10. All ow the Neither option in the Creation Details drop-down box to default. 

11. IF NECESSARY - If the new lease profi le is to succeed or supersede a lease profile, 

enter the succeeded or superseded lease profile code in the Succeeded/Superseded Lease 

field. 

12. Select the Document Chains tab. 

13. Select the Add button. 

The Documents Chain page will be displayed. 

Figure 4: Document Chain - For Newly Created Monthly Leases 
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NOTE:  On the Document Chains tab, if the Effective From date for Lease is in the past, and 

user desires retroactive forms to be generated for that Document Chain, the Generate Past 

Forms checkbox must be selected. 

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

The foll owing steps describe how to add lessor information to a New Lease Profil e in Pegasys. 

1. On the Document Chains page, select the Vendors tab. 

The Vendors page will be displayed. 

2. Select the Add button. 

The Vendor page will be displayed. 

Figure 5: Vendor Page for a New Lease Profile 

 

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

NOTE:  The Change Effective Date must equal the Lease Effective From date on a new 

lease profile. 

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

NOTE:  This is the vendor receiving the 1099 form. 

a. To Search for a Vendor Code, select the Code field label. The Search - Vendor 

Code page will be displayed. Enter Search criteria and select the Search button. 

To select a Vendor from the results, select the Select button corresponding to that 

Vendor. 

5. REQUIRED - Enter the Address Code in the Remit To Address field. 
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a. To Search for a Remit To Address, select the Remit To Address field label. The 

Search -Vendor Code page wil l be displayed. Enter Search criteria and select the 

Search button. To select a Vendor from the results, select the Select button 

corresponding to that Vendor. Remit To Address field is completed on Vendor 

page. 

NOTE:  This field is required by GSA policy. 

6. Enter the Vendor Code in the Designated Agent Code field. The vendor name and 

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

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

a. To Search for a Designated Agent Code, select the Code field label. The Search 

- Vendor Code page will be displayed. Enter Search criteria and select the Search 

button. To select a Vendor from the results, select the Select button corresponding to that 

Vendor. Code field is completed on Vendor page. 

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

necessary. 

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

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

1. Select the Document Templates tab. 

2. Select the Add button. 

3. Select the Amounts tab. 

The Amount page will be displayed. 

4. Select the Add button. 

5. The Amount record will be displayed. 
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Figure 6: Amount Record for a New Lease Profile 

 

6. REQUIRED - Enter the effective date in the Change Effective Date field. 

 NOTE:  The Change Effective Date must equal the Lease Effective From date on a new 

lease profile. 

7. REQUIRED - Enter the annual amount in the Amount field. 

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

9. Allow the Periodic Retroactive Documents value to default in the Retroactive 

Document Options drop-down box. 

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

necessary. 

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

The foll owing steps describe how to add a commitment document template to a New Lease 

Profile in Pegasys. 

1. Select the Document Templates tab. 

The Document Templates page will be displayed. 
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Figure 7: Document Template Page Adding a Commitment Document to a New Lease 

Profile  

 

2. REQUIRED - Enter LO in the Document Type field to generate a commitment 

document. 

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

NOTE:  The First Creation Date should be equal to the Lease Effective From date. If 

no value is entered for First Creation Date, it wil l default to the Lease Effective From 

date when the Lease Profile is saved. 

4. Select the Template button. 

The New Request page wil l be displayed. 
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Figure 8: New Request Page for a Newly Created Lease Profile 

 

5. Select the Finish button. 

The Header page of the LO Commitment Form will be displayed. Vendor information 

is defaulted in the Vendor group box. 

Figure 9: Header Page for a Commitment Form on a New Lease Profile  

 

6. REQUIRED  - Enter the Lease Code in the Contracts Number field. 

7. Select the Header Accounting Lines tab. 

The Header Accounting Lines page will be displayed. 
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TO REMOVE an existing l ine, select the line by selecting its tab and select the Remove 

button. 

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

8. Select the Add button to add a Header Accounting Line. 

NOTE:  Only one li ne is needed for standard GSA leases. 

9. REQUIRED - Select an accounting template for the Header Accounting Line. 

NOTE:  To Search for an Accounting Template, select the Template field label. The 

Search -Template page will be displayed. Enter Search criteria and select the Search 

button. Results are displayed. To select a Template, select the Select button for the 

corresponding Template. 

10. Select the Default button to populate the fields in the Accounting Dimension section. 

Complete the Bldg #, F/C (PGC11), and any other required accounting elements that 

were not populated by the accounting template. 

NOTE: Downstream Document Templates may have generic Document Reference 

information populated. Do not delete this generic Document Reference data unless an 

actual Document Number that exists outside of the Lease module needs to be referenced. 

11. Select the Veri fy button. 

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

corrections on the form. 

12. Select the Save Template button. 

The Successful Save message appears. 

13. Select the ellipsis (é) and select the Close Template button. 

The Document Template page will be displayed. 

14. Select the Frequencies tab. 

The Frequencies page will be displayed. 

15. Select the Add button. 

The Frequency page will be displayed. 
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Figure 10: Frequency Page for a Document Template on a New Lease Profile 

 

16. REQUIRED - Enter the effective date in the Change Effective Date field. 

NOTE:  The Change Effective Date must equal the Lease Effective From date on a new 

lease profile. 

17. REQUIRED  - Select Government Fiscal Quarterly from the Frequency drop-down 

box. 

18. Confirm that Forward is selected in the Generation Type dropdown box. 

2.1.4 How Do I Add A Payment Document Template To A New Lease Profile? 

The foll owing steps describe how to add a payment document template to a New Lease Profi le in 

Pegasys. 

1. Select the Document Templates tab. 

The Document Templates page will be displayed. 

2. Select the Add button. 

The Document Template page will be displayed. 
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Figure 11: Document Template Page - Adding a Payment Document to a New Lease Profile 

 

3. REQUIRED - Enter LP in the Document Type field to generate a payment document. 

NOTE:  Document chain may include: 

a. RO - PBS Recurring Contracts Order 

b. RA - PBS Recurring Contracts Estimated Accrual 

c. RT - PBS Recurring Contracts Blanket Receipt 

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

NOTE:  The First Creation Date should be the date of when the fi rst payment should be 

paid. 

5. Enter the referenced record number from the commitment record entered in the 

Referenced Record Number field. 

6. In the Payment Template Prompt Pay Information section, accept the default value of 

True  for the Periodic Payments Subject to Prompt Pay flag. 

7. REQUIRED  - Enter the prompt pay type of LEASE in the Specified Periodic 

Payments Prompt Pay Type field. 

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

flag. 

9. REQUIRED  - Enter the prompt pay type of LEASE in the Specified Retroactive 

Payments Prompt Pay Type field. 

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

Figure 12: New Payment Authorization for a Payment Document on a Lease Profile 

 

11. Select Copy Forward. 

12. Select the Next button to select the appropriate document to copy forward. 
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Figure 13: Copy Forward on a Payment on a New Lease Profile 

 

13. Select the Finish button. 

The Header page will be displayed. 

Figure 14: Header Page for Payment Document on a New Lease Profile 

 

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

TO REMOVE an existing l ine, select the line and select the Remove button. 

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

15. Select the Add button to add a Header Accounting Line. 

16. Enter the Lease Code in the Invoice Number field. 

NOTE: Downstream Document Templates may have generic Document Reference 

information populated. Do not delete this generic Document Reference data unless an 

actual Document Number that exists outside of the Lease module needs to be referenced. 

17. Select the Veri fy button. 

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

corrections on the form. 

18. Select the Save Template button. 

The Successful Save message appears. 

19. Select the ellipsis (é) then select the Close Template button. 

The Document Template page will be displayed. 

20. Select the Frequencies tab. 

The Frequencies page will be displayed. 

21. Select the Add button. 

The Frequency page will be displayed. 



CGI Federal 

USDA Leases Pegasys 7.8 User Manual - Updated April 2021 Page 29 

Figure 15: Frequencies Tab on a New Payment Document Template 

 

22. REQUIRED - Enter the effective date in the Change Effective Date field. 

NOTE:  The Change Effective Date must equal the Lease Effective From date on a new 

lease profile. 

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

NOTE:  When selecting Frequency, if the LP template is referencing an LO template, the 

Generation Day (Y) must be the same as the LO template even if the generation periods 

are different. 

24. REQUIRED - Enter the generation date of 01 in the Generation Date (Y) field by 

selecting the drop-down box. 

25. Select Arre ars in the Generation Type drop-down box. 

26. Select the Save button to save the new lease profi le. 

2.1.5 How Do I Review The Document Creation Schedule For A New Lease Profile? 

The foll owing steps describe how to review the document creation Schedule for a New Lease 

Profi le in Pegasys. 

1. Select Reference - Document - Lease Profiles. 

The Search - Lease Profi le page will be displayed. 
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Figure 16: Search - Lease Profile Page for Review on the Document Creation Schedule 

 

2. Enter the appropriate search criteria and select the Search button. 

All lease profil es matching the search criteria wil l be displayed. 

3. \Select the lease profile for the schedule to be reviewed. 

4. Select the Open button. 

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

5. Select the Document Chains tab. 

The Document Chains page will be displayed. 

6. Select the appropriate Document Chain Number, and then select the Document 

Templates hyperli nk. 

The Document Templates page will be displayed. 

7. Select the LP payment document template record. 

8. Select the Schedules tab. 

The Schedules page will be displayed. 
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Figure 17: Payment Document Schedule Page for a Newly Created Lease Profile 

 

9. Review the schedule displayed for the new lease profil e selected. 

10. To return to the Document Chains page, select the Document Chains tab. 

The Document Chains page will be displayed. 

2.1.6 How Can I Add A New Chain For Taxes, CPI Accrual Payments, Buyouts, Manual 

Interest, Or Credits On A New Lease? 

Foll ow Steps 1-18 for each new document chain in Section 2.1.6. Proceed to the specific section 

to add the document payment templates for each new chain. NOTE:  If Lease is already selected, 

select the New button to create the next chain and skip to Step 5. 

1. Select Reference - Document - Lease Profiles. 

The Search - Lease Profi le page will be displayed. 

Figure 18: Search - Lease Profile Page - Adding a New Document Chain 

 

2. Enter the appropriate search criteria and select the Search button. 

All lease profil es matching the search criteria wil l be displayed. 
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3. Select the lease profile to be modified. 

4. Select the Open button. 

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

5. Select the Document Chains tab. 

The Document Chains page will be displayed. 

6. Select the appropriate Document Chain Number, and then select the Vendors tab. 

The Vendors page will be displayed. 

7. Select the Add button. 

The Vendor page will be displayed. 

Figure 19: Vendor Page for a Newly Created Lease Profile Chain 

 

8. REQUIRED - Enter the effective date in the Change Effective Date field. 

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

9. REQUIRED - Enter the Vendor Code in the Vendor Code field. The vendor name and 

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

NOTE:  This is the vendor receiving the 1099 form. 

a. To Search for a Vendor Code, select the Code field label. The Search - Vendor 

Code page will be displayed. Enter Search criteria and select the Search button. 

To select a Vendor from the results, select the Select button corresponding to that 

Vendor. 

10. REQUIRED - Enter the Address Code in the Remit To Address field. 

a. To Search for a Remit To Address, select the Remit To Address field label. The 

Search - Vendor Code page wil l be displayed. Enter Search criteria and select 

the Search button. To select a Vendor from the results, select the Select button 
























































































































































































































































































