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Guide Summary

To meet 508 compliance requirements, the Leases User Guide is divided into 2 documents,
which contains the following sectionBhis is Document 1.
Document 1

1 Section 1: General

1 Section 2:LeaseProfile Overview

9 Section 3:Lease Exception Scerarios

Document 2
1 Section 4.Seach,View, or QueryForms andDocumerts
1 Sections: Vendor andPayment Queries
1 Section 6Appendx A - LeaseProfile Field Descriptions
1 Section 7Appendx B - LeaseAccounting ManagemenbDocument Types

USDA Leases Pegasys8/MJser Manuat UpdatedApril 2021 Pagel



CGl Federa

Table of Contents

LCTU o LS U ] 0] 0= Y PRSP 1.
BIE= Lo ST 01 @0 1 (= o1 2.
TaDIE Of FIQUIES ... e e e e e e e ettt et nnme e e e e e e e e eerbnannn s 5.
LAV 1S Lo o T 1o o TSP PPUURRSR 11
R =T 0= - Y OSSP PPPPPPPPRRRRIN 14
00 R [ 011 (0o U 1 o o PP TTPPPPRPP 14
1.1.1  Wha Is The Purpase of the Pagasys Lease Profile UserGuide?..............eevvveeeee.. 14
1.2  Wha lsPagasys Le@e Profil€2.........uiiiiiiiii e e 14
1.3 PEJAYS SECULY PAICIES ...uuiiiiiiiiiiiiiiiiiee ettt 14
1.3.1  What Methods Of Access Are Used To Maintain Security Of The Pegasys
) S (= 0 USSP 14
2 LeaSE Profil@ OVEIVIEW. ......cooiiiiiiiiee et eeee e e e e e e e e e e e e e e eeeee e nnneees 16
2.1 HowDol CreateA New Lease Pofil e For LeasesThat Are Pad Monthy?............... 16
2.1.1 Howdol Add Les®r Information to a New LeaseProfile?........ccceeevveeiiiiiiiininnn. 18
2.1.2 How Dol Add Amount Informaion To A New Lease Profile?..............cooeeeine 19
2.1.3 How Dol Add A CommitmentDocument Template To A New Lease Profile?....20
2.1.4 HowDol Add A PaymentDocumentTemplate To A New LeaseProfile?............ 24
2.1.5 How Dol Review The DocumentCreation Schedule For A New Lease Rofile?...29
2.1.6 How Canl Add A New Chan For Taxes,CPI Accrual Pgments, Buyouts, Manual
Interest, Or CredtS ONA NEeW LEATE?. ... ...t 31
216.1 How do| Add the Document Templ atefor Real Edate Taxes?.................... 34
2.1.6.2 How Do | Add The Document TemplateFor Interest?.........ccceeeeeeeeieeeeeeenns 37
2.1.6.3 How Do | Add the Document Templatefor Rentalof Facilities,Other?........ 40
2164 How Do | Add The Document TemplateFor CPI Accrual Payments?.......... 43
2.1.6.5 How Do | Add The Document TemplateFor Setlements?.............cccvvvveeeee. 46
2.1.6.6 How Do | Add The Document Template For BuyoutS?...........cc.uviiieiiiiiinns 48
2.1.6.7 How Do | Add The Document TemplateFor Bid Taxes?..........cccovvvvvvevnnnnns 50
2.2 HowDol CreateA LeaseThat IsPad OnAn Annud, Semi-Annud, Or Quarterly
272 T PP PP PPPPPPRRPPPRPPR 52
2.2.1 How Dol Review The Document Creaton Schedule For a LeaseProfile,Which Is
Pad OnanAnnual, Semi-Annud, Or Quaterly Bags?.........cccooevvvvvivvevivvieeneee, 55
2.3 How Dol EnterAn Annual AmOUNtChange?..........uuuuiiimiiiiiiiii e 96

USDA

Leases Pegasys8MUser Manuat UpdatedApril 2021 Page2



CGl Federal

2.3.1 How Dol Enter An Annual Amount Change Resuting In A Retroective

(= Y 0.5 o T 57
2.3.2 How Do | Enteran Annual Amount Change Resuting in aPaymert With an
APPHEAWITNNAU?. ... e eeea 59
2.3.3 How Do | Enteran Annual Amount Change Resuting in aProrated Morthly
PayImEIL? .. e ne e 61
2.4  How Dol EnterA Vertdor Change?.......coveeeeeiuiiiieiiisseesniniiisssseaeeeeeeesamannnnnaaeeesd 64
2.4.1 How Dol EnterA Retroadive Vendor Change?..........ccoevvviiiiiiiiiiiicee e 64
2.4.2 How Dol Enter A Verdor Change SoThat The Current Payment Is Sgit Between
LN 0 =] o [0 7 67
2.5 How Canl Mangge The Document CreatonSchalule?...............ccovviiiiiiieeen i, 70
2.5.1 How Dol Make AChange To A Regularly Scheduled Payment?........................0
2.5.2 How Canl Add a One-Time Manual Payment to the Document Creation
Yo 2 =Y 47
2.5.3 Canl Recalcuate The SCh@UIE?........ccooiiii i 73
2.5.4 Canl Recalcuate A LineOnTheSdhedue?..........cccceevviiiiiiiiiienee e D
2.6 How Canl Sugend An Existing LeaseContrad?............cccuvrrrimmremrimmmniiiienninnneeeeen. 1.7
2.6.1 How Dol Enteran Annual AmountChange ona SugpendedLease?.................... 81
2.6.1.1 How Do | Enteran Amount Charge Resuting in anAccrual With an Appied
Withhdd on a Superded Lease?........c..iiiiiiiiiiiii e 83
2.6.1.2 How Do | Enter An Annual Amount Change Resuiting In A Prorated Morthly
SUSIBNSEACCIUE 2 ...ttt et 84
2.6.2 HowDol EnterA Verdor Change OnA SuspendedLease?............ccceevvvvvvvvnnnend 36
2.6.2.1 How Do | Enter A Retroactive Vendor Change On A Suspehgade?....86
2.6.2.2 How Canl Enter A Vendor Charge So That The Current Accrual Is Sglit
BetWweenTWO VENAOIS?.....cooiieeeeeiieie et e e eeeee e e e e e e eeees 89
2.6.3 How Dol Managethe SupendSdiedue?.........ccoovvviiiiiiiiiiiiieee e, a1
2.6.3.1 How Canl Charge aRegularly Schedied Accrual onthe Suspend
SCREIUIE?......eeeee e e 91
2.6.3.2 How Canl Add a One-Time Manual Acaual to the Sugpend Schedue?......92
2.6.3.3 Canl Recalcuate the Susend SCredUe?.........oooovviiiiiiiiiii i 94
2.6.34 Canl Recalcuate aLineonthe Suspend Schedule?.............cooovvvveiiiiiieeee.. 96
2.7  How Canl UnsSupendeoa LEASE?. ......uuui e 97
2.8 How Canl Unsugpendeda Leaseard Have the Documents Released For $0.007........ 99
2.9 How Canl Suceedor SypersedeanEXistingLease?...........ooooeevvviiiivimennninenenens 100

USDA Leases Pegasys8MUser Manuat UpdatedApril 2021 Page3



CGl Federal

2.10 How Canl Review Lease ACHVITY?.......cooouiiiiiiiiiiiieeeieeeiieb e seeereeeeeeees 101
2.11 How Canl Terminatea LeaseProfil@2..........coooriiiiiiiiiiiieeee e 102
2.12 How Canl Review the LastModificaion Informationon alLease Profile?.............. 103
3 Lease EXCEPON SCEIMBITOS.........uvuiie it eeeee et e et eeee e e e e e e et e e e e e et e ean 104
3.1 How Dol Make aPayment For An Annual, Semi-Annud, Or Quarterly Leas?....... 104
3.2 How Dol Make aPartial Releaseof a Suspended LeaseWithout Unsupendng the
ENUIE LEARY. .. et 109
3.3 How Dol Releasea Suspended LeaseTo aDifferent Vendor?...........oeevvvvvvvvviinnnneee. 112
3.4 HowDol Unsusgenda LeaseThatWas Suspendedin aPrior Fiscal Yea?.............. 117
3.5 How Canl ReleaseA Spedfic SuspenseAccrual Without Unsispending The Enire
[T PSPPI 120
3.6 HowDol Seup alLease inPegag/s WithaRentFreePeriod?..........ccoovvvvvvviiinnnneee. 128
3.7 How Dol CreateA Holdoverfor A LeaseOne Morth At A Time?...........ovvvveens 129
3.8 How Dol Createan Accrual Outsde of Lease Profil€?.........ccccvvviiiiiiiiiiiieeeiiiiee, 130
3.9 HowDol CreateA Cog Transfer For A Payment That Shoud Have Referenced An
ACCIUBI? . 132
3.10 How Dol Correct A Payment Made to anincorrect Acouning Element (Buil ding #,
) P ERRR PP 136
3.11 How Dol PayReal Esate TaxeSWithin LEaSE?........cuvvviiiiiiiiiiiiiiiieeiiieeeeeeeeeeee 140
3.12 How Do | CreateAn INereStPayME 2. .....c.uuiiiiiie e eirmern et enene e 144
3.13 How Dol CreateA Rental Of Facilities, QherPayment?...............ccceveieiieisveeernnnnnns 149
3.14 How Do | CreateA CPI INCrease Paymert? .........coiviuiieiiiie e 153
3.15 How Dol CreateA Seatlement Payment?..............ovvuiiueiiiiiieeeeiiiiiiese e e e e e e e e e eaeeens 157
3.16 How Canl CompleteA BuyoutOf A Lease INPagas/S?......cccuvvveeeiiiiiiiiiiiieeeeeeen 161
3.17 How Dol CreateA Bid TaXPaymeNt?.........covvvriiuiiiiiies i e e e e e e e eeeeeeaeeee s 166
USDA Leases Pegasys8/User Manuat UpdatedApril 2021 Page4



CGl Federal

Table of Figures

Figure 1: Security Organization Hierarchy Example............ccoouiiiiieeeiiieiiin e 15
Figure 2: Create a New Lease Profile on the Seakelase Profile page..........cccccccvvviinnine. 16
Figure 3: Lease Info Page for Creating a New Lease Profile...........cccovvviiieeiiiiiiiiiiiiiinnnns 16
Figure 4: Document Chattor Newly Created Monthly Leases.............ccccevvvvvvvieeeeeeeeeee, 17
Figure 5: Vendor Page for a New Lease Profile..........cooooiiiiiicce e 18
Figure 6: Amount Record for a New Lease Prafile..............oovviiicciiiiiciieee e 20
Figure 7: Document Template Page Adding a Commitment Document to a New Lease Profile
Figure 8: New Request Page boNewly Created Lease Profile...........cccooooviiiiiiccciiiiin e, 22
Figure 9: Header Page for a Commitment Form on a New Lease Rrofile...............c....... 22
Figure 10: Frequency Page for a Document Template on a New Lease.Profile............. 24
Figure 11: Document Template Pagédding a Payment Document to a New Lease Profigb
Figure 12: New Payment Authorization for a Payment Document on a Lease Profile....26
Figure 13: Copy Forward on a Payment on a New Lease Profile.........ccccoooiviieeeicceennn. 27
Figure 14: Header PagerfPayment Document on a New Lease Prafile..........ccccvvveiienees 27
Figure 15: Frequencies Tab on a New Payment Document Template.............ccccevemeenns 29
Figure 16: SearchLease Profile Page for Review on the Document Creation Schedule.30
Figure 17: Payment Document Schedule Page for a Newly Created Lease. Profile........ 31
Figure 18: SearchlLease Profile PageAdding a New Document Chain.............cccccceeeennes 31
Figure 19: Vendor Page for a Newly Created Lease Profile Chain..................ooceeee 32
Figure 20: Amount Record forewly Created Lease Profile Chain.............ccccccceiiiinennns 33
Figure 21: Document Template Page for Real Estate Taxes.........cccovvviiiccceeeeeeeeeeend 34
Figure 22: New Payment Authorization Page for Creating Real Estate Taxes................ 35
Figure 23: Header Page for A Payment Authorization on a Real Estate Tax Document
LT 0] = L= OO R 36
Figure 2: Frequency Page for a Real Estate Document Template..............cccccoeeeeeerennnnd 37
Figure 25: New Payment Authorization Page for Interest Document Template.............. 38
Figure 26: Header Page for Interest Payment Authorization.RPage............ccccevvveeeeeeeeenn. 39
Figure 27: Document Template Page for Creating new Rental of Facility Document.....40
Figure 28: New Payment Authorization For a New Rental Facility Document Template.41
Figure 29: Header Page on the Paynfaurthorization for a Rental Facility.......................... 42
Figure 30: Frequency Page for a New Rental Facility Document Template..................... 43
USDA Leases Pegasys8MUser Manuat UpdatedApril 2021 Pageb



CGl Federal

Figure 31: New Payment Authorization Page for a CPI Accrual Payment...................... A4
Figure 32: Header Page for a New CPI Accruals Payment..............cccccccceeeeeeeveveveeeennnnnn 45
Figure 33: New Payment Authorizati®tage for a Settlements Document Type................: 46
Figure 34: Header Page for a Settlements Document Template.............ccooveeeeiiiiiiinnnnnnn. a7
Figure 35: New Payment Authorization Page for New Buyout Document....................... 49
Figure 36: Header Page for a New Buyout DOCUMENL...........cccuuiimiimmmneeieiiiieeeeeeea 49
Figure 37: New Payment Authorization Page for Bid TaXeS...........uvuvuiiiiieecvrnnnnniiiinnenn. 51
Figure 38: Header Page for New Bid Taxes Document Template............ccooovvvecceeeeeennn. 51
Figure 39: New Estimated Accrual Page to create a new Lease Payment Schedule......53
Figure 40: Copy Forward on an Estimated Accrual for a New Lease Payment............... 53
Figure 41: Header Page for an Estimated Accrual for a New Payment Schedule............ 54
Figure 42: Suspend Schadd Page on a Lease for Changed Paid Schedule...................... 55
Figure 43: Using the Searelhease Profile Page When Searching for a Lease toyerif
N 1= 1= = 1 £SO 56
Figure 44: SearchLease Profile Page for a Lease to Change the Annual Amaunt.......... 57
Figure 45: Amount Record to Change the Annual Amount for a Retroactive Payment..58
Figure 46: Schedule Page to Review for a Retroactive Payment................cccceevviiiinnes 59
Figure 47: Using the Searelease Profile to Find a Document to Change the Payment B8sult
Figure 48: Changing the Amount Record to Create an Applied Withhald....................... 60
Figure 49: Schedule Page to Verify that the Withhold was Applied.............ccccciicannnnnns 61
Figure 50: Use the Searehease Profile to Find a Lease Prefib Change the Amount......62
Figure 51: Change Amount Record to Create a Prorated Monthly Payment................... 63
Figure 52: SChedUIES Page..........uuuuuiiiiii ittt eeee e e e e e eeneees 64
Figure 53: Use Search_ease Profile to Find Lease Profile in Need of Vendor Change....65
Figure 54: Vendor PageEnter a Retroactive VeNndor.........cccoovveeeeeiiiiieeeiiiee e 66
Figure 55: Schedule Pagdo Verify Retroactive Vendor Change..........ccceeeveveviiiieesnnnnnnn 67
Figure 56: SearchLease Profile To Find Lease Profiles with Vendors for Payment that tdeed
oL C I A (=T =T o 68
Figure 57: Vendor Page for Changing a Payment to Split between Two Vendors........... Qa9
Figure 58: Schedule Page to Verify that Payment Has Been Split Between Vendors.....70
Figure 59: Use Search_ease Profile to Find a Lease Profile that Needs the Regular Payment
(4 7= 5 T 7= o PSP 71
Figure 60: Use SearchLease Profile Page to Search for a Lease in need ofénemenanual
(02 171 07 ) PP RUPPN 12
USDA Leases Pegasys8/User Manuat UpdatedApril 2021 Page6



CGl Federal

Figure 61: Suspend Schedules Pagdding a Onetime Payment to the Schedule............. 73
Figure 62: We the SearchLease Profile Page to Find a Schedule that Needs to be
RECAICUIALEA. ... .ot erre e e e e e e e e e e e e e e eeeeannneeeeeeeaeeeeeennnnnes 4
Figure 63: Updated Document Creation Sche@lew New Payment Value......................Z5
Figure 64: Use the Searehease Profile Page to Find a Line on a Lease Profile that Needs
RECAICUIALING ... e e e e e enae s e e e e e e e e e e aeeeas 76
Figure 65: Updated Document Creation Schedule For a Reset Payment.Line................ 77
Figure 66: Use the Searehease Profile Page to Find a Lease Contract to Suspend.......Z7
Figure 67: New Estimated Accrual Page to Suspend an Existing Lease Contract.......... 78
Figure 68: Copy Forward on An fsiated Accrual to Suspend an Existing Lease Contract9
Figure 69: Header Page for a New Estimated Accrual to Suspend a LeasetContra....... 79
Figure 70: Use the Searehease Profile Page to Search for a Suspended Lease............ 81
Figure 71: Changing the Amount Record for a Suspended Lease Profile....................... 82
Figure 72: Use the Searehease Profile Page to Search for a Suspended lease to Add an
oo 1 | PP PP 83

Figure 73: Change the Amount Record to Reflect an Accrual with an Applied Withhold.84
Figure 74: Use the Searehease Profile Rge to find a Suspense Lease that Needs the Amount

(4 7= 5 T 7T o PSP 85
Figure 75: Use the Amount Record to add Prorated Monthly Accrual..............cccevveeeennnns 86
Figure 76: Use the Searehease Profile to Find a Suspended Lease in Need of a Vendor

(1 7= 1 g VTP 87
Figure 77: The Vendor Page is Used to Update the Vendor on a Suspended Lease......88
Figure 78: On the SearetLease Profile Page Search for a Suspended Lease to Change

RV L= o o] PSSR 39
Figure 79: Use Vendor Page to Add New Vendor on Suspended.Lease...............cccuue... 90
Figure 80: Use Search.ease Profile Page to Find a Suspend Schedule with a Regularly

Scheduled ACCIUAL.........cooi e ere e e e e e e e e e anenseeeeeeeees 92
Figure 81: Use the Searehease Profile to find a Suspend Lease for aOnee Manual

o o] 1= | PP PPPRPPPRRR 93
Figure 82: Suspend Scheduleage to Add a Or&ime Manual Accrual..............cccceeeeeeennnnsd 94
Figure 83: SearchLease Profile Page to find a Suspend Lease Schedule to Recalculat®5
Figure 84: Suspend Schedules Page to Recalculate a Suspended Schedule................. 95
Figure 85: Use the Searehease Profile to find a Lease with suspend schedule to reset.8dine
Figure 86: Suspend Schedules Page to Reset a.Line............ccooiiiieeeiiiiiii e 97
Figure 87: Use the Searehease Profile Page tind a Suspended Lease............ccc.o....... 98
USDA Leases Pegasys8MUser Manuat UpdatedApril 2021 Page7



CGl Federal

Figure 88: Use the Searehease Profile Page to find a Suspend Lease to Unsuspended9
Figure 89: On the Searehease Profile PageSearch for an Existing Lease to be

10 0] £51=To [T o AU TP PPRPPTTPPPR R 100
Figure 90: Lease QueryReviewing Lease ACHVItY...........eiviiiiiiiiiiicceiie e 101
Figure 91: Lease Info Pagdrkeviewing Lease ACHVIY.........cccoeeeeeeiiiiiiiiieeee e eeeeeeeeeeiiiaans 102
Figure 92: SearchLease Profile PageFind a Lease Prolto Terminate..............ccoeeeee. 102
Figure 93: SearchlLease Profile PageReviewing Last Modification Information............. 103
Figure 94: SearchLease Profile PageMake a Paymentfor a Lease...............cccvvvvvieennns 104
Figure 95: Document Chains Pageor a Paymenton a Lease TYPe......ccccceeeeeeeeeeeceennnns 105
Figure 96: Document Templates Pader Making a Payment..............oooooiiieenneeeenens 105
Figure 97: SearchLease Profile Page ReSuspend a Lease..........coccovvvviiiiiiiceeniceevennnnn, 106
Figure 98: Document Chains Pagéo Resuspend Lease After Payment............c........... 106
Figure 99: New Estimated Accrual Pagee-Suspend Lease After Payment.................... 107
Figure 100: Header Pag&uspend Lease After Payment..............ovvvvvveimreevveennnnnnnnnn. 107
Figure 101: Suspend Schedules PaigeReview Newly ReSuspend Schedule.................. 108
Figure 102: SearchLease Profile PageFind a Lease to Partial Release..............c.......... 109
Figure 103: Document Chains Pagko Partially Release Suspense...........ccccccvvveieeennnee. 109
Figure 104: Document Templates Padartial Relapse of Suspended Lease................. 110
Figure 105: Scletule Page For a Partially Relapse Suspense Lease........ccccccvvveieeneee. 111
Figure 106: SearchLease Profile Pageto Resuspend the Lease..............ccovvviiiiiceeennen. 111
Figure 107: Document Chains PagEo re-suspend Partial Unsuspended Lease............. 112
Figure 108: Suspend ScheduleBo Re Suspend Partially Unsuspended Date................. 112
Figure 109: SearchLease Profile PageSearch for Suspended Lease to Change Vendat13
Figure 110: Document Chains Paggelect Suspended Document Chain to Adjust Vendbt3
Figure 111: Vendor Pageto Add a New Vendoto a Suspend Lease............ccceevvvvvvvveenn.. 114
Figure 112: Document Chain Pagadding Unsuspend Date.............cceuvveeririeescnvvnnnnnnne. 115
Figure 113: Unsuspended Schedules RdgeRelease Lease to New Vendor................... 115
Figure 114: Document Templates Page Release Suspend Lease to New Vendor........ 116
Figure 115:Schedule PageVerify Release Payments to New Vendar...........cccccceeeeeeeeeee. 116
Figure 116: SearchLease Profile PageSearch for a Lease Suspendea iArevious Fiscal

D (T L PP PP 117
Figure 117: Document Chains Padeor Previous Year Suspended Lease..................... 118
Figure 118: Unsuspend Schedules Palger Previous Year Suspended Lease................. 118
USDA Leases Pegasys8MUser Manuat UpdatedApril 2021 Page8



CGl Federal

Figure 119: Document Templates Paddgnsuspend a Lease that was Suspended in the Previous

D (T L PP PP PP 119
Figure 120: Schedule Pagé&or a Newly Unsuspended Schedule..............ccvvviiiieeeninnnns 119
Figue 121: SearchLease Profile PageReleasing a Specific Suspense Accrual............ 120
Figure 122: Lease Info Talfor the Releasing of Rarticular Accrual from a Suspended

[T ] PP TOPPP 121
Figure 123: Document Chains Pagdeeleasing A Specific Suspense Accrual................. 121
Figure 124: Vendor Pagdor a Specifically Released Accrual...............cooooiceeeeiinnnns 122
Figure 125: Amount RecordUsed in Releasing a Specific Suspense Accrual............... 123
Figure 126: Document Template Paddnsuspense of a Specific Accrual........................ 124
Figure 127: NewPayment Authorization PagdJnsuspended of a Particular Accrual....... 125
Figure 128: Header PagéJnsuspended of a Particular Accrual...........cccooeeeeiiiececiccennnnn. 125
Figure 129: Schedule Pag&nsuspended of a Particular Accrual................coovviiieeeennnnn. 127
Figure 130: Amount RecordSetting up a Reritee Period Lease...........cccvvvveiiiiiiecennnnnnns 128
Figure 131: SearchLease Profile PageCreating a Holdover Lease...........cccccceeeeiiianene. 129
Figure 132: Creating New Estimated Accrual Outside a Lease Profile.......................... 130
Figure 133: Header Page fbU created Outside a Lease Profile.........ccccvveveeeviieecininnnnee. 131
Figure 134: New Payment Authorization that Should Reference an Accrual................. 133
Figure 135: Header Page for Setting up an Accrual outside of a Lease Profile............ 133
Figure 136: Disbursing Information Pag®n an LP that References an Accrual............. 136
Figure 137: New Standard Voucher Page for Correcting an Accounting Element......... 137
Figure 138: Header Page for a Standard Voucher to Correct a Payment...................... 137
Figure 139: SearchLease Profile PageFind a Lease with Real Estate Taxes................. 140
Figure 140: Document Chains Padediting a Lease with Real Estafaxes....................... 140
Figure 141: Header Pagé-or Paying Real Estate Taxes ona Lease............ccceeeeeveeeunnnns 142
Figure 142: SearchLease Profile PageCreating an Interest Payment................ccccveee 145
Figure 143: Document Chains Pagéreating an Interest Payment.................ccoovvveemnnnnn. 145
Figure 144: Header Pagéor Creating an Interest Payment........cccccceveeviiiieccenneeeeeeeeen. 147
Figure 145: Schedule Pag®n Creatilg an Interest Payment................ouvvvuviiccceeeeeennnnns 148
Figure 146: SearchLease Profile PageFind a Lease for Rental of Facilities................... 149
Figure 147: Document Chains Pader a Rental of Facilities...............ccoiiiiiieece i, 149
Figure 148: Header Pagé-or a Rental of FacilitieS..........cccccoeeeeeiiiiieeeii e 151
Figure 149: Schedule Pag€reating a Rental of Facilities................ccooiiiieee s 152
USDA Leases Pegasys8MUser Manuat UpdatedApril 2021 Page9



CGl Federal

Figure 150:
Figure 151:
Figure 152:
Figure 153:
Figure 154:
Figure 155:
Figure 156:
Figure 157:
Figure 158:
Figure 159:
Figure 160:
Figure 161:
Figure 162:
Figure 163:
Figure 164:
Figure 165:
Figure 166:

USDA

SearchLease Profile PageCreating a CPI Increase Payment..................... 153
Document CharPage For Creating a CPIl Increase Payment..................... 153
Header Page For a CPIl InCrease Payment.............cuvviieeeiuviiiiiiieiiiiieeeeeeenns 155
Schedule Pagé&or a CPI Interest Payment...........cccovviiiiiiieeee i, 157
SearchLease Profile PageCreating a Settlement Payment......................... 157
Document CharPage Creating a Settlement Payment................cceeevveeeen. 158
Header Pagé€reating a Settlement Payment.............cccceeiiiiieecniiiiiiiineeeenn. 159
Schedule Pagé&or a Settlement Payment...........cccooeviiiiiiiecciees 161
SearchLease Profile PageCompleting a Buyout Lease...............cccoevveeeeeen. 161
Document Chains Pagéompleing a Buyout Lease..........cccccceeeevviiiiicccennnn. 162
Header Page&€ompleting a BUYOUL.............oovviiiiiiiiieeceee e eeeveeees 163
Schedule Pag€ompleting @& BUYOUL..............vviiiiiiiiiiieeeiiiiieeeeeee e 165
SearchLease Profile PageReviewing Lease BUyOUL..............cccceevvvviieennnnn. 165
SearchLease Profile PageCreatng a Bid Tax Payment.............ccccceeeeiiieeees 166
DocumMeNt ChaiNS PAQE.........uuuiiiiiiiiiiieeeiiiiiiiie e eeeee e e e e e e e 166
Header Pagé€reating a Bid Tax Payment..........ccccceeeiiiiiicceeiiiiiiiie e 168
Schedule Pag8id Tax PayMeNL...........cuuviiiiiiiiiiiieeiieeeeeeeeeeeeeee e 171

Leases Pegasys8MUser Manual UpdatedApril 2021 Pagel0



CGl Federal

Revision Log

Date | Version Desgciption Author Reviewer Review
Date
2/11 | Draft/Version | Original Draft Daniel
0.1 McNeil
4/11 | Final Version | Final - No comments on the Jemifer 4/11
1.0 draft Ritchey
1/18 | Revision 1.0 | Updated to reflect the followin{ Kevin Jenny 1/18
changes for Pegasys 7.5.1 Hillman Lewis
Upgrade:
1 Applied 508 standards and
performed testing.
1 Updated screen shots and
provided Alternate Text.
5/18 | Revision2.0 | 1 Updated ITService Desk | Kevin Anthony 5/18
contact information in Hillman Perrone
Logins note in Section Jenny
1.3.1 Lewis.
f Removed italic formatting Marice
throughout the document. Grissom
USDA Leases Pegasys8/User Manuat UpdatedApril 2021 Pagell




CGl Federal

Date

Version

Desciption

Author

Reviewer

Review
Date

1/21

Revision 3.0

Updated to reflect theoflowing
changes for Pegasys 7.8
Upgrade:

1

T

1

Applied 508 standards and
performed testing.

Moved the Guide Summary
after the cover page

Updated the following
sections for the Sequential
Number Generation
enhancement: 3.83.10.

Updated the following
sections for the Set
Priorities for a Wokflow
Task enhancement: 3i8
3.10 4.4

Updated the following
sections for the Review
Workflow enhancement:
3.81 3.10 4.35,4.4
Updatedthe following
sectiors for the SAM UEI
enhancement2.1, 2.2,
7.2.2.

Updatedall sedions for the
Lease Profiles
enhancement

Updated all sections for the
User Experience
enhancement.

Added notes to all
applicable sections for not
deleting defaulted

Document References.

Veronica
Braxton

Marice
Grissom

1/21

USDA

Leases Pegasys8MUser Manual UpdatedApril 2021

Pagel2




CGl Federal

Date | Version Desciption Author Reviewer Review
Date
4/21 | Final Version | Updated to reflect the followin( Veronica Marice 4/21
4.0 change for the Pegasys 7.8 | Braxton Grissom
Upgrade:
1 Applied 508 standards and
performed testing.
1 Removed Sectio4 for the
standard leaseports,
which USDA
decommissioned in Pegasy
v7.1.2.
USDA Leases Pegasys8MUser Manuat UpdatedApril 2021 Pagel3




CGl Federal

1 General

1.1 Introduction

1.1.1 What Is The Purpose of the Pegasys Lease Profile UserGuide?

The Pegasys Lease Profile Useits Guide cetailsthe monceps and functions and providesstep-by-
stepinstructions of the Pegasys LeaseProfilefunctionality. The Use Guide is sgarated into the
five sectiors andtwo apperdices. Eachsectionis slf-starding to all ow usa's to become
proficientin a furctional areaquickly.

1 Sectionl - General

Section2 - Lease Profile Overview

Section3 - Lease ExceptionScerarios

Sectiord - Seach, View, or Query Forms andDocumerts
Sections - Vendor and Payment Queries

Appendx A - Lease Profile Field Descriptions

= =4 4 4 -4 -

Appendx B - Lease Accounting ManagemerDocument Types

1.2 What Is Pegasys Lease Profile?

The Pegagys Lease Profilefunctiorality will allow GSA to enter and save |easecontract
information; upchte leaseterms andconditions; and create and procesdease pgments andany
other necessary docmerts for eachleasecontractserviced byGSA. GSA currertly maintains
over8,000leases.

1.3 Pegasys Secuity Policies

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

9 Logins - Grace logins for new andexpired passvordswil | besetto three. The user will
needto re-verify login after 15 minutes of inactivity. Threelogin attempts ae permitted.

NOTE: If auserislocked aut after three attempts, pleasecall the IT ServiceDeskat 866-
4506588, emaibusinessapps@gsa.gax selecthe forgotten paswordlink.

9 Passwords - Passwordsarevalidfor 90 dgys andmay be eusedafter 5 iterations.
Expired passvordswil | be storedfor 90 days.

I Role-R7 Lease- The R7 LeaseRole will have viewacassto all referencedata and he
automated dislursementsqueries.The R7 LeaseRole will have ypdate accesdo the Lease
Profile Refererce table.

USDA Leases Pegasys8MUser Manuat UpdatedApril 2021 Pagel4d


mailto:businessapps@gsa.gov

CGl Federal

T

USDA

Seaurity Organizations - Secuity levelsare established asa herarchy with the highest
level (Pegasys asthe parent organization) cortaining the mostdocument acessandthe
lowest level (Correspndeance Symbol) coniining atleastdocument acess. Achild
organization is established for eachof the Services.This all owsusersto gain accessto the
gereral data of the parentorganization, aswell asthe specific data for the child
organization. Ead Serviceorganization will have severaltwo-digit Corresportdence
Symbol child organizations.

Usersaregrouped under theseorganizationsbaseonthear functioral roles andsystem
needsln Pegasys, theSecurity Organization is establishedatthe dacument level. A user
woud only be dleto viewdocurerts asscciatedwith the Security Orgarization(s) to
whichthey bdong.

If a userdoes rot select aSecuity Orgarization when creating a newdocurert, it will
defadt to theuse6 8 dfalt seaurity organizatio n The default Secuity Organi zation for
usersbelonging to FSS PBS or FTS (Certral Office)will betheir Service orGSA. The
defadt Security Orgarization foruse's kelonging to I1G, FCIC or FTS (Regiors) will be
their two-digit CorregpondenceSymbal. Usersbelonging to GM&A , NARA, DC Courts,
EOP, or DFNSB will have the agency name asheir default Seaurity Organization.

In Figure 1, GSA isthe parentSecurity Organization; GMA andPBS arechild Security
Organizations calledfiServiceLevels candAC, AD, 1Pand 2Pare Security
Organizations calle dCoriiesporlenceSymb o | s 0 .

Figure 1. Security Organization Hierarchy Example

x S
$ S N S
AC AD 1P P
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2 Lease Profile Ovewiew

2.1 HowDol CreateA New Lease Rofile For LeasesThat Are Paid
M onthly?

The foll owing steps desaibe howto setup aNew Lease Profilein Pegasys.
1. Select Reference- Document - LeaseProfiles.
The Search - LeaseProfile pagewill bedisplayed.

Figure 2: Create a New Lease Profile on th&earch- Lease Profilepage

Pegasys | Reference ' Document / Search - Lease Profile []

Search - Lease Profile

Search Criteria

Code Effective Dates
Name From Date

Short Name To Date
Status v

Security Org w

No results F@X i
Code Name Short Name Status Start Date End Date Security Org
m 10 per page v Page |1 of 1

2. Selecthe New buton.
The Lease Info page will be dsplayed.

Figure 3: Lease Info Page forCreating a New Lease Profile

Lease Info Document Chains
Expand All
— General
> Code Succeeded/Superseded b g
Leas:
 Name ease
Succeeded/Superseded
Short Name B
y
Status | Active v Modification Date
>k Security Org A Last Modified By
>k Creation Details | Neither v
Effective Dates
From Date [m} Lease Term
in Months
To Date ]

3. REQUIRED - Enter the LeaseCodein the Code field.

NOTE: The Lease Code for mat i s the Regi on
Lease Number (i.e., ##B####).
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4. REQUIRED - Enter the LeaseName inthe Name field.
NOTE: The Lease Name isthe Lessor Name.

5. Enter the property identification information (e.g., zipcode street number, dreet name) in
the Shat Name field.

6. NOTE: If theLeaseis paidon anAnnud, Semi-Annual, or Quarterly basis, enter
Annud, Semi-Annud or Quarterly inthe Shat Name fields.

7. Enter GSA inthe Security Org field.

8. REQUIRED - Enter the date the |easeprofile would begin and endn the Effective
DatesFrom andEffective DatesTofields.

9. Select the Status fromthe drop-down box.

NOTE: Thelease profilewill be corsideredterminated if no status is selectexhd the
Effective To Date ispased.

10. Allow the Neither option inthe Creaion Details drop-down boxto default.

11.IF NECESSARY - If the newleaseprofileisto swcceedor supersede alease profile,
enter the swcceededor syersededease préile cale inthe Succe eded/Superseded L ease
field.

12. Select the Document Chains tab.
13. Selecthe Add buton.
The Documents Chain page will be displayed.

Figure 4: Document Chain - For Newly Created Monthly Leases

Lease Info Document Chains

DOCUMENT CHAIN

Document Chain Vendors Document Templates Suspend Schedules Unsuspend Schedules

Item 1 of 1

— General
Document Chain Number 1
Status Active v
Suspended
Generate Past Forms

>k Funding Level Header Accounting

— Lease Suspension

Suspend Information

Last Generation
Date

Suspend Date ]

Apply Suspense

Suspend i
Document Type
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NOTE: On the Document Chains tab, if the Eff ective From date for Leasdsin the past, and
user desiresretroactiveforms to be genaated for that Document Chain, the Generate Past
Forms chedkbox must be selected.

2.1.1 Howdo !l Add Les®r Information to a NewLeaseProfile?

The foll owing steps desaibe howto addlessorinformation to a New Lease Profil ein Pegasys.
1. Onthe Document Chains page, selecthe Vendors tab.
The Vendors page will be displayed.
2. Selecthe Add buton.
The Vendor pagewill bedispayed.

Figure 5: Vendor Pagefor a New Lease Profile

Document Chain Vendors Document Templates Suspend Schedules Unsuspend Schedules

> Change Effective Date ]

Currency

— Vendor Information

Vendor Designated Agent

Address Name i More

Address
% Remit To Address || More Name

— Description

A

3. REQUIRED - Enter the effective date in the Change Effective Datefield.

NOTE: The Change Effective Date must equal the LeaseEffective From date on a new
leaseprdfile.

4. REQUIRED - Enter the VendorCodeinthe Vendor Code field. The vendorname and
addesswill beinferred fromthe vendorcodethat isentered.

NOTE: Thisisthe verdor recevingthe 1099form.

a. ToSearchfor aVendor Code, selecthe Code field label. The Search- Vendor
Code page will be displayed. Enter Search criteriaand selecthe Search buton.
To sdectaVendor fromthe resits, selecthe Select button carespordingto that
Vendor.

5. REQUIRED - Enter the Address Codeinthe Remt To Addressfield.
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a. To Searchfor aRemit To Address,selectthe Remit To Addressfield label. The
Search -Vendor Code page will be displayed. Enter Search criteriaand selecthe
Search button. To sdectaVendor fromthe resuts, selecthe Select button
comrespnding to that Vendor. Remit To Addressfieldis canpleted on Vendor

page.
NOTE: Thisfieldisrequired by GSA policy.

6. Enter the Vendor Codeinthe DesignatedAgent Code field. The vendorname and
addresswill beinferredfrom the vendor codethatis etered.

NOTE: The Designated Agent Code field will be usedonly for assgnmerts.

a. To Searchfor aDesignated Agent Code, selectthe Code field label. The Search
- Vendor Code page will be dspayed. Enter Search criteria and selectthe Search
button. Toselect a Vendor from thereallts, selectthe Select button crrespading to that
Vendor. Codefield is completed onVendor page.

7. Inthe Desciiption field, enter descriptiveinformaton (limitedto 255 characters) as
neessry.

2.1.2 How Dol Add Amount Information To A NewLease Profile?

The foll owing steps desaibe howto add amount information toa New LeaseProfilein Pegasys.
1. SelecttheDocument Templatestab.
2. SelecttheAdd button.
3. Selecthe Amounts tab.
The Amount page will be displayed.
4. Selecthe Add buton.
5. The Amount recadwill be displayed.

USDA Leases Pegasys8MUser Manuat UpdatedApril 2021 Pagel9



CGl Federal

Figure 6: Amount Record for a New Lease Profile

AMOUNTS

6. REQUIRED - Enter the effective date in the Change Effective Datefield.

NOTE: The Change Effective Date must equal the LeaseEffective From date on anew
leaseprdfile.

7. REQUIRED - Enter the annual amount inthe Amount field.
8. REQUIRED - SelectAnnually fromthe Amount Interval drop-down box.

9. Allow the Periodic Retroactive Documentsvalue to default in thRetroactive
Document Optionsdrop-down box.

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

2.1.3 HowDol Add A Commitment Document Template To A NewLease Profile?

The foll owingsteps desaibe howto add acommitment d@ument template to aNew Lease
Profilein Pegasys.

1. Selecthe Document Tenplates tab.
The Document Templates pagewill be displayed.
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Figure 7: Document Template PageAdding a Commitment Document toa New Lease
Profile

Pegasys / Reference / Document / Lease Profiles / Lease Info Document Chains / Document Templates | Document Template

Lease Info Document Chains
Document Chain Vendors Document Templates Suspend Schedules Unsuspend Schedules
DOCUMENT TEMPLATE
Document Template Frequencies Amounts Schedules
Item 1 of 1
— General
> Document Type w Copy Fwd From Template Record
First Creation Date [m] Referenced Record 0
Status Active v Number
Final Last Reference
Template
— Payment Template Prompt Pay Information
Periodic Payments Subject to Prompt Pay Specific Periodic w
Retroactive Payments Subject to Prompt Pay Payments PromptTPay
ype
Specific Retroactive w
Payments Prompt Pay
Type
2. REQUIRED - Enter LO in the Document Type field to geneate a canmitment

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

NOTE: The First Creation Date shoud beequal to the L easeEffective From date. If
no valueisertered for First Creation Date, it wil | defadt to the L easeEff ective From
date whenthe LeaseProfile is saved.

4. Selecthe Tenplate button.
The NewRequest pagewil | be dsdayed.
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Figure 8: New Request Pagéor a Newly Created Lease Profile

NEW REQUEST

New Request

Document Type Lo Lease Purchase Request

Document Number Format Prefix W
Document Number Format Team w
Security Org w

Large Document False

Document Number Generate

Title

Copy Document @ None
Copy From
Copy Forward

File No file chosen

5. Selecthe Finish button.

The Header pageof the LO Commitment Form will bedisplayed.Vendorinformation
Isdefaultedin the Vendor group box.

Figure 9: Header Pagefor a Commitment Form on a New Leasé>rofile

Header Office Addresses Suggested Vendors Header Accounting Lines Itemized Lines Credit Cards
— General
Document Type LO Lease Purchase Request Orig Request Date
Status RECURRING Request Date (m]
Document Number 09B00511-1-1 Need By Date (m}
Number Description ~ Accounting Period i
Title Reporting Accounting Period v
Authorized By Batch Number
Agency UE| Document Classification g
Agency DUNS Number Security Org GSA
Agency EFT Indicator Suppress Printing
Effort Category
— Vendor Information
Vendor
Vendor | 823628471 ¢y || 00001 g

Address Name INTERTEX SMC, LLC

6. REQUIRED - Enter the Lease Code in the Contracts Nunfiestd.
7. Selectthe Header Accounting Linestab.

The Header Accaunting Linespage will be dspayed.

USDA
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TO REMOVE anexisting line,selectthe line by selectng its tab and seledhe Remove
button.

TO COPY an existing line,sdect the lineto copy andselecthe Copy button.
Selecthe Add buton to add aHeader Accaunting Line.

NOTE: Only onelineis neededfor standard GSA leases.

REQUIRED - Selectanaccourting template for the Header Accounting Line.

NOTE: To Search for anAccounting Template, selecthe Template field label. The
Search-Template pagewill be dsplayed. Enter Search criteria andselectthe Search
button. Resuts are displayed.To select a Template, selecthe Select button for the
correspanding Temgate.

10. Selecthe Default buton to popuate the fieldsinthe Accounting Dimension section.

Complete the Bldg #,F/C (PGC11),andany otherrequired acconting elements that
were ot populated by the accounting templ ate.

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. Selecthe Verify button.

Any arorswill bedisplayed. Reviewthe aror message(s) and make any neessary
correctionson the form.

12. Selecthe Save Template buton.

The Successful Savenessage appears

13.Selecthee | 1 i psi s ( éCosedemplatesbettbne ct t he

The Document Template pagewill be dsplayed.

14. Selecthe Frequencies tab.

The Frequencies pagewill be dspayed.

15. Selecthe Add buton.

USDA

The Frequency pagewill be dsplayed.
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Figure 10: Frequency Pagefor a Document Template on a New Lease Profile

Lease Info Document Chains
Document Chain Vendors Document Templates Suspend Schedules Unsuspend Schedules
Document Template Frequencies Amounts Schedules
Frequency
Item 1 of 1
— General
>k Change Effective Date ]

>k Frequency | Annually v
Frequency Interval (X)
Generation Day (Y) v

>k Generation Type | Forward

16. REQUIRED - Enter the effective date in the Change Effective Datefield.

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

17.REQUIRED - SelectGovernment FiscalQuarterly from the Frequency drop-down
box.

18. Confirm that Forward is selectedin the Generation Type dropdown box.

2.1.4 HowDol Add A Payment Document Template To A NewLeaseProfile?

The foll owing steps desaibe howto add gpayment document template to aNew LeaseProfilein
Pegasys.
1. Selecthe Document Tenplates tab.

The Document Templates pagewill be displayed.
2. Selecthe Add buton.
The Document Template pagewill be dsplayed.
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Figure 11. Document Template Page- Adding a PaymentDocument to a New Lease Profile

Pegasys / Reference / Document / Lease Profiles / Lease Info Document Chains / Document Templates | Document Template

Lease Info Document Chains
Document Chain Vendors Document Templates Suspend Schedules Unsuspend Schedules
DOCUMENT TEMPLATE
Document Template Frequencies Amounts Schedules
Item 1 of 1
— General
> Document Type w Copy Fwd From Template Record
First Creation Date ] Referenced Record 0

Status | Active v Number

Final Last Reference
Template

— Payment Template Prompt Pay Information

Periodic Payments Subject to Prompt Pay Specific Periodic w
Payments Prompt Pay

Retroactive Payments Subject to Prompt Pay Type

Specific Retroactive ww
Payments Prompt Pay
Type

3. REQUIRED - Enter LP inthe Document Type field to geneste a paynent docurert.
NOTE: Document chain may indude:
a. RO - PBS Rearring Contracts Order
b. RA - PBSRearring Contracts Estimated Accrud
c. RT - PBS Recurring Contracts Blarket Recept
4. Enter the first creaton date in the First Creation Date field.

NOTE: The First Creation Date shoud bethe date of whenthe first payment shaid be
paid.

5. Enter the referenced record number from the commitment record entered in the
Referenced Record Numbeffield.

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

7. REQUIRED - Enter the prompt pay type bEASE in the Specified Periodic
PaymentsPrompt Pay Type field.

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

9. REQUIRED - Enter the prompt pay type &EASE in the Specified Retroactive
Payments Prompt Pay Typsfield.

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

Figure 12 New Payment Authorization for a Payment Document ora Lease Profile

Pegasys / Transactions / Accounts Payable / New /' New Payment Authorization [

NEW PAYMENT AUTHORIZATION

New Payment Authorization

Document Type LP Lease Payment Authorizat
Document Number Format Prefix w
Security Org W
Document Number Generate
Title
Copy Document Mone
Copy From

Copy Forward

File No file chosen

11. SelectCopy Forward.
12. Selectthe Next button to select the appropriate document to copy forward.
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Figure 13: Copy Forward on aPayment on a New Lease Profile

COPY FORWARD

‘ Copy Forward ‘

Search Criteria
Document Type

Document Number

Accounting Period

Accounting Period

Document Status ‘ v | From Date
User ID ‘ | To Date |
Title ‘ | Vendor ||
‘ Search ‘
Copy Lines
@ Copyalllines () Choose which linestocopy () Copy no lines
‘ + Additional Criteria
‘ =+ Accounting Dimensions
No results
Amendment / Temporary
Modification Amendment
Document Categol Document Type Document Number Document Date Number Number Title |

‘ < Back H Finish H Cancel ‘

13. Selecthe Finish button.
The Header pagewill bedisdayed.

Figure 14: Header Pagefor Payment Document on a New Lease Profile

| Header ” Fixed Assets H Header Accounting Lines H [temized Lines H Approval Routing H Memos | o)
— General
Document Type | LP || Lease Payment Authorizat‘ Autharization Date | ] |
Status | NEW ‘ Accounting Period | v ‘
Document Number | LP2021012400000 ‘ Reporting Accounting | ww ‘
Title | Period
Document Classification | w |
Authorized By |
— Security Org | GSA ‘
Post Code | i ‘
— , Additional Payee Name | ‘
[ ] Automatic Reversal
Accomplished Date | [m] |

Reversal Accounting
Period

Reverse After Period
Agency UEI

Agency DUNS Number

Agency EFT Indicator

14. Select the Header Accounting Linestab.

USDA

| il
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The Header Accaunting Linespage will be dsgayed.
TO REMOVE anexisting line, selectthe line and selecthe Remove buton.
TO COPY anexsting line,sdect the lineto copy andselecthe Copy buton.
15. Selecthe Add buton to add aHeader Accaunting Line.
16. Enter the Lease Code inthe 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 thekists outside of the Lease module needs to be referenced.

17. Selecthe Verify button.

Any arorswill bedisplayed. Reviewthe aror messaye(s) andmake anyneessary
correctionson the form.

18. Selecthe Save Template buton.
The Successful Save message appars.
19.Selecthee | | i psi s ( é€QloséThmaplate mtwn. e ct t he
The Document Template page will be displayed.
20. Selecthe Frequencies tab.
The Frequencies pagewill be dspayed.
21.Selecthe Add buton.
The Frequency page will be displayed
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Figure 15: FrequenciesTab on a New Payment Document Template

Lease Info Document Chains

Document Chain Vendors Document Templates Suspend Schedules Unsuspend Schedules

Document Template Frequencies Amounts Schedules

requency

Item 1 of 1

— General
>k Change Effective Date ]
>k Frequency | Annually v
Frequency Interval (X)
Generation Day (Y) v

>k Generation Type | Forward

22.REQUIRED - Enter the effective date in the Change Effective Datefield.

NOTE: The Change Effective Date must equal the LeaseEffective From date on a new
leaseprdfile.

23.REQUIRED - SelectEvery Yth Day of Month fromthe Frequency drop-down bax.

NOTE: When ®lecting Frequency, if the LP template isreferencing anLO template, the
Generation Day (Y) must bethe same asthe LO template evenif the generaion periods
aredifferent.

24. REQUIRED - Enter the geneation date of 01 in the Generation Date (Y) field by
sdeding the drop-down box.

25. Select Arre ars in the Generation Type drop-down box.
26. Selecthe Save button to save the newlease prdfile.

2.1.5 How Dol Review The Document Creation Schedule For A NewLease Rofile?

The foll owing steps desaibe howto reviewthe dbcument creaion Schedule for aNewLease
Profilein Pegasys.
1. Select Reference- Document - LeaseProfiles.

The Search - LeaseProfile pagewill be displayed.
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Figure 16: Search- Lease Profile Ragefor Reviewon the Document CreationSchedule

Pegasys / Reference ' Document / Search - Lease Profile []

Search - Lease Profile

Search Criteria

Code Effective Dates

Name From Date

Short Name To Date [m)
Status v
Security Org g
Clear
No results 15 @ foZ ol
Code Name Short Name Status Start Date End Date Security Org
m 10 per page v Page |1 of 1

2. Enterthe ajppropriate search criteria andselectthe Search button.

All lease profil es matching the search aiteriawill bedisplayed.
3. Select the leaseprofile for the stedule to bereviewed.

4. Selecthe Open button.

The Lease Info tab ofthe LeaseProfile will bedispayed.
Sel ect the Document Chains tab.
The Document Chains page will be displayed.

Sel ect the appropriate Document Chain Number, and thenselectthe Document
Templates hypedink.

The Document Templates pagewill be displayed.

7. Select the L P payment document template record.
8. Selecthe Schedules tab.

USDA

The Schedules pagewill be displayed.
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Figure 17: Payment DocumentSchedule Pagdor a Newly Created Lease Profile

Lease Info Document Chains
ument Chain Vendors Document Templates Suspend Schedules Unsuspend Schedule

SCHEDULES

ument Template | Frequencies | Amount Schedules

1-10 of 171 result IF @ ¥ 3

Retroactive One-Time Manual
Date Payment Amount Justification Vendor Code Vendor Name Withhold Applied Suspense Release Payment Payment

9. Reviewthe schadule dispayed forthe newleaseprofil e ®lected.
10. To return to the Document Chains page, selecthe Document Chains tah.
The Document Chains page will be displayed.

2.1.6 HowCanl Add A NewChain For Taxes,CPI Accrual Payments, Buyouts, Manual
Interest, Or Credts On A NewL ease?

Foll ow Steps 1-18for each new document chain in Section2.1.6 Proceedto the spexific section
to addthe dbcument pyment templatesfor each rew chain. NOTE: If Leaseis drealy selected,
select the Newbuton to creaethe next chain andskip to Step5.

1. Select Reference- Document - LeaseProfiles.
The Search - LeaseProfile pagewill be displayed.

Figure 18 Search- Lease ProfilePage- Adding a New Document Chain

Pegasys / Reference ' Document / Search - Lease Profile []

Search - Lease Profile

Search Criteria

Code Effective Dates
Name From Date

Short Name To Date
Status v

Security Org wr

No results IF@ X 2
Code Name Short Name Status Start Date End Date Security Org
m 10 per page v Page |1 of 1

2. Enter the appropriate search ariteria andselectthe Search button.
All lease profil es matching the search aiteriawill bedisplayed.
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10.

USDA

Select the leaseprafile to be modified.

Selecthe Open button.

The Lease Info tab ofthe LeaseProfile will bedispayed.

Select the Document Chains tab.

The Document Chains page will bedisplayed.

Select the appiopriate Document Chain Number, and thenselectthe Vendors tab.
The Vendors page will be displayed.

Selecthe Add buton.

The Vendor pagewill bedispayed.

Figure 19: Vendor Pagefor a Newly Created Lease ProfileChain

REQUIRED - Enter the effective date in the Change Effective Datefield.
NOTE: The Change Effective Dateisthe L ease EffectiveFrom date.

REQUIRED - Enter the Vendor Codeinthe Vendor Code field. The vendorname and
addesswill beinferred fromthe vendorcodethat isentered.

NOTE: Thisisthe verdor recevingthe 1099form.

a. To Searchfor aVendor Code, selecthe Code field label. The Search- Vendor
Code page will be displayed. Enter Search criteriaand selecthe Search buton.
To sdectaVendor fromthe resits, selecthe Select button carespordingto that
Vendor.

REQUIRED - Enter the Address Codeinthe Remt To Addressfield.

a. To Search for aRemit To Address,selectthe Remit To Addressfield label. The
Search - Vendor Code page will bedisplayed. Enter Search criteriaandselect
the Search button. To sdectaVendor from the resuts, selecthe Select button
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