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Guide Summary

To meet 508 compliance requirements, the BAAR Guide is divided into 10 documents, which

contains the following sections. This is Document 8.

Document 1

e Section 1: General

e Section 2: BAAR Overview

e Section 3: BAAR Feeder System Integrations

e Section 4: BAAR User Actions and Procedures
0 Section 4.1: BAAR User Actions
0 Section 4.2: Detail Billing Records from Detail Billing Record Query
0 Section 4.3: PCAS Agreements

Document 2
e Section 4.4: Manual Billing
e Section 4.5: Standard Voucher (SV)
e Section 4.6: BAAR Queries
0 Section 4.6.1: Search Functionality
0 Section 4.6.2: Billing Query
0 Section 4.6.3: Billing Statement Query

Document 3
e Section 4.6.4: Retired IPAC Transaction Query
e Section 4.6.5: IPAC Outbound Query
e Section 4.6.6: IPAC Staging Query
e Section 4.6.7: IPAC Import Query
e Section 4.6.8: IPAC Reconciliation Activity Query
e Section 4.6.9: IPAC Completed Reconciliation Query
e Section 4.6.10: Form/Document Selection Query
e Section 4.6.11: GL Account Detail Query
e Section 4.6.12: Query IPAC Rejections (IPAC Staging Query)
e Section 4.6.13: Vendor Activity Query
e Section 4.7: Debt Accounts (Claims)
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Document 4

e Section 4.8: Collections

Document 5

e Section 4.9: Correspondence

e Section 4.10:
e Section 4.11:
e Section 4.12:

Document 6

e Section 4.13:
e Section 4.14:
e Section 4.15:

Document 7

e Section 4.16:
e Section 4.17:
e Section 4.18:
e Section 4.19:
e Section 4.20:
e Section 4.21:

Document 8

Disputes (Non-IPAC)
Amend DA to Set the Debt Appeal Forbearance Flag
IPAC Chargebacks

Revenue Credit Card Chargebacks
Pay.gov Chargebacks
Manage Credits

Delinquency

Adjustments

Treasury Report on Receivables (TROR)
Workflow Management and Form Approval
Inventory Management

Mass Import

e Section 5: Vendor Customer Self Service
e Appendix A: BAAR Document Types

Document 9

e Appendix B: User-Defined Field and Form Description

e Appendix C: GSA Business Line Specific Required Fields
o C.1: Appendix: BAAR Accounting Dimensions
0 C.2: Appendix: Detail Billing Record Query Search Criteria
0 C.3: Appendix: Create Detail Billing Records-DBR Query
0 C.4: Appendix: Create an Agreement Charge (AG)
o C.5: Appendix: Create an External Direct Agreement (ED)
0 C.6: Appendix: Create an Internal Direct Agreement (ID)
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Document 10
e C.7: Appendix: Create Billing Document (BD)
e C.8: Appendix: Create Internal Voucher (NV) — All Business Lines

e C.9: Appendix: Create Itemized Order (I0) - RWA/HOTD/RPUDD/Region 6 Manual
Business Lines

e (C.10: Appendix: Create Standard Voucher (SV)
e (C.11: Appendix: Create Cash Receipt (CR) — Lockbox & Contract Fees

e (C.12: Appendix: GSA Business Process Required Fields for Maintaining Correspondence
on Internal VVouchers (NVs)

e (.13: Appendix: Create Debt Account

e (C.14: Appendix: Debt Account Search Criteria
e Appendix D: BAAR Glossary

e Appendix E: Workflow Approvals

e Appendix F: TROR Calculations

USDA BAAR Pegasys 7.5.1 User Guide - Updated May 2018 Page 12



CGlI Federal

5 Vendor Customer Self Service

The following chapter will discuss the Vendor Customer Self Service (VCSS) application and its
many functions. For registered account codes, VCSS will provide a single location for customers
and financial analysts to view billing information, link to external websites, and export billing
data to comma separated values (CSV). Additionally, VCSS will allow customers to manage
their own accounts by reviewing account history, outstanding balances, business line totals,
submitting new correspondences and submitting disputes.

VCSS Access - From within Pegasys:
VCSS can be accessed by Pegasys users from within Pegasys via the Utilities menu:

Figure 1: Pegasys External Applications Menu

Filter Y
Utilities
Reports

Batch Execution

Manage External Documents

H External Applications

Open ORCA
Open Pay.gov
Open WDOL
Open VSS

Open Do Not Pay

Business Intelligence

Additionally, Pegasys users may associate their Pegasys user ID with their VCSS user ID. Once
associated, the Pegasys user may launch the VCSS application directly from Pegasys and log in
without entering their VCSS credentials, providing a seamless transition from one application to
another. This “single sign-on” functionality enables Pegasys users to better serve their customers
by quickly accessing VCSS and reviewing the same information as seen by the customer.

To enable single sign-on, launch VCSS from Pegasys using the following path: Utilities —
External Applications — Open VCSS. Enter your Pegasys user ID in the Momentum User ID
field, VCSS user 1D, VCSS password, and select the Associate flag:

USDA BAAR Pegasys 7.5.1 User Guide - Updated May 2018 Page 13
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Figure 2: VCSS Single Sign-On Page

Enter your Vendor and Customer Self Service User ID and password and choose whether this ID should be associated with your Momentum User ID for future logins from
Momentum.

Momentum User ID: john.smith
“endor and Customer Self Service User ID: john.smith

Password: ssssesene

Associate: i

Return to VCSS Homepage

VCSS Access - From USDA Launch Page:

VCSS can also be accessed directly from the USDA Launch page at http://vcss.gsa.gov:

Figure 3: USDA VCSS Launch Page

Home | Training | Contact Us | System Requirements
(7Y Vendor and Customer Self Service

Training ContactUs  System Requirements

= Starting in July 2015, email notification will be sent to a customer when a new bill for one of their registered account codes is available in VC SS.
= FLEET, GSA GLOBAL SUPPLY & RWA: VCSS bills for April and May 2015 are missing the GSA logo. The bills are still valid, and the error is purely cosmetic.

= ATTENTION: A billing error has occurred in the Vendor and Customer Self Service (VCS8) system for certain GSA Fleet customers, causing a small subset of
transactions to appear on separate statements for September (dated 9/21/15). + SHOW DETAILS

= RWA: September 2015 RWA billing statements are now available to be viewed.
= VCSS will only display 999 search results on its web pages. + SHOW DETAILS

If you do not do business with GSA as either a vendor or customer, please do not contact G5A to register in VCSS and do not attempt to log in.

System Login | | Registrations & Access Requests | | Support Request
Use this button if you ‘ve already registered Use this button if you are a new user to VCSS Use this button to create a request that you
for access to use VCSS. and need to: be removed from an account, or from VC5S.
You can also change account administrator
Tip: Be sure to never use the "back” button of your = Register new accounts tat
browser while using VCSS. . . status.
» Gain access to existing accounts

The General Services Administration (G5A) has implemented a Vendor and Customer Self Service (VCSS) system which can be used by both vendors
and customers of GSA. VCS5 is a web-based application that will allow vendors to create and process their invoices electronically (paperless) and track
the status of payments made by G5A, and will allow customers to view billing and payment information.

Please note that this page can be used by both USDA users and GSA customer users to launch
the VCSS application and subsequently log in by providing appropriate VCSS credentials.

5.1 VCSS: Accounts Menu

The VCSS Accounts menu contains options for the user to obtain information and balances about
their accounts. The multiple pages of the menu will allow the user to view account information
in different formats, such as by business line and account.

The different pages available from the accounts menu are as follows:

USDA BAAR Pegasys 7.5.1 User Guide - Updated May 2018 Page 14
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e Account Information
e Account Summary
e Outstanding Balances by Account

e Business Line Summary

5.1.1 VCSS: Account Information

The Account Information page provides users the ability to view accounts information for which
they have access. Once a user drills down to a specific account, they are able to see general
information on the account such as the DUNS/BPN number, account code and any addresses
belonging to the account. The Account Information query should not be used to obtain a

financial snapshot of the Account since information such as outstanding balances or total bill
amount are not included.

Accounts — Account Search

Figure 4: VCSS Account Search

& ACCOUNTS [2) STATEMENTS (® PAYMENTS B ELECTRONIC INVOICING & ACCOUNT E CORRESPONDENCE

Filter Y

Account Search

Account Summary

Outstanding Balances By Account

Business Line Summary

5.1.1.1 Search Parameters and Results

USDA VCC user IDs are considered “super users” and can view many customer accounts. Once
the Account Search page is loaded, search criteria should be entered to narrow down search
results and find the appropriate customer account. The user then has the ability to view detailed
information by selecting a specific account.

NOTE: Customer user IDs are not considered “super users” and can only access customer
accounts for which they have been associated. When a customer accesses the Account Search
page, the customer accounts the user has access to should default. The user then has the ability to
view detailed information by selecting a specific account.
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VCSS / Accounts

Account Search

DoDAAC

Account Name

Account Search

Account Information Page

Account Code
Agency
DUNS+4/BPN+4
Bureau

Agency Location Code

009

Currency
1-1of 1results

Account Code DUNS+4/BPN+4 Account Name Agency Bureau Currency
DWIGHT
EISENHOWER

48399N MEMORIAL 009 83 UsD
COMMISSION

10 per page E\ Page 1 |of1

5.1.1.2 Account Information Detail

To view the Account information Detail, the user must select an account. The Account

Information Detail page gives general information on the selected account, such as

TIN/SSN/EIN, Agency, and Bureau. All the fields on the Account Information page are read

only and are not able to be edited.

VCSS / Accounts

Vendor Registration
Number

Vendor Code

Vendor Address Code
DUNS+4 / BPN+4
DoDAAC

Account Name

Doing Business As
TIN

CAGE Code

USDA

Account Search

Account Information Address Information Users

48399N48399N005374

48399N
48399N

DWIGHT EISENHOWER ME}
DWIGHT EISENHOWER ME}

Account Information

Parent DUNS Number
Parent DoDAAC
Agency

Bureau

Agency Location Code
Phone Number

Fax Number

Currency

Figure 6: Account Information Tab

009
83
47000018

2022961931

Registered in SAM

usD
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Figure 7: Business Type

Small Business Program Representation

HUBZone Small Business
Disadvantaged Business
SBA Certified Small Disadvataged Business

Service-Disabled Veteran

Women-Owned Business
Women-Owned Small Business
Economically Disadvantaged Women-Owned Small Business

Joint Venture Women-Owned Small Business

Other Veteran Jaint Venture Economically Disadvantaged Women-Owned

Small Business

Minority Owned Business v

Figure 8: Address Information Tab

VCSS © Accounts | Address Information

Account Information Address Information Users

Expand Al Collapse Al

= Mailing Address

Address Line 1 | 405 W. VISTA City | HOLBROOK

Address Line 2 State Arizona v
Address Line 3 Zip 86025-1857

Address Line 4 Country v

Address Line 5

— Physical Address

Address Line 1 405 W VISTA City HOLBROOK

Address Line 2 State Arizona v
Address Line 3 Zip 86025-1857

Address Line 4 Country v

Address Line 5

— Remittance Address

Address Line 1 405 W. VISTA City HOLBROOK

Address Line 2 State Arizona %
Address Line 3 Zip 86025

Address Line 4 Country v

Address Line 5

Figure 9: Users Tab

Account Information Address Information

A A DN
1-3of 3results lk
user id Full Name Email Address
®  timmcpherson
timmepherson20
timmepherson88
oo [ e | e e 7 et

Go to top of page

USDA BAAR Pegasys 7.5.1 User Guide - Updated May 2018 Page 17



CGlI Federal

5.1.1.3 Viewing Account Detail from the Account Information Query

Steps to View Account Detail Using Account Information Query:
1. In VCSS navigate to Accounts — Account Search.
The Account Search page is displayed.

Figure 10: Account Search Page
VCSS | Accounts / Account Search

Account Search

DoDAAC w Account Code
Account Name Agency 009

DUNS+4/BPN+4

Bureau

Agency Location Code

Currency

2. Enter the desired search criteria and select Search.
3. Records meeting the entered search criteria will be returned in the item collection.

Figure 11: Account Search and Records in Item Collection

VCSS | Accounts / Account Search

Account Search
DoDAAC w Account Code
Account Name Agency 009
DUNS+4/BPN+4
Bureau
Agency Location Code
Currency
1-2of 2results
Agency Location
Account Code DUNS+4/BPN+4 DoDAAC Account Name Agency Bureau Code Currency
DWIGHT
EISENHOWER
48399N MEMORIAL 009 83 47000018 UsD
COMMISSION
MEDICAID & CHIP
093004 PAYMENT & ACCESS 009 15 47000018 usD
COMM
10 per page E\ Page 1 of 1

4. Select an Account and select View.
5. The Account Information Detail page is displayed.
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Vernder Hegmtr ston
Nourvtmer

Vendor Code

Vandor Aoress Cooe
DUNSe4 [ DFhind
DDAAC

ALcourt Nave
Doirg Buvrvess Ax
™

CAGE Ceoe

Figure 12: Account Information Detail page

2284453900007 200

208449450

1961 10490

MCPHIERSON COLLMION L

MCPMERSON OCOLLISION LI
AT
385!

Dusmens Type Large Bunrwes

Seved Dusrans Program Rapresentation

Type OF Buninens

MR ore Sral Pusness
Cratvarragyed Boswers
S0A Certfied “ral Duadvataged Business
Servee Cratins verwan

Cther Veterss

Nronty Owned Buaness

Comerarsy Dewocprrern Corpocston
Cormentic Sheler

Fducatonal hestaton

For Pt Organizanon

Foudaton

Haganc Serecag e

Vetminary Hodgas

aucanonsl 2t

Pravicos Contracts And
Compiance Reports
Affemative Acton
Comomane

6. Select the Address Information tab.
The Address Information tab is displayed.

USDA

1842 Land Orant Colege

1290 Land Geast Cofloge

1934 Land Geant College

Havcaly Sk Coflege O wmaesty
Moty avtaton

Pravure Unavernry Or Colege

Mot Agphcace

L

Pavere: DUNS Mumter
Parwnt DoOAAL
Agercy

L

Agency Lacation Code
Prone Nemser

Fax Numdet

Curency

¥ Megatered n SAN

Momen Owned Disress

Women Owned Simek Susvwie

[conormically Dnadvantaged Momen Owned Smadl Buaness

JoaT Vertua e Worten Owred Smald Baseess

Jowt: Verture Economcally D sdvantaged Woren Owned

o Buanets

AndtyCOneformerty JWOD) Nongesht Agercy
Prorprodt Osganization

Other Not-4ar Pratt Organirason

booagety

Pareing Cormuaton

Marstfacturm Of Goods

Seralt 2graensl Covperave

Senost Of Foresyy
State CortroMed imtution Of Mghet Loarning
Trise! Colege

Vetermary Cotege

Alazkan Natve Servong haststen

IAtive Hamaamn Sarvicing Inentaton
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Figure 13: Address Information tab (continued)

VCSS  Accounts  Address Information

Account Information Address Information Users

Expand All Collapse All
— Mailing Address
Address Line 1 405 W. VISTA City HOLBROOK
Address Line 2 State Arizona v
Address Line 3 Zip 86025-1857
Address Line 4 Country v
Address Line 5
— Physical Address
Address Line 1 | 405 W VISTA City | HOLBROOK
Address Line 2 State Arizona %
Address Line 3 Zip 86025-1857
Address Line 4 Country ~
Address Line 5
— Remittance Address
Address Line 1 405 W. VISTA City HOLBROOK
Address Line 2 State | Arizona v
Address Line 3 Zip 86025
Address Line 4 Country ~

Address Line 5

7. Select the Users tab.
The Users tab is displayed.

Figure 14: Users Tab (continued)

Account Information Address Information

1-3of 3results

user id Full Name Email Address

®  timmcpherson
timmepherson20

timmepherson88

oo | o | g | s €<t o

Go to top of page

The VCSS account administrator information is maintained in Pegasys.
8. Log into Pegasys.
9. Navigate to Reference — Vendor — Vendor Codes.
10. Search for an open the Vendor.
11. Select and open the Vendor item.
12. Select the Addresses tab.
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13. Select the applicable Address Code item.

14. Select the Contacts hyperlink.

15. Of the users listed, those with a Contact Type of VCSS Registration are the VCSS
account administrators.

Figure 15: Contacts tab

Pegasys / Reference / Vendor / Vendor Codes / Vendor: 486001 Addresses: 486001 486001 / Contacts

Vendor Addresses Transfer Treasury Symbol

Address Level Vendor Socio-Economic Address PSC NAICS Codes

A AN
1-3of 3results lz LIV
Contact Contact Type Phone Fax Email
Asia Edwards VCSS Registration (202) 296-1931 dummyemail@cgifederal.com
Asia Edward General (202) 296-1931 PEGASYS.TEST.1@GSA.GOV
Asia Edwards General (202) 296-1931 dummyemail @cgifederal.com
m 10 per page E Page |1 of 1

5.1.2 VCSS: Account Summary Query

The Account Summary Query allows users to search for and view their current account balances.
The query will return results grouped by account code and will provide totals such as outstanding
amount and bill total. The query will also contain action buttons to quickly view any statements
or payments associated with an account.

Account — Account Summary

Figure 16: Account Summary Query

& ACCOUNTS 2 STATEMENTS (® PAYMENTS ELECTRONIC INVOICING @ ACCOUNT E CORRESPONDENCE

VCSS / Acco | Filter Y t Information

Account Search

Account Infor sers
Account Summary

™~ Outstanding Balances By Account
(i
Business Line Summary

Vendor Reg Parent DUNS Number

To search for account summary information, enter the applicable search criteria and select the
Search button.

5.1.2.1 Account Summary Search Parameters and Results

The Account Summary query contains the search criteria and item collection listed in the table
below. The item collection will include multiple total columns with all the data being grouped by
account code.

USDA BAAR Pegasys 7.5.1 User Guide - Updated May 2018 Page 21



CGlI Federal

Figure 17: Account Summary Search Criteria and Item Collection

VCSS  Accounts  Account Summary

Account Summary

unt General Criteria

Account Code Agency * Statement Date  01/01/2011 To| 05/03/2011 =
DUNS+4 / Bureau Business Line "
BPN+4

Agency
Account Location Cade

1-10 of 366 results

Account DUNS+4 / Applied Outstanding
Code BPN+4 i i Credit = Adjusted Closed | Outstanding Chargeback

T-a7E091 50.00 $0.00 50.00 $0.00

T37K31

Table 1: Fields and Descriptions for Search Criteria Group Box

Search Element Description

Statement Date (From/To) The Statement Date range, this field is
required and the two dates cannot be over 365
days apart.

Account Code The unique numeric code for a specific
Account.

Account Name The name of the account.

DUNS+4/BPN+4 The DUNS+4/BPN+4 number for a specific
Account.

Agency Location Code The Agency Location Code.

Agency A code identifying the agency for external

reporting purposes.

Bureau The bureau associated with the agency.

Table 2: Fields and Descriptions for Item Collection

Search Element Description

Account Code The unique numeric code for a specific
Account.

Account Name The Account Name.

DUNS+4/BPN+4 The DUNS+4/BPN+4 numbers for a specific
Account.
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Search Element

Description

Business Line

The Business Line associated with the
Account’s statements.

Bill Total A sum of the bill amounts for a specific
Account.
Collected A sum of the paid amounts for a specific

Account.

Applied Credit Amount

A sum of the applied credit amount for a
specific Account.

Adjustment Amount

A sum of the adjustment amount for a specific
Account.

Closed Amount

A sum of the closed amount for a specific
Account.

Outstanding Amount

The outstanding amount owed for an account.

Outstanding Chargeback Amount

A sum of the outstanding chargeback amount
for a specific Account.

Credit

A sum of the credit statement lines associated
with an account.

Closed Applied Credit

A sum of the closed applied credit associated
with an account.

Total Outstanding Credit

A sum of the outstanding credit associated
with an account.

Table 3: Fields and Descriptions for Action Buttons

Search Element

Description

View Statements

This is a shortcut to the View and Print
Statements query; if the user has selected an
account from the item collection then the
account code will be defaulted when the View
Statements page is loaded.

View Payments

This is a shortcut to the View Customer
Payments query; if the user has selected an
account from the item collection then the
account code will be defaulted when the View
Customer Payments page is loaded.
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Search Element Description

View as CSV Exports the search results to a CSV
spreadsheet.

Sort... Sorts the records according to the column
header selected.

5.1.2.2 Executing a Query Using the Account Summary Query

The following steps describe how to query the Account Summary.

Steps to Execute a Query Using Account Summary:
1. In VCSS navigate to Accounts — Account Summary.
The Accounts Summary page is displayed.

Figure 18: Account Summary Page

VCSS  Accounts ~ Account Summary

Account Summary

Account % General Criteria

Account Agency 83 > Statement Date & To \
Code
Bureau Business Line v
DUNS+4 /
BPN+4 Agency
Location
Account Code
Name
No results
Closed Outs
Account | Account | DUNS+4 Business Bill Applied Outstanding Applied
Code Name /BPN+4 Line Total Paid Credit Adjusted Closed Outstanding Chargeback Credit Credit
Totals
< 11 3
10 per page E| Page/1 of1

2. Enter the desired Search Criteria, including the following required fields:
a. Statement Date From: (enter valid date).
b. Statement Date To: (enter valid date).
3. Select the Search button.
The results are returned in the Item Collection.
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Figure 19: Results in Item Collection

: —/ = A Y 4
1-10 of 254 results l'u | R
Account DUNS+4 | Business Applied Outstanding
Code Account Name /BPN+4 | Line Bill Total Paid Credit Adjusted Closed Outstanding Chargeback
Regional
DEPARTMENT OF Network
T-37E091 HOMELAND SECURITY Services- $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Telecom
Regional
ARMED FORCES RADIO- Network
T37K311 BI0LOGY RESEARCH Services $9,288.80 $0.00 $0.00 $0.00 $0.00 $0.00 $9,288.80

Telecom

1019 U.S. SUPREME COURT Rent $17,488.84 $17,488.84 $0.00 $0.00 $17,488.84 $0.00 $0.00

NOTE: If an account is selected and either the View Customer Payments or View
Statements buttons are selected, the user will be directed to that particular query with the
selected account defaulted.

5.1.3 VCSS: Outstanding Balances by Account

The Outstanding Balances by Account page offers a quick snapshot of the accounts a user has
access to along with their outstanding balances. The page also offers a number of easily accessed
actions such as viewing recent and outstanding statements as well as sending account
correspondence.

Accounts — Outstanding Balances by Account

Figure 20: Navigation to Outstanding Balances by Account page

& ACCOUNTS [ STATEMENTS () PAYMENTS [E ELECTRONIC INVOICING @ ACCOUNT E CORRESPONDENCE

VCSS / Acco | Filter Y t Information

Account Search

Account Infor 3ers
Account Summary

— Outstanding Balances By Account

Business Line Summary

Vendor Reg Parent DUNS Number

5.1.3.1 Outstanding Balances by Account Search Parameters and Results

The Outstanding Balances by Account page does not contain any search criteria but includes the
fields and action buttons listed below. VCSS automatically loads all of the accounts for which
the user has permissions.
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Figure 21: Outstanding Balances by Account Page

VCSS | Accounts | Outstanding Balances By Account

Outstanding Balances By Account |

A [/ N W
1-10 of 8,955 results lz EARRFe N

Account Code Account Name Outstanding Outstanding Chargeback Outstanding Credit Amount

® 28399D SOCIAL SECURITY ADMIN $647,099.63 $0.00 $0.00

FEDERAL BUREAU OF
15020001 INVESTIGATION $9,097,854.47 $1,665,793.32 (57,924.87)

FEDERAL BUREAU OF
15300A INVESTIGATION $364,621.93 $433,991.57 $0.00

PENTAGON FORCE PROTECTION

973A28 AGENCY $0.00 $1,493.48 $0.00
14P011 NATIONAL PARK SERVICE $8,644.55 $0.00 $0.00
70706W NATL PROTECTION/PROG $229,704.70 $353,549.50 ($4,295.81)

DIRECTORATE
US CUSTOMS AND BORDER

705031 PROTECTION $359,494.03 $3,298.94 $0.00
DOJ/US MARSHALS SERVICE,

1539C9 $59,011.83 $12,338.82 $0.00
CCMG

704052 OPERATIONS COORDINATION $0.00 $56,701.79 $0.00

913068 US DEPT OF EDUCATION $273,532.22 $43,433.68 $0.00

Totals $909,064,370.05 $103,497,652.18 ($10,168,485.63)

View Outstanding Statements View Recent Statements (3 Months) Send Correspondence 10 per page El Page 1 of896 >

5.1.4 VCSS: Business Line Summary

The Business Line Summary query will allow users to search for and view balances for the
Accounts they have access to with all the data sorted by business line. The query will also
contain action buttons to enable the user to view statements and payments associated with the
selected business line.

Accounts — Business Line Summary

Figure 22: Navigation to Business Line Summary Query

& ACCOUNTS [2) STATEMENTS (® PAYMENTS ELECTRONIC INVOICING & ACCOUNT E CORRESPONDENCE

VCSS / Acco | Filter Y tiInformation

Account Search
Account Infor 3ers
Account Summary

Outstanding Balances By Account

®

| Business Line Summary | Parent DUNS Number

Vendor Reg

To search for business line summary information, enter the applicable search criteria and select
the Search button.
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5.1.4.1 Business Line Summary Search Parameters and Results

The Business Line Summary query is used to search for business line information using criteria
listed in the table below. The Item Collection will include multiple totals columns with all the
data being grouped by business line.

Figure 23: Business Line Summary Search Criteria and Item Collection

VCSS  Accounts | Business Line Summary

Business Line Summary

General Criteria

Statement Date & To Business Line ~

Account W

Account Code Agency DUNS+4 /
Location Code BPN+4
No results
Closed Outstanding
Business Applied Outstanding Applied Credit
Line Bill Total Paid Credit Adjusted Closed Outstanding = Chargeback Credit Credit Amount
Totals
10 per page F\ Page 1 |of1

Table 4: Field Descriptions for Search Criteria Group Box

Search Element Description

Statement Date (From/To) | The Statement Date range, this field is required and the two
dates cannot be over 365 days apart.

DUNS+4/BPN+4 The DUNS+4/BPN+4 numbers for a specific Account.
Agency Location Code The Agency Location Code.
Business Line The specific Business Line the query will search for.

Table 5: Field Descriptions for Item Collection

Search Element Description

Business Line The specific Business Line the query will search for.

Bill Total A sum of the bill amounts for a specific business line.
Collected A sum of the paid amounts for a specific business line.
Adjustment Amount A sum of the adjustment amount for a specific business line.
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Search Element

Description

Applied Credit Amount

A sum of the applied credit amount for a specific business line.

Closed Amount

A sum of the closed amount for a specific business line.

Total Outstanding Amount

The amount owed for a business line.

Outstanding Chargeback
Amount

A sum of the outstanding chargeback amount for a specific
business line.

Credit

A sum of the credit statement lines associated with an account.

Closed Applied Credit

A sum of the closed applied credit associated with an account.

Total Outstanding Credit

A sum of the outstanding credit associated with an account.

Table 6: Field Descriptions for Action Buttons

Search Element

Description

View Statements

This is a shortcut to the View and Print Statements query; if the
user has selected a business line from the item collection then
the business line will be defaulted when the View Statements
page is loaded.

View Payments

This is a shortcut to the View Customer Payments query; if the
user has selected a business line from the item collection then
the business line will be defaulted when the View Customer
Payments page is loaded.

View as CSV

Exports the search results to a CSV spreadsheet.

Sort...

Sorts the records according to the column header selected.

5.1.4.2 Executing a Query Using Business Line Summary

The following steps describe how to use the Business Line Summary query in VCSS.

Steps to Execute a Query Using Business Line Summary:

1. In VCSS navigate to Accounts — Business Line Summary.

The Business Line Summary page is displayed.

USDA
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Figure 24: Business Line Summary page

Business Line Summary

eneral Criteria

Statement Date  01/01/2011 & To 12/09/2011 Business Line ~

Account Code Agency Location DUNS+4 / BPN+4

1-60f 6results
Outstanding Closed Applied Outstanding
Business Line Bill Total Paid Applied Credit Adjusted Closed Outstanding Chargeback Credit Credit Credit Amount

2. Enter the desired and appropriate Search Criteria.
3. Select the Search button.
The results are returned in the Item Collection.

Figure 25: Item Collection with Records

Outstanding Closed Applied Outstanding
Business Line Bill Total Paid Applied Credit Adjusted Closed Outstanding Chargeback Credit Credit Credit Amount

NOTE: If a business line is selected (as above) and either the View Customer Payments
or View Statements buttons are selected, the user will be directed to that particular query
with the selected business line defaulted.

5.2 VCSS: Statements Menu

The Vendor Customer Self Service Statements menu contains options for the user to obtain
information and status about their statements as well as dispute a statement that they feel is in
error. The different pages available from the accounts menu are as follows:

e View or Print Statements

e Statement Search by Agreement
e View Details

e Dispute Statement/Details

e View Dispute Requests

5.2.1 VCSS: View and Print Statements

The View and Print Statements page enables the user to search for, and view, the statements they
have access to as well as view their statement as a PDF to assist with printing. The page also
allows the user to drill down on a specific statement to view detailed information about that
statement.
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Statements — View and Print Statements
Figure 26: Navigation to the View and Print Statements Query

/h‘ & ACCOUNTS [2 STATEMENTS (® PAYMENTS [E ELECTRONIC INVOICING & ACCOUNT CORRESPONDENCE
ter

Site Map = VCSS Fi Y
|View and Print Statemnents |
VCS S Statement Search by Agreement
View Details
Dispute Statement/Details
View Dispute Requests
Categories

5.2.1.1 View and Print Statement Search Parameters and Results

The View and Print Statements query contains the search criteria and item collection listed
below. The Item Collection will include multiple totals columns.

Figure 27: View and Print Statements Search Criteria and Item Collection

Sraseree Duee To

SUreTend Pumbe
Sunsrani Type
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n
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Siviement  Slabement Buminess  Acoourd Tokal Applind
Hurmbasr Turim Lina Coda ooz bisme MileZ P Adgrried Credit Classd Ovfrisnding Chargedack
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Table 7: Statement Field Descriptions for Search Criteria Group Box

Search Element

Description

Statement Date (to/from)

The Statement Date range.

Statement Number

The specific statement number for an individual statement.

Statement Type

Whether the statement is IPAC or Non-IPAC.

DUNS+4/BPN+4

The DUNS+4/BPN+4 numbers for a specific Account.

Account Code

The unique numeric code for a specific Account.

Agency Location Code

The Agency Location Code.

Business Line

The specific Business Line the query will search for.

Table 8: Statement Field Descriptions for Item Collection

Search Element

Description

Statement Number

The specific statement number for an individual statement.

Statement Date

The date the statement was billed.

Business Line

The specific Business Line the query will search for.

Account Code

The unique numeric code for a specific Account.

Account Name

The name for the specific Account.

Total Billed The amount of the statement.
Paid Amount The paid amount of the statement.
Adjustment Amount The adjustment amount for the statement.

Applied Credit Amount

The amount of applied credit for the statement.

Closed Amount

The closed amount of the statement.

Outstanding Amount

The outstanding amount of the statement.

Outstanding Chargeback

The outstanding chargeback amount for the statement.

Credit A sum of the credit statement lines associated with a statement.

Closed Applied Credit A sum of the closed applied credit associated with a statement.

Total Outstanding Credit A sum of the outstanding credit associated with a statement.
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Table 9: Statement Field Descriptions for Action Buttons

Search Element

Description

View Will take the user to the statement information page for the
selected statement.

View PDF Will open the selected statement in PDF format.

View as CSV Exports the search results to a CSV spreadsheet.

Sort... Sorts the records according to the column header selected.

5.2.1.2 View and Print Statement Query Details

The View and Print Statement Information page gives more detail of the selected statement than
what was in the Item Collection. The Statement Information page contains action buttons to
create statement correspondence and dispute the statement. Note the Statement Correspondence
and Dispute functionality is described in later sections. The page also includes a View
Referencing Payments action button, which will open a new window. The View Referencing
Payments action button takes the user to the Customer Payments query with the statement

number field defaulted.

USDA
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VCSS / Statements

— General

Statement Number

Statement Print Date

Statement Collectiol

Figure 28: Statement Information Page

View and Print Statements Billing Statement Information: F8303477

Statement Information Detail Billing Records Attachments Review Correspondence

F8303477

02/21/2011

n | 03/23/2011
Due Date

— Account Information

Account

Account 165
Code

DUNS+4 /
BPN+4

030

Agency 016

Bureau 80

Agency 16012016

Location

Account | EMPLOYMENT & TRAINING Code

Name

— Statement Amounts

Billing Totals
Initial
Amount

Discount
Amount

Surcharge
Amount
Principal
Amount

Interest
Amount

Admin
Charges
Amount

Penalty
Amount

Total
Amount

$7,831.55

$0.00

$0.00

§7,831.55

$0.00

$0.00

$0.00

$7,831.55

Amount
Amount
Amount
Amount

Amount

Paid

$7,831.55
$0.00
$0.00
$0.00

$7,831.55

Amount
Amount
Amount
Amount

Amount

Applied Credit
$0.00
$0.00
$0.00
$0.00
$0.00

Amount
Amount
Amount
Amount

Amount

Bill Type

Business Line

NonlPAC

Fleet

Adjusted
$0.00
$0.00
$0.00
$0.00
$0.00

Amount
Amount
Amount
Amount

Amount

Closed
$7,831.55
$0.00
$0.00
$0.00
§7.831.55

Amount
Amount
Amount
Amount

Amount

Expand All Collapse Al

Outstanding
$0.00
$0.00
$0.00
$0.00
$0.00

The Detail Billing Records tab shows all the detail records that are associated with the billing
documents within the specific statement. The tab includes search criteria to enable the user to

search for and view detail billing records.
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Figure 29: Detail Billing Records page

VCSS / Statements / View and Print Statements / Statement Information: F8303477 165030165030003750 / Detail Billing Records

Statement Information Detail Billing Records Attachments Review Correspondence

Detail Search Criteria

Reference ID Title
Charge Period Record Type v
Articles/Services Disputed v
Description
Bill Generated Date & To &
Entry Date = To -
Detail Amount To
Account
DUNS+4 / BPN+4 Account Code

+ Additional Criteria

A A L
1-10 of 25 results l & oo

s

Detail Account Record Source R

Reference ID Entry Date Amount Code Account Name Type Title Disputed | Number IC
FLT081320110101013 08/13/2011 $288.66 165030 EMPLOYMENT & TRAINING/OFFICE OF JOB CORP Normal FLTCONVERT FLT1650302011
FLT081320110101206 08/13/2011 $851.80 165030 EMPLOYMENT & TRAINING/OFFICE OF JOB CORP Normal FLTCONVERT FLT1650302011

If the user wants to view the expansive set of information included on detail record they are able
to select a record and then select Detail.
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Figure 30: Statement Detail Record page

Statement Information Detail Billing Records Attachments Review Correspondence
Detail
Item:1 23 4567891011 12 13 14 15 16 17 18 19 20 > » Iltem 1 of 25
General
Reference ID FLT081320110107013 Record Date 08/13/2011 Record Type Normal v
Detail Amount $288.66 Source FLT1650302011 Invoice
Number Number

Title FLTCONVERT
Period of 01/01/2011 To 01/31/2011
Performance
Dispute

Disputed False v Disputed
Date

Account Information m

Account 165030 Account EMPLOYMENT & TRAININC
Code Name

DUNS+4 / Agency 016
BPN+4

Header Information
Payment Information
Overdue Status

Overdue Status Date

Remit to Office Address

Address Format us ~ Phone Number | 800-676-3690 Ext 67037

Name GSA: Payment for NON-IPAC Fax Number 816-823-5507 {
Address Line 1 Lockbox 979083 Email fake.email@cgifederal.com
Address Line 2 Contact
Address Line 3 Title

City St. Louis
State MO
Zip 63197-9000

Country

Centralized Collections Services

Centralized Collections Services Type v

F8303477 View Referencing Payments Send Correspondence View Related Dispute Requests m View Dunning Notice

NOTE: The detail page for the detail billing record tab has an item label with various hyperlinks
for items 1-20. This page is made up of a general section and a header information section.
Within the general section are some of the following fields: reference 1D, detail amount, title,
period of performance, a dispute sub section, and an account information sub section. To the
right are more fields and these are record date, source number, record type, and invoice number.
There is a more button below the invoice number field. Below the general section is a header
information section which contains a payment information sub section below. At the bottom of
the page are the following buttons: view referencing payments, send correspondence, dispute
statement, view related dispute requests, view PDF, and view dunning notice.

USDA BAAR Pegasys 7.5.1 User Guide - Updated May 2018 Page 35



CGlI Federal

Dunning

Dunning Count

Additional Criteria

Comments To Print

Fleet Information
Vehicle Class 12

Starting
Mileage

Days Used

Special ACC
Equipment

Additional Information
Region

Sales Code

Figure 31: Statement Detail Record page (continued)

4
Vehicle Tag
35,009.00 Ending
Mileage
0.00 Est. Mileage
Indicator

Accessories
Charge

05
Al

1320F

Last Dunning Date 04/10/2014

Printed Message | ——AFV SURCHARGE SALES CODE CHANGES———

-
The GSA Sales Code for Alternative Fuel Vehicle (AFV) =]
Surcharge billing transactions will change from "X1" to "X3".

The Sales Code is indicated on Customer Statements and on
Detailed Billing files retrieved from VCSS. Only the Sales Code ~
is changing. All other aspects of AFV Surcharge transactions,

Body | 1263

35,381.00 Mileage Rate $0.16

$0.00

System Location ADB

Code/FMC

Customer Supplied

Info

The Review Correspondence tab shows all the correspondence records that are associated with
the Statement. The tab includes search criteria to locate a correspondence record. When selected,
the Review Correspondence shows the details of the record in the item collection.

Figure 32: Review Correspondence Tab

Statement Information Detail Billing Records Attachments Review Correspondence

Record Number Created Date First Name
Type Of Vg From ™ Last Name
Correspondence
To
Subject
Correspondence
Account Information
Account Agency
Code Location
Code
Use the wildcard (¥) character to search if needed.
1-10 of 999 results
Statement Type Of Has
Record Number | Created Date First Name Last Name Number Account Code Correspondence = Subject Attachments
. 2 01/25/2018 Test Test A092710040 §1700 Communication Test Yes
1 01/23/2018 Stephanie Lloyd AAC00430 59761 Dispute NONRECEIPT No

USDA
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Figure 33: Correspondence Details

Contact Person

First Name Stephanie Last Name Lloyd Email Address
Title Phone | 202-555-1234 International
Number Phone

Number

GSA Contact

stephanie.lloyd@cgifederal.

Name All Roles 134 CGI Title Phone Email fake.email@usda.gov
Number Address
Account Information
Account Code 758534 Account Name Agency
Location Code
Correspondence
Record 2 Communication  Phone % Created Date | 01/15/2018
Number Source
Type Of Dispute v
Correspondence
Statement Number F0145949
Subject Goods and Services Not Received
Correspondence Dispute Status: Under Review
Dispute Explanation: Did not receive goods
5.2.1.3 Executing a Query Using View and Print Statements
To view and print Statements, follow the steps below.
1. In VCSS navigate to Statements — View and Print Statements.
The View and Print Statements page is displayed.
Figure 34: Statements page
VCSS  Statements | Statement Search
Statement Search
Statement Number Statement Date = | To
Statement Type ~
Business Line A
Account %
Account Code Agency Location Code
DUNS+4 / BPN+4
2. Enter the desired Search Criteria.
3. Select the Search button.
The results are returned in the Item Collection.
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Figure 35: Item Collection with Record

A NSNS

Iz

1-10f 1 results NANS
Statement | Statement Business | Account Account Total Applied Outstanding
Number Date Line Code Name Billed Paid Adjusted Credit Closed 0 g Chargeback Credit
AA198672 | 01/16/2017 | Rent 00008522 [C)EAS' $3937379 | $0.00 $0.00 $0.00 $0.00 $0.00 $39,373.79 $0.00
4. Select a Statement.
5. Select View as PDF.
A new window with the PDF is displayed, close the PDF.
Figure 36: Statement as PDF
44 Fascial Iftrnason Consry prama, pLaa
LT —— Fleet
omnas £y, MO $41H 031073011
GSA
Addrets Castomer Information Statement Information Statement Snmmari
ETDEE\EB.E'_ I et PO Ressial Clhaspen VEBD
PO EIOGC 16463 MALL 5TOP PO Arsinies Tue 5ER85 e b
Lo ALAMDS, 104 g1t i Dt [T Suschargs o
Iwws Chxpe b
Customer Codes Comeaet U Pemiry Chupe o
Accoumt Code R Poons Higsbar Mdele Comrgen 2
L D A= T
Fux Mumbar =
. Couansd 1]
e Apphiad Crede o
AT ]
Femdr re Address T —— T
Credin Sammary
Agplied Credi ]
Unaplsed Credt o
Tetal Coniit $0.00
Instractions Pay Brv IPAC
T SRS PIOpE DAL Pl WTIN O IR DU 0 Vo ALC 4T000018
[ a—— TAS STX4SHL
B TAUNS 4 S4155885

6. Select View.
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Figure 37: Statement Information

VCSS | Statements / View and Print Statements Billing Statement Information: AA198672

Detail Billing Records Attachments Review Correspondence
Expand All Collapse All
— General
Statement Number AA198672 Bill Type IPAC v
Statement Print Date | 01/16/2017 Business Line Rent

Statement Collection | 03/02/2017
Due Date

— Account Information

Account 00008522 Agency 000
Code
Bureau 00
DUNS+4 /
BPN+4 Agency 00008522
Location
Account | DFAS-CL Code
Name
— Statement Amounts
Billing Totals
Initial $39,373.79
Amount
Discourt 30.00 Paid Applied Credit Adjusted Closed Outstanding
Amount
Amount $0.00 Amount $0.00 Amount $0.00 Amount $0.00 | Amount $39,373.79
Surcharge $0.00
Amount Amount $0.00 Amount $0.00 Amount $0.00 Amount $0.00 | Amount $0.00
Principal $39,373.79 Amount $0.00 Amount $0.00  Amount $0.00  Amount $0.00 | Amount $0.00
Amount
Amount $0.00 Amount $0.00 Amount $0.00 Amount $0.00 | Amount $0.00
Interest $0.00
Amount Amount $0.00 Amount $0.00  Amount $0.00  Amount $0.00 | Amount $0.00
Admin $0.00
Charges
Amount
Penalty $0.00
Amount
Total $39,373.79
Amount
Amounts
Billed Amounts Credit Amounts
Principal Amount $39,373.79 Total Amount $0.00
Interest Amount $0.00 Closed Credit $0.00
Admin Charges $0.00 Amount
Amount Outstanding Credit $0.00
Penalty Amount $0.00 Amount
Total Amount $39,373.79 Note: The Credit Total Field is calculated by adding the Sum of all CREDIT line
Principal Amounts.
Total Outstanding $0.00
Amount

Note: The Billed Total Field is calculated by adding the Principal, Interest, Penalty and
Admin Charges Amounts.

7. Select the Detail Record Billings Tab.
The Detail Billing Records Tab is displayed.
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Figure 39: Detail Billing Records tab

Statement Information Detail Billing Records Attachments Review Correspondence

Articies/services visputea v
Description
Bill Generated Date & |To ]
Entry Date ™ |To ]
Detail Amount To
Account W

A —

A A

1-50f 5results lZ Ea

Source

Detail Account Record Source Record

Reference ID Entry Date Amount Code Account Name Type Title| Disputed | Number ID

MOMO2FPO00134MGKZ10 01/05/2017 $33,381.12 9719 DEFENSE CIVILIAN PERSONNEL ADVISORY Normal ATX07693
MOMO2FPO00144MGKZ10 01/05/2017 $257.47 9719 DEFENSE CIVILIAN PERSONNEL ADVISORY Normal AOHO00153
MOMO2FPO00T54MGKZ10 01/05/2017 $1,044.42 9719 DEFENSE CIVILIAN PERSONNEL ADVISORY Normal AFLO4071
MOMO2FPO00T64MGKZ10 01/05/2017 $4,394.46 9719 DEFENSE CIVILIAN PERSONNEL ADVISORY Normal ACAD0002
MOMO2FPO00T74MGKZ10 01/05/2017 $296.32 9719 DEFENSE CIVILIAN PERSONNEL ADVISORY Normal ACO05751

AA198672 View Referencing Payments Send Correspondence View Related Dispute Requests m View Dunning Notice

8. Select a detail record and select Detail.
The detail record is displayed.
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Figure 40: Detail Record page

VCSS / Statements / View and Print Statements / Statement Information: AA198672 0000852200008522000096 / Detail Billing Records: / Detail

Statement Information Detail Billing Records Attachments Review Correspondence

Detail
ltem:1 2 3 4 5 Item 10
General
Reference ID MOMO2FP000134MGKZ10 Record Date 01/05/2017 Record Type Normal v
Detail Amount $33,381.12 Source ATX07693 Invoice
Number Number
Title
X Accountin Rent Lease Number | &8812&LTX16¢
Periodof | 10/01/2016 | To | 10/31/2016 Classification
Performance Reference
Number
Dispute
Disputed False ~  Disputed
Date
Account
Account Information m
Account 9719 Account DEFENSE CIVILIAN PERSO
Code Name
DUNS+4 / Agency 097
BPN+4

Figure 41: Detail Record Fields

Header Information

Payment Information
Overdue Status

Overdue Status Date

Remit to Office Address

Address Format us v Phone Number | 800-676-3690
Name Fax Number
Address Line 1 Email fake.email@cgifederal.com
Address Line 2 Contact FW-Rent_Finance@gsa.gov
Address Line 3 Title
City
State
Zip
Country

Figure 42: Detail Record Fields (continued 1)

Dunning

Dunning Count 0 Last Dunning Date

Additional Criteria

Comments To Print Printed Message You can review charges on your GSA bill by going to our ROW
website, https://www.pbs-billing.gsa.gov/ROW/.
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Figure 43: Detail Record Fields (continued 2)

Fleet Information

Vehicle Class 12 Vehicle Tag 1320F Body 1263
Starting 35,009.00 Ending 35,381.00 Mileage Rate 50.16
Mileage Mileage
FedCode
Days Used 0.00 Est. Mileage
R Indicator
Special ACC
Equipment Accessories $0.00
Charge

Additional Information

Region 05 System Location A08

Code/FMC
Sales Code | Al
Customer Supplied

Info

Figure 44: Detail Record Fields (continued 3)

Statement Information Detail Billing Records Attachments Review Correspondence
Detail
Item: 12 3 45 Item 2 of 5
Reference ID MOMO2FP000144MGKZ10 Record Date 01/05/2017 Record Type Normal ~ L
Detail Amount $257.47 Source AOHO00153 Invoice
N Number Number
Title

Period of | 10/01/2016 To | 10/31/2016
Performance

Dispute

Disputed False v Disputed
Date

Account

Account Information
Account 9719 Account DEFENSE CIVILIAN PERSO
Code Name

DUNS+4 / Agency 097
BPN+4

AA198672 View Referencing Payments Send Correspondence View Related Dispute Requests View PDF View Dunning Notice

NOTE: Selecting the More button provides more information about the vendor.
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Figure 45: Vendor Information

— Vendor Address
Vendor Phone Number
Address 165030 Fax Number

Code

Email so-by.pholla@jobcorps.org

Code 165030
Contact PHOLLA SO-BY

Address | US v Title
Format DUNS

Name | USDL-EMP & TRNG A/C PAY DUNS#4 /
Address Line1 | CLEVELAND JOB CORPS CE BPN+4
TIN

Address Line 2 13421 COIT ROAD
Address Line 3
City | CLEVELAND

State OH
Zip | 44110
Country

Go to top of page

9. Select the Review Correspondence hyperlink.

Figure 46: Review Correspondence

Statement Information Detail Billing Records Attachments Review Correspondence

Detail
Item:1 2 3 456 7891011 12 13 14 15 16 17 18 19 20 > » Iltem 1 of 25
General
Reference ID FLT081320110101013 Record Date 08/13/2011 Record Type Normal v
Detail Amount $288.66 Source FLT1650302011 Invoice

Number Number
Title | FLTCONVERT

Period of 01/01/2011 To  01/31/2011
Performance

Dispute

Disputed| False ~ | Disputed
Date

The Review Correspondence Tab is displayed.
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Figure 47: Review Correspondence Tab with Item Collection

VCSS / Statements / View and Print Statements Billing Statement Information: F8303477 > Messages

Statement Information Detail Billing Records Attachments Review Correspondence

Record Number Created Date First Name
Type Of v From [} Last Name
Correspondence
To &
Subject
Correspondence
Account Information %
Account Agency
Code Location
Code
Use the wildcard (*) character to search if needed.
A A N NS
1-10 of 999 results Iz & XX
Statement Type Of Has
Record Number | Created Date First Name Last Name Number Account Code Correspondence | Subject Attachments
2 01/25/2018 Test Test A092710040 s1700 Communication Test Yes
e 1 01/23/2018 Stephanie Lloyd AAC00430 89761 Dispute NONRECEIPT No
Goods and

Figure 48: Review Correspondence tab (continued)

Contact Person

First Name Stephanie Last Name Lloyd Email Address stephanie.lloyd@cgifederal.
Title Phone  202-501-0934 International
Number Phone
Number

GSA Contact

Name WebMethods VSS Title Phone Email pegasys@gsa.gov
Number Address

Account Information

Account Code $S9761 Account Name Agency
Location Code

Correspondence
Record 1 Communication  Phone ~ Created Date | 01/23/2018
Number Source
Type Of Dispute v

Correspondence

Statement Number | AAC00430

Subject NONRECEIPT

Correspondence Dispute Status: New. Dispute Explanation: Did not receive goods.
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5.2.2 CSS: Statement Search by Agreement

The Statement Search by Account page allows users to search for statements by using their GSA
Agreement Number.

Statements — Statement Search by Agreement

Figure 49: Navigation to the Statement Search by Agreement

/h‘ & ACCOUNTS [ STATEMENTS (®) PAYMENTS E ELECTRONIC INVOICING i ACCOUNT E CORRESPONDENCE

ap = VCSS Filter Y

View and Print Staternents

S Statemment Search by Agreement

View Details

Dispute Statement/Details

View Dispute Requests
gories

5.2.2.1 Statement Search by Agreement Search Parameters and Results

The Statement Search by Agreement query contains the search criteria listed below.
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Figure 50: Bill Search Page

VCSS  Statements | Bill Search

Bill Search

— Agreement Search Criteria
Agreement Search Criteria

Agreement Number

IPAC

Funding Related
Document Statement

Purchase Number

Order Number

Accounting
Classification
Reference
Number

Customer Treasury Symbol

ATA AID BPOA EPOA A MAIN sue

Account Criteria

Account W
Account Code Agency
DUNS+4 / BPN+4 Bureau

Account Name Agency Location
Code

Designated Agent

Code Address Code

No results

5.2.2.2 Executing Steps to View Statement Search by Agreement

Steps to View Statement Search by Agreement:
1. In VCSS navigate to Statements — Statements Search by Agreement.
The Statement Search by Agreement page is displayed.
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Figure 51: Bill Search Page (continued)

VCSS  Statements | Bill Search

Bill Search

— Agreement Search Criteria
Agreement Search Criteria

Agreement Number

IPAC

Funding Related
Document Statement

Purchase Number

Order Number

Accounting
Classification
Reference
Number

Customer Treasury Symbol

ATA AID BPOA EPOA A MAIN

Account Criteria

Account W
Account Code
DUNS+4 / BPN+4

Account Name

Designated Agent

Code

2. Enter the desired Search Criteria.
3. Select the Search button.

The results are returned in the Item Collection.

Figure 52: Item Collection (continued)

Billing Vendor Bill
Statement  Bill Reference  Address Vendor DUNS+4 Business Generated | Collection
Number Generated  Title  Number Code Name /BPN+4  Line Date

Agency Bureau | Transfer

Adjusted
Bill
Amount

Totals

Customer

Agency Total | Collected

Location Bill Bill

Code Amount Amount
10perpage |*

4. In order to view the statement, select the View Statement button.
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5.2.3 VCSS: View Details

The View Details query enables users to search for and view Detail Billing Records. The user
will have the ability to search for DBRs across all the statements for which they have access,
using a variety of search criteria.

Statements — View Details

Figure 53: Navigation to View Details Query

’L & ACCOUNTS [E STATEMENTS (®) PAYMENTS ELECTRONIC INVOICING i ACCOUNT E CORRESPONDENCE

ap = VCSS Filter Y

View and Print Statements

S Statement Search by Agreement

View Details

Dispute Statement/Details

View Dispute Requests

gories

5.2.3.1 View Details Search Parameters and Results

The View Details query searches for details using criteria listed in the table below. The Item
Collection will include detailed information located in the Statement, including specific business
line items. The item collection fields will change based on the detail records returned. For
example, if all the detail records are for fleet only, rent specific fields will not be displayed. If the
detail records returned are for both fleet and rent, all fields will be displayed in the item
collection.

Table 10: View Details Query Search Criteria Field Descriptions for Search Criteria Group

Box

Search Element Description

Statement Number The statement number associated with the record.

Business Line The Business Line associated with the record.

Bill Type The type of transfer method for the record, IPAC and Non-
IPAC.

Record Type The type of Accounting line the record is associated with
options are Advanced, Credit, Normal.

Disputed The dispute status of the detail record.

Title ;I'he t;tle of the transaction. Can be up to 50 characters in
ength.
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Search Element Description

Reference ID The reference ID associated with the record.

Statement Date (To/From) The day the Statement was printed.

Entry Date The date the Statement was created.

Detail Amount (To/From) The total amount on the record.

Table 11: View Details Query Search Criteria Field Descriptions for Account Criteria

Search Element Description

DUNS+4/BPN+4 A unique numbering system that is used to identify a
business.

Account Code The account code on the record.

Table 12: View Details Query Search Criteria Field Descriptions for Additional Criteria

Search Element Description

Charge Period Date of the charge related to the Detail billing Record.

Avrticles/Services Description | Indicates the items or services on the transaction.

Table 13: View Details Query Search Criteria Field Descriptions for IPAC

Search Element Description

Purchase Order Number The Purchase Order Number associated with the record.

Related Statement Number Previously billed Statement Number on BD Credit line types.

Accounting Classification The accounting classification reference number used for
Reference Number interagency transfers.
Customer Treasury Symbol The Customer Treasury Symbol that represents the other

party affected by transactions.

Table 14: View Details Query Search Criteria Field Descriptions for Fleet Detail Billing

Elements
Search Element Description
Description The Description of the Detail Billing Record.
Vehicle Tag The Vehicle Tag of the Detail Billing Record.
Vehicle Class The Vehicle Class of the Detail Billing Record.
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Search Element Description

Sales Code The Sales Code of the Detail Billing Record.

Table 15: View Details Query Search Criteria Field Descriptions for Rent Detail Billing

Elements
Search Element Description
Building Name The Building Name associated with the Detail Billing Record.
OA Number The OA number associated with the record.

Table 16: View Details Query Search Criteria Field Descriptions for Item Collection

Search Element Description

Related Statement Number Identifies the related statement number that credits are
crediting.

Reference 1D The reference ID associated with the record.

Statement Number The unique number representing the statement.

Statement Date The date the statement was billed.

Account Code The account code on the record.

Account Name The name of the account associated with the record.

Business Line The Business Line associated with the record.

Record Type The type of Accounting line the record is associated with
options are Advanced, Credit, Normal.

Bill Type The type of transfer method for the record, IPAC and Non-
IPAC.

Disputed The dispute status of the record, true or false.

Payment Due Date The payment due date of the record.

Currency The type of currency of the detail record.

Amount The amount of the detail record.

Vehicle Tag The Vehicle Tag of the Detail Billing Record.

Est. Mileage Indicator The estimated mileage indicator of the detail record.

Body Type The body type associated with the detail record.
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Search Element Description

Building Address The Address of the Building associated with the detail record.
Record

OA Number The OA number associated with the record.

Table 17: View Details Query Search Criteria Field Descriptions for Action Buttons

Search Element Description

View Will take the user to the detail information page.

View Document Will open the document associated with the selected Detail
record.

View Statement Will open the statement associated with the selected Detail
record.

View as CSV Exports the search results to a CSV spreadsheet.

Sort... Sorts the records according to the column header selected.

USDA BAAR Pegasys 7.5.1 User Guide - Updated May 2018 Page 51



CGlI Federal

Figure 54: View Details Query Search Criteria

VCSS  Statements | Detail Record Search

Detail Record Search

Detail Search Criteria
Statement Number
Title
Reference ID
Statement Date 5 To
Entry Date M To
Detail Amount

Collection Due Date

Account W

DUNS+4 / BPN+4

— Additional Criteria
Charge Period
Articles/Services Description

Customer Agency Location Code

IPAC

Funding
Document

Purchase
Order Number

Accounting
Classification
Reference
Number

Customer Treasury Symbol

ATA AID BPOA

— Fleet Search Criteria
Description

Vehicle Class

— Rent Search Criteria

Building Name

# Supply/Automotive Purchases

Business Line
Bill Type
Record Type

Disputed

To

Account Code

Accounting
Trace Number

EPOA A MAIN suB

Vehicle Tag

Sales Code

Source Number
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Figure 55: Details Query Item Collection

o EA -1
1-50f5results l'— Hu
Statement Statement = Account Business | Record | Bill Payment Principa
Reference ID Number Date Code Account Name Line Type Type Disputed | Due Date Amoun
DEFENSE CIVILIAN PERSONNEL
® MOMO2FP000134MGKZ10 AA198672 01/12/2017 | 9719 ST Rent Normal | IPAC 03/02/2017
MOMOZFPOO0144MGKZ10 | AAT9B672 01122017 | 9719 :;;ng;vuv'”m PHEISURREE Rent Normal | IPAC 03/02/2017
DEFENSE CIVILIAN PERSONNEL
MOMO2FP000154MGKZ10 AA198672 01/12/2017 | 9719 Rent Normal | IPAC 03/02/2017
ADVISORY
MOMO2FP000164MGKZ10 AA198672 01/12/2017 | 9719 E\EZT;S;VCMUAN PERSONNEL Rent Normal | IPAC 03/02/2017
MOMO2FPO00174MGKZ10 AA198B672 0112/2017 | 9719 DEFENSE CIVILIAN PERSONNEL Rent Normal | IPAC 03/02/2017
ADVISORY
Totals $0.0
< | 1 | 3

5.2.3.2 Detail Record Detail page

The View Details detail page provides the information that is contained on the selected detail
record. The detail page also contains action buttons to view the statement associated with the
detail record.

Figure 56: View Details Detail page

General
Statement Information
Statement Number F8303477 Business Line Fleet

Bill Type NonlPAC % Payment Due Date 03/23/2011

Detail Information

Reference ID FLT081320110101013 Record Date 08/13/2011 Record Type Normal v
Detail Amount $288.66 Source FLT1650302011 Invoice
Number Number
Period of Performance Accountir NA
Start  01/01/2011 End |01/31/2011 Classification
Date Date Reference
Number
Accountir
Dispute Trace
Number
Disputed False ~ | Disputed
Date
Account

Account Information

Account Code 165030 Account Name EMPLOYMENT & TRAINING

DUNS+4 / BPN+4 Agency 016
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Figure 57: View Details Page (continued)

Dunning

Dunning Count 4 Last Dunning Date 04/10/2014

Additional Criteria

Printed Message | —— -AFV SURCHARGE SALES CODE CHANGES———
The GSA Sales Code for Alternative Fuel Vehicle (AFV) Surcharge
billing transactions will change from "X1" to "X3". The Sales Code
is indicated on Customer Statements and on Detailed Billing files
retrieved from VCSS. Only the Sales Code is changing. All other +
aspects of AFV Surcharge transactions, including the Description,

1| »

Fleet Information

Vehicle Class 12 Vehicle Tag 1320F Body Type 1263
Starting 35,009.00 Ending 35,381.00 Mileage Rate $0.16
Mileage Mileage
FedCode
Days Used 0.00 Est. Mileage
Indicat
Special ACC ndicator
Equipment Accessories $0.00
Charge

Additional Information
Region 05 System A08

Sales Code Al Description

Go to top of page

5.2.3.3 Executing a Query Using View Details

To use the View Details Query in VCSS, follow the steps below.

Steps to Execute a Query Using View Details Query:
1. In VCSS navigate to Statements — View Details.
The View Details page is displayed.
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Figure 58: View Details page

Astements | Detail Record Seanch

Detail Record Search

Dt Armicens T

Callection Dos Date BT

Account
DLNSed | BPNed Aceaunt Code

+ Additisnal Ceftinis

= Flesd Somch Criteris

Description Vakiche Tag

Wehiche Class Salen Code

4 Rent Seacch Criteria

+ CupplytAuteimotie Puchaiss

2. Enter the desired Search Criteria.
3. Select the Search button.
The results are returned in the Item Collection.

Figure 59: Item Collection with Result

A A s
1-1of 1results lL o
Statement Statement Account Business = Record Payment
Reference ID Number Date Code Account Name Line Type Bill Type | Disputed | Due Date
@ FLT0B1320110101013 F8303477 02/21/2011 165030 Ez‘:;OVMENT&TRNN‘NG"OFF'CEOF L Fleet Normal | NonlPAC 03/23/2011
Totals
< | 1} »

4. Select a Detail Record.
5. Select View.
The Detail Record is displayed.
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Figure 60: Details Record

VCSS / Statements / View Details / Detail

General
Statement Information
Statement Number ~ F8303477 Business Line Fleet

Bill Type | NonlPAC v Payment Due Date | 03/23/2011

Detail Information

Reference ID FLT081320110101013 Record Date 08/13/2011 Record Type Normal v
Detail Amount $288.66 Source FLT1650302011 Invoice
Number Number
Period of Performance Accountir NA
Classificatit
Start | 01/01/2011 End |01/31/2011 asstication
Date Date Reference
Number
Accountir
Dispute Trace
Number
Disputed False /| Disputed
Date
Account
Account Information
Account Code 165030 Account Name | EMPLOYMENT & TRAINING
DUNS+4 / BPN+4 Agency 016
Dunning
Dunning Count 4 Last Dunning Date  04/10/2014
Additional Criteria
Printed Message ——AFV SURCHARGE SALES CODE CHANGES———
The GSA Sales Code for Alternative Fuel Vehicle (AFV) Surcharge
billing transactions will change from "X1" to "X3". The Sales Code
is indicated on Customer Statements and on Detailed Billing files
retrieved from VCSS. Only the Sales Code is changing. All other +
aspects of AFV Surcharge transactions, including the Description,
Fleet Information
Vehicle Class 12 Vehicle Tag 1320F Body Type 1263
Starting 35,009.00 Ending 35,381.00 Mileage Rate $0.16
Mileage Mileage
FedCode
Days Used 0.00 Est. Mileage
Indicats
Special ACC neicator
Equipment Accessories $0.00
Charge
Additional Information
Region 05 System A08
Sales Code A1 Description

Go to top of page

[omiom | s | et | s | s
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5.2.4 VCSS: Dispute Statement

The Dispute Statement/Details page is where the user is able to dispute an entire statement or
specific details of a statement. The purpose of the dispute wizard is for customers who believe
they have been billed incorrectly, to bring the error to the attention of the users. The dispute
wizard will walk users step by step through the entire process of disputing.

Statements — Dispute Statement/Details

Figure 61: Dispute Statement/Details

/h‘ & ACCOUNTS [ STATEMENTS (®) PAYMENTS E ELECTRONIC INVOICING i ACCOUNT E CORRESPONDENCE

ap = VCSS Filter Y

View and Print Staternents
S Statemment Search by Agreement

View Details

Dispute Statement/Details

View Dispute Requests
gories

5.2.4.1 Executing the Dispute Process at the Statement Level

To create a Statement level dispute in VCSS, follow the steps below.

Steps to Execute the Dispute Process at the Statement Level:
1. In VCSS navigate to Statements — Dispute Statement/Details.
The Dispute Wizard page is displayed.

Figure 62: Dispute Wizard Page

Enter Statement Number to Dispute

Billing Statement ¥

Statement Number m

Account Code

2. Enter the desired Statement Number.

NOTE: The Statement Number field is a reference link so if the user does not know the
statement number they can select the link and search for the statement using the
View/Print Statement query.

3. Select Next.
The Type of Dispute page is displayed.
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Figure 63: Type of Dispute Page

STEP 1/4 SELECT DISPUTE TYPE

Please identify the type of dispute you would like to request below and then select the Next button to continue.

Statement Information
Account Name EMPLOYMENT & TRAINING

Statement Amount §7.831.55

Dispute Type

@ Dispute Entire Statement
Choose Which Detail Records to Dispute

R

4. The user confirms the Dispute Entire Statement button is selected and chooses Next.
The Supplementary Dispute Information page is displayed.
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Figure 64: Supplementary Dispute Information page

STEP 2/4 SUPPLEMENTARY DISPUTE INFORMATION

Please provide all required contact information below:

— Customer Contact Information
> First Name | John
* Last Name Smith
Phone Number | 202-501-0934
International Phone Number
3k Email Address john.smith@gsa.com

Title Purchasing Manager

— Supplementary Dispute Information

Please select a Dispute Reason from the dropdown
and include a description of your dispute in the Dispute Explanation field.
Then select Next to continue.

X Dispute Reason Services are over billed v

3 Dispute Explanation Over Billed by 10 percent.

i > | ot | i

5. The user fills out the required fields (First Name, Last Name, Email Address, Phone
Number, Dispute Reason and Dispute Explanation) and selects Next.

NOTE: If the user wishes to add an attachment to the dispute record, they will select the
Attachments button and add the attachment before selecting Next.

The General Dispute Information page is displayed.
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Figure 65: General Dispute Information page

STEP 3/4 REVIEW GENERAL DISPUTE INFORMATION

Please review your contact information and dispute reason/explanation for accuracy.
Use the Back button to navigate to the previous page should you need to make any updates.
If not, select the Next button to continue.

= Customer Contact Information
First Name John
Last Name Smith
Phone Number 202-501-0934
International Phone Number

Email Address john.smith@gsa.com

Title Purchasing Manager

— Supplementary Dispute Information
Dispute Reason Services are over billed v

Dispute Explanation Over Billed by 10 percent.

6. The user reviews the information that has been entered and confirms that it is correct and
selects Next.

The Disputed Items Review page is displayed.
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Figure 66: Disputed Items Review page

STEP 4/4 REVIEW AND SUBMIT DISPUTED ITEMS

Please review the selected disputed items for accuracy. Use the Remove Details button to remove an item from the list.
Use the Back button to navigate back through the wizard should you choose to include additional disputed items.
If not, select the Submit Dispute Request button to submit.

1-1of 1results

Reference Entry Detail Account Account Record Source Detail Billing Detail Billing Supplemental
ID Date Amount Code Name Type Title| Disputed | Number TextElement3 | TextElement5 | Address Region
$7,831.55 Bill
Totals
<4 n 3
10 per page E\ Page 1 of 1
(o s | omer

7. The user reviews the items and confirms that everything is correct and selects Submit

Dispute Request.

NOTE: If the user finds an item is incorrectly listed they are able to remove it by

selecting that item’s flag and selecting Remove Details.

The Dispute is sent to Pegasys and will appear on the Disputed Billings Query in

Pegasys.

The system provides an information message stating that the dispute request has been

submitted successfully.

1-1of 1 results

Figure 67: Submitted Message

(D 50002 Your billing dispute request has been successfully submitted and the status of your request can be viewed from the VCSS Dispute Requests Query.

5.2.4.2 Executing the Dispute Process at the Detail Level

To create a detail level dispute in VCSS, follow the steps below.

Steps to Exute the Dispute Process at the Detail Level:
1. In VCSS navigate to Statements — Dispute Statement/Details.

The Dispute Wizard page is displayed.

USDA
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Figure 68: Dispute Wizard page (continued)

VCSS | Statements | Enter Statement Number to Dispute

Enter Statement Number to Dispute

Billing Statement 3%
Statement Number m
Account Code

Go to top of page

2. Enter the desired Statement Number and select Next.

NOTE: The Statement Number field is a reference link so if the user does not know the
statement number they can select the link and search for the statement using the

View/Print Statement query.
The Type of Dispute page is displayed.
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Figure 69: Type of Dispute page (continued)

STEP 1/4 SELECT DISPUTE TYPE

Please identify the type of dispute you would like to request below and then select the Next button to continue.

Statement Information

Account Name | EMPLOYMENT & TRAINING

Statement Amount $7.831.55

Dispute Type

Dispute Entire Statement

® Choose Which Detail Records to Dispute

O

3. Select Choose Which Detail Records to dispute button and select Next.
The Choose Details to Dispute page is displayed.
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Figure 70: Choose Details to Dispute page

STEP 1-(B)/4 SELECT BILL DETAIL LINES

Use the search criteria below to identify the detail(s) you would like to dispute. Simply populate any of the below criteria and select the Search button to see a list of details matching your criteria.

Search Criteria
Reference ID
Detail Amount

Record Date

= Detail Billing Record

Fleet Search Criteria Fleet Additional Search Criteria
Vehicle Class Sales Code
Vehicle Tag Description
Est. Mileage FMC
Indicator
Body Type

Use the Mark for Dispute button to select details to be included in your dispute.

If needed, use the Clear Result button to perform another search for

additional details to be disputed. Once all desired details have been marked for dispute,
select the Next button to continue

No results
Detail Source Account Account Source
Reference ID = Entry Date Amount Record ID Code Name Record Type | Title Disputed Number Region
Totals

Mark for Dispute Clear Result 10 per page E\ Page |1 of 1
(o Lo | oo |

4. The user searches for and selects the detail records to be included in the dispute request.

a. Once the detail records have been selected in the item collection, select the Mark
for Dispute button.

The system displays an information message stating that the selected detail billing
records have been included in the dispute request.
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Figure 71: Detail Billing Records have been included in Dispute Request message

1-1of 1results

® 50003 The selected detail billing records have been included in the current dispute request.

STEP 1-(B)/4 SELECT BILL DETAIL LINES

Use the search criteria below to identify the detail(s) you would like to dispute. Simply populate any of the below criteria and select the Search button to see a list of details matching your criteria.

Search Criteria

— Detail Billing Record

Fleet Search Criteria

Reference ID

Detail Amount

Record Date

Fleet Additional Search Criteria

Vehicle Class Sales Code
Vehicle Tag Description
Est. Mileage FMC
Indicator
Body Type
=1
Use the Mark for Dispute button to select details to be included in your dispute.
If needed, use the Clear Result button to perform another search for
additional details to be disputed. Once all desired details have been marked for dispute,
select the Next button to continue.
A oA NA
1-10 of 25 results z L sxooN
Detail Source Account Record Sourn
Reference ID Entry Date Amount Record ID Code Account Name Type Title Disputed ~ Num
®  FLT081320110101013 08/13/2011 $288.66 165030 EMPLOYMENT & TRAINING/OFFICE OF JOB CORP Normal FLTCONVERT False FLT16
/] FLT081320110101206 08/13/2011 $851.80 165030 EMPLOYMENT & TRAINING/OFFICE OF JOB CORP Normal FLTCONVERT False FLT16
®  FLT081320110101637 08/13/2011 $400.58 165030 EMPLOYMENT & TRAINING/OFFICE OF JOB CORP Normal FLTCONVERT False FIT16
FLT081320110103674 08/13/2011 $256.37 165030 EMPLOYMENT & TRAINING/OFFICE OF JOB CORP Normal FLTCONVERT False FLT16
FLT081320110103629 08/13/2011 $548.32 165030 EMPLOYMENT & TRAINING/OFFICE OF JOB CORP Normal FLTCONVERT False FLT16
FLT081320110104130 08/13/2011 $322.49 165030 EMPLOYMENT & TRAINING/OFFICE OF JOB CORP Normal FLTCONVERT False FLT16
FLT081320110104782 08/13/2011 $1,760.00 165030 EMPLOYMENT & TRAINING/OFFICE OF JOB CORP Normal FLTCONVERT False FLT16
FLT081320110105165 08/13/2011 $621.72 165030 EMPLOYMENT & TRAINING/OFFICE OF JOB CORP Normal FLTCONVERT False FLT16
FLT081320110105263 08/13/2011 $384.20 165030 EMPLOYMENT & TRAINING/OFFICE OF JOB CORP Normal FLTCONVERT False FLT16
FLT081320110105635 08/13/2011 $367.60 165030 EMPLOYMENT & TRAINING/OFFICE OF JOB CORP Normal FLTCONVERT False FLT16
Totals $7,831.55
< | 1 »
m 10 per page E| Page 1 of3 > B

4

(o o> Lo

5. Once all detail billing records have been selected to include in the dispute request, select

Next.

The Supplementary Dispute Information page is displayed.
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Figure 72: Supplementary Dispute Information page (continued)

STEP 2/4 SUPPLEMENTARY DISPUTE INFORMATION

Please provide all required contact information below:

— Customer Contact Information
X First Name John
> Last Name Smith
Phone Number 202-501-0934
International Phone Number
>k Email Address | john.smith@gsa.com

Title

— Supplementary Dispute Information

Flease select a Dispute Reason from the dropdown
and include a description of your dispute in the Dispute Explanation field.
Then select Next to continue.

> Dispute Reason v

> Dispute Explanation

vt L > | et | e

6. The user fills out the required fields (First Name, Last Name, Email Address, Phone
Number, Dispute Reason and Dispute Explanation) and selects Next.

NOTE: If the user wishes to add an attachment to the dispute record they will select the
Attachments button and add the attachment before selecting Next.

The General Dispute Information page is displayed.
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Figure 73: General Dispute Information page (continued)

STEP 3/4 REVIEW GENERAL DISPUTE INFORMATION

Please review your contact information and dispute reason/explanation for accuracy.
Use the Back button to navigate to the previous page should you need to make any updates.
If not, select the Next button to continue.

— Customer Contact Information
First Name John
Last Name Smith
Phone Number 202-501-0934
International Phone Number
Email Address john.smith@gsa.com

Title Purchasing Manager

— Supplementary Dispute Information
Dispute Reason Services are over billed v

Dispute Explanation Issues with billing dates.

o > | et | s

7. The user reviews the information that has been entered, confirms that it is correct and
selects Next.

The Disputed Items Review page is displayed.
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Figure 74: Disputed Items Review page (continued)

STEP 4/4 REVIEW AND SUBMIT DISPUTED ITEMS

Please review the selected disputed items for accuracy. Use the Remove Details button to remove an item from the list.
Use the Back button to navigate back through the wizard should you choose to include additional disputed items.
If not, select the Submit Dispute Request button to submit.

1 -3 of 3results

Detail Detail
Billing Billing
Text Text
Entry Detail Account Record Source Element | Element
Reference ID Date Amount Code Account Name Type Title| Disputed Number | 3 5
¥  FLT081320110101013 $288.66 165030 EMPLOYMENT & TRAINING/OFFICE OF JOB CORP Detail Record
¥  FLT081320110101206 $851.80 165030 EMPLOYMENT & TRAINING/OFFICE OF JOB CORP Detail Record
FLT081320110101637 $400.58 165030 EMPLOYMENT & TRAINING/OFFICE OF JOB CORP Detail Record
Totals
< 1 »
Remove Details 10 per page E\ Page 1 of1
(<ot | sorn | o |

8. The user reviews the items, confirms that everything is correct and selects Submit
Dispute Request.

NOTE: If the user finds an item is incorrectly listed they are able to remove it by
selecting that item’s flag and selecting Remove.

The Dispute is sent to Pegasys and will appear on the Disputed Billings Query in
Pegasys.

The system provides an information message stating that the dispute request has been
submitted successfully.

Figure 75: Dispute Request has been submitted successfully message

50002 Your billing dispute request has been successfully submitted and the status of your request can be viewed from the VCSS Dispute Requests Query

5.2.5 VCSS: View Dispute Requests

The Dispute Requests page provides users the ability to search for disputed requests associated
with their customer accounts. User will have the ability to view a listing of dispute requests
associated with their account, view status, resolution, and detail items associated with each
request. Users will also be able to send correspondence regarding the statement associated with
the request and review existing correspondence regarding the statement associated with the
request.

Statements — View Dispute Requests
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Figure 76: Navigation to View Dispute Requests Page

ﬁ & ACCOUNTS [E STATEMENTS (®) PAYMENTS E] ELECTRONIC INVOICING i ACCOUNT E= CORRESPONDENCE

ap = VCSS Filter Y
View and Print Statements

S Statement Search by Agreement
View Details

Dispute Statement/Details

| View Dispute Requests |

gories

5.2.5.1 Search Parameters and Results

The View Dispute Requests query contains the search criteria listed below. The search criteria
include Statement Number, Vendor Criteria, and Dispute Information.

Figure 77: Dispute Requests Search

VCSS & Statements ' Dispute Requests Search

Dispute Requests Search

General Criteria

Statement Number 1 7

Vendor W
Address Code

DUNS+4 / BPN+4
Account Name
Agency

Bureau

Dispute Criteria
Dispute Submitted Date ™ To )
Dispute Status v

Dispute Reason AV

Please note that dispute requests may be tracked at a lower level from when initially submitted.
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5.2.5.2 Executing Steps to View Dispute Requests

Steps to View Dispute Requests:
1. In VCSS navigate to Statements — View Dispute Requests.
Dispute Requests search page displays.

Figure 78: Dispute Requests Search page

VCSS = Statements = Dispute Requests Search

Dispute Requests Search

General Criteria

Statement Number

Vendor W
Address Code

DUNS+4 / BPN+4
Account Name
Agency

Bureau

Dispute Criteria
Dispute Submitted Date ™ | To -
Dispute Status v

Dispute Reason

Please note that dispute requests may be tracked at a lower level from when initially submitted.

2. Enter the Search criteria.
3. Select the Search Button.
The results are displayed in the item collection.
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Figure 79: Item Collection with Results

Summary 12 P
1-10 of 12 results z % IN
Vendor Address Statement Original Dispute Dispute Dispute Last Action Disput
Code Number Amount Date Submitted | Status Reason Date Dispute Explanation | Resolt
08/14/2011 Fleet
e + | 148171 F7996995 $193.72 16:49-10 Resolved BT 02/16/2016 Conversion of Dispute
08/14/2011 Fleet Conversion of
148121 FB198624 8,689.13 Resolved 02/16/2016
+ 58 17:02:41 esolve Conversion 116/ disputes
+ 758268 F7964736 $6,780.50 08/147201 Resolved Fleet 02/16/2016 Conversion of
co 16:47:53 Ve Conversion Disputes
+ 75744P FB341947 $1,009.60 08/14/2011 Resolved Fleet 02/16/2016 Conversion of
.| Ve
: 17:14:02 Conversion disputes
<+ | B9A024 FB0B9212 (81,060.17) UB/14/2011 Resolved Fleet . 02/17/2016 Conversion of dispute Resolve
16:53:25 Conversion
08/14/2011 Fleet CONVERSION OF
+ 758268 F7939868 $6,335.98 15:57-20 Resolved Conversion 02/23/2016 DISPUTE RECORD
+ 758268 FB061418 $986.33 3:‘/;14/;2201 ! Resolved ':F:I\:E::ersiun 02/23/2016 Conversion of Dispute
08/14/2011 Fleet Conversion of
+ | 148121 F8094964 $467.47 16:55:42 Resolved Conversion 02/23/2016 disputes
+ 148121 F8225157 $3,590.19 33,/;;,;27011 Resolved (FZI;:\:ersion 02/23/2016 Conversion of dispute
08/14/2011 Fleet Conversion of
+ | 75744P FB8292698 $1,201.80 17-10'57 Resolved Conversion 02/23/2016 disputes

< T ] L

Go to top of page

4. If the dispute was logged for specific records, the page provides the ability to view the
Detail Billing Record Identifier and the Disputed Amount. To view this information
select the + icon to drill down the record.

Figure 80: Item Collection results

Summary 12 7 30 3¢
1-10 of 12 results z % IN
Vendor Address Statement Original Dispute Dispute Dispute Last Action Disput
Code Number Amount Date Submitted | Status Reason Date Dispute Explanation | Resolt
08/14/2011 Fleet
D) 148121 F7996995 $193.72 16:49:10 Resolved B 02/16/2016 Conversion of Dispute
Dispute Lines 18 3 3¢
1-2of 2 results z AT
Detail Billing Record Identifier Historical Dispute Amount
$188.72
L} $5.00
10 per page |'| Page 1 of 1

5. Select the Statement Number and select the Send New Message button to bring you to the
Send Correspondence Page.

On the Send Correspondence Page, you can send correspondence to Pegasys.
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Figure 81: Send New Message button

Summary TR
1-10 of 12 results z £u N
Vendor Address Statement Original Dispute Dispute Dispute Last Action Disput
Code Number Amount Date Submitted | Status Reason Date Dispute Explanation | Resolt
08/14/2011 Fleet
e + 148121 F7996995 $193.72 16:4910 Resolved BT 02/16/2016 Conversion of Dispute
08/14/2011 Fleet Conversion of
+| 148121 F8198624 $8,689.13 17:02:41 Resolved Conversion 02/16/2016 disputes
4| 758268 F7964736 $6,780.50 0871472011 Resolved Fleet 02/16/2016 Conversion of
. lesolve
’ 16:47:53 v Conversion Disputes
+| 75744P F8341947 $1,099.60 08/1472011 Resolved Flect 02/16/2016 Conversion of
T 17:14:02 v Conversion disputes
08/14/2011 Fleet
4+ | 89A024 F8089212 ($1,060.17) 14 Resolved = . 02/17/2016 Conversion of dispute Resolve
16:53:25 Conversion
08/14/2011 Fleet CONVERSION OF
+ | 758268 F7939868 $6,335.98 15:57-20 Resolved Conversion 02/23/2016 DISPUTE RECORD
08/14/2011 Fleet .
+ | 758268 F8061418 $986.33 16:51:32 Resolved Conversion 02/23/2016 Conversion of Dispute
08/14/2011 Fleet Conversion of
+ 148121 F8094964 $467.47 16:55:42 Resolved Conversion 02/23/2016 disputes
08/14/2011 Fleet
+| 148121 F8225157 $3,590.19 17:08:47 Resolved Conversion 02/23/2016 Conversion of dispute
08/14/2011 Fleet Conversion of
+| 75744P F8292698 $1,201.80 17-10:57 Resolved Conversion 02/23/2016 disputes

| »

<
m View Statement Send New Message Review Messages 10 per page E| Page 1 |of2 >

&

Figure 82: Send Correspondence Fields and Values

VCSS | Statements © View Dispute Requests | Send Correspondence

Send Correspondence  Attachments

Submit Correspondence m

Contact Person

X FirstName  John * LastName  Smith Phone Number | 202-501-0934
Title Email Address | onkar singh@gsa.gov International Phone
Number

Account Information

AccountCode | 148121 Account Name | NORTHERN CHEYENNE TRI DUNS+4 / BPN+4
Correspondence
%k Type Of Correspondence Communication v
% Subject
K Text

6. Inorder to view correspondence, select the Statement Number and then the Review
Messages button to bring up the Review Correspondence Page.
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Summary
1-60f 6results

Figure 83: Review Messages button

Original Dispute
Vendor Address Code  Statement Number Amount  Date Submitted Dispute Status Dispute Reason Last Action Date Dispute Explanation Dispute Resolution
o + 14821 $500 | 08/14/201117:07:36 02/23/2016 Conversion of dispute
+| 1 $889.89 3/2016 Conversion of disputes
+ us21 $3,590.1 02/23/2016 Conversion of dispute
+| 1812 3/2016 Conversion of disputes
+ sz 02/16/2016 Conversion of disputes
+ us21 $19372 | 08/14/2011 16:49:1C Resolved Fleet Conversion 02/16/2016 Conversion of Dispute
VCSS | Statements | View Dispute Requests | Bill Information: FDN-FDNF8225157-001 / Review Correspondence
1-10f 1 results
(O  Action was successul
Bill Information  Lines  Detalls  Review Correspondence  Attachments  Referencing Payments
Record Number Contact Person
Creator First Name
Type Of Correspondence v Last Name
Subject Middle Initial
Carrespondence
Created Date
From =1
1-10f 1 results e
Type Of
Record Correspondence Created Date Creator First Name Middle Initial Last Name Subject Corres| Has Attachments
Pending Assignment Communication 02M12/2018 curtiscresson Mike Smith Dispute Admin Fee Dispute  No

Contact Person

m Send New Message | DisputeBill | View Related Dispute Requests | View PrintedBill | View Amounts in Fund Currency

10perpage [*]

Page|1 |of 1

7. To view the Dispute Details Screen, select the Statement Number and then select the
More button. The Dispute Explanation and Dispute Resolution fields have selectable
values that when selected, also opens the Dispute Details Screen.

The Dispute Details Screen displays details relating to the dispute.

Figure 85: Dispute Details Screen

Summary
1-6.0f 6 results l
Original Dispute
Vendor Address Code  Statement Number Amount | Date Submitted Dispute Status Dispute Reason Last Action Date Dispute Explanation Dispute Resolution
o + 148121 F8225157 §5.00 | 0B/14/201117:07:36 Resolved Fleet Conversion 02/23/2016 Conversion of dispute

+| 1 FB8094964 $889.89 08/14/2011 16:58:26 Resaolved Fleet Conversion Conversion of disputes.

+ sz FB225157 $3500.19 | 08/14/2011 17:08:47 Resalved Fleet Conversion Conversion of dispute

+ szl F8094964 $467.47 | 08/14/2011 16:55:42 Resolved Fleet Conversion Conversion of disputes

+ 18171 FB198624 $8,689.13 08/14/2011 17:02:41 Resolved Fleet Conversion Conversion of disputes

+| 48121 F7996995 $19372 | 0B/14/2011 16:49:10 Resolved Fleet Conversion

[ e [ view ocumee | viewswamart | o ew esage | e ossges

USDA

BAAR Pegasys 7.5.1 User Guide - Updated May 2018

Conversion of Dispute

10 per page [=|

Page 1 of1

Page 73



CGlI Federal

Figure 86: Dispute Details

DISPUTE DETAILS

ftem ¢ previous  Next>
Details
Account NORTHERN CHEYENNE  Document | FDNF8225157-001 Original Dispute $5.00
Name Number Amount
Account 148121 Statement  F8225157
Code Number |148121148121003547
Designated Biling | FDNBILFDNF8225157-0
Agent
Reference
Address Number
Code
Currency usbD
Historical $5.00
Dispute
Amount
Date | 08/14/2011 17:07:36
Submitted
Last | 02/23/2016
Action
Date
Dispute R
Status
Dispute Fleet Conversion LV
Reason
Dispute Conversion of dispute Dispute
Explanation Resolution

5.3 VCSS: Payments Menu

The Payments section in VCSS is where users are able to see payments and refunds that have
been made to their accounts. Users will be able to view detailed information on each
payment/refund by drilling down on the respective queries. Once the user has drilled down they
will be able to create correspondence on each payment/refund. The Payments section includes
the following options:

e View Customer Payments.

e View Refunds.

5.3.1 VCSS: View Customer Payments

The View Customer Payments query allows users to search for and review payments made
against their statements. The query contains the ability to drill down to the View Customer
Payment Information screen where detailed information, not available in the item collection, can
be seen as well as the option to send correspondence on the payment.
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It is important to note that the term “customer payment” refers to a payment made by a customer
to GSA. This transaction is recorded in Pegasys using a Cash Receipt (CR) document type to
reflect the collection from the customer.

Payments — View Customer Payments

Figure 87: Navigation to View Customer Payments Query

& ACCOUNTS [£] STATEMENTS (® PAYMENTS El ELECTRONIC INVOICING & ACCOUNT E CORRESPONDENCE

iS Filter Y

[ View Customer Payments |

View Refunds

To search for customer payment information enter the applicable search criteria and select the
Search button.

5.3.1.1 View Customer Payments Search Parameters and Results

The View Customer Payments query contains the search criteria, item collection and action
buttons that are listed below in the field definitions.
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Figure 88: View Customer Payments Search Criteria and Item Collection

WEES  Payments | Customer Payment Seanch

Customer Payment Search
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Figure 89: Item Collection with Results (continued)

Referenced | Related ey | Cotnis
Statement Statement Accoun it Business Paid Line Source Tender Check/Money Tracking Services
Payment Number Number Number Title Code Account Name DUNS+4/BPN+4 Line Amount Type Number Type Order Number 1D Type IPAC
Totals $59,395,571.1
| 10 per page |~ Page1 of100 > >>'
Table 18: View Customer Payments Field Descriptions
Search Element Description
Search Criteria Group Box Search Criteria Group Box
Payment Number A unique value associated with the payment.
Title The title of the transaction. Can be up to 50 characters in
length.
Debit Voucher Number Number of the debit voucher associated with the receipt.
Deposit Number The number of the deposit ticket associated with the receipt.
Invoice Number Used to search the transaction record’s Invoice value.
Receipt Date (from/to) The date the payment was received from the customer and

recorded in Pegasys.

Collected Amount (from/to) The amount collected on the payment.

Line Type The line type of the associated payment, valid values are
advanced payment, advanced offset, debit voucher normal,
debit voucher advanced, normal, receivable offset, and
adjustment.

Referenced Statement Number | The statement number referenced on the payment.
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Search Element

Description

Business Line

The Business Line associated with the payment.

Alternate Agreement Number

The OA number associated with the payment.

Agreement Number

The agreement number associated with the payment.

Paid Amount (To/From)

The amount the payment was for.

Table 19: View Customer Payments Field Descriptions for Account Criteria

Search Elements

Descriptions

Account Code

The account code on the payment.

DUNS+4/BPN+4

The DUNS+4/BPN+4 on the payment.

Table 20: View Customer Payments Field Descriptions for Payment Information

Search Elements

Descriptions

Payment Information

The type of payment, valid values are: Cash, Check, CR
Offset, CR Refund, Electronic, IPAC, Lockbox, and
Pay.gov.

Check/Money Order Number

The pre-printed number of the check or money order.

Table 21: View Customer Payments Field Descriptions for IPAC

Search Element

Description

Purchase Order Number

The Purchase Order Number associated with the record.

Related Statement Number

The related statement number recorded on the BD
accounting line.

Accounting Classification
Reference Number

The accounting classification reference number used for
interagency transfers.

Customer Treasury Symbol

The Customer Treasury Symbol that represents the other
party affected by transactions.

Table 22: View Customer Payments Field Descriptions for Item Collection

Search Element

Description

Payment Number

A unique value associated with the payment.

Title The title of the transaction. Can be up to 50 characters in
length.
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Search Element

Description

Account Code

The designated agent account code on the payment.

Account Name

The designated agent account name on the payment.

DUNS+4/BPN+4

The DUNS+4/BPN+4 on the payment.

Business Line

The Business Line associated with the payment.

Paid Amount

The amount collected on the receipt.

Referenced Statement Number

The statement number referenced on the payment.

Line Type

The line type of the associated payment, valid values are
advanced payment, advanced offset, debit voucher normal,
debit voucher advanced, normal, receivable offset, and
adjustment.

Alternate Agreement Number

The OA number associated with the record.

Tender Type

An alphanumeric code that identifies the purchase method.

Check/Money Order Number

The pre-printed number of the check or money order.

Customer Treasury Symbol

The Customer Treasury Symbol that represents the other
party affected by transactions.

Accounting Classification
Reference Number

The accounting classification reference number used for
interagency transfers.

Related Statement Number

The related statement number recorded on the BD
accounting line.

Agreement Number

The agreement number associated with the payment.

IPAC

Whether the payment was IPAC or not, valid values are True
or False.

Purchase Order Number

The Purchase Order Number associated with the record.

Table 23: View Customer Payments Field Descriptions for Action Buttons

Search Element

Description

View

Will take the user to the payment information page for the
selected payment.

Account Summary

Will take the user to the Account Summary page.

View Statement

Will take the user to the Statement Information page for the
statement associated with the selected payment.

View as CSV

Exports the search results to a CSV spreadsheet.

USDA
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Search Element

Description

Sort. ..

Sorts the records according to the column header selected.

Table 24: View Customer Payments Field Descriptions for Search Criteria Group Box

Search Element

Description

Payment Number

A unique value associated with the payment.

Title

The title of the transaction. Can be up to 50 characters in
length.

Debit Voucher Number

Number of the debit voucher associated with the receipt.

Deposit Number

The number of the deposit ticket associated with the receipt.

Invoice Number

Used to search the transaction record’s Invoice value.

Receipt Date (from/to)

The date the payment was received from the customer and
recorded in Pegasys.

Collected Amount (from/to)

The amount collected on the payment.

Line Type

The line type of the associated payment, valid values are
advanced payment, advanced offset, debit voucher normal,
debit voucher advanced, normal, receivable offset, and
adjustment.

Referenced Statement Number

The statement number referenced on the payment.

5.3.1.2 View Customer Payment Information page

To see detailed information concerning the payment not present in the item collection, the user

must view the payment.
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Figure 90: Payment Information page with Values

VCSS - Payments | View Customer Payments | Payment Information

Payment Information | Review Correspondence

Document Number | CA7-CA7201108140432-1 Line Type  Normal v Source Number | AVADOB07
Title | RNTCONVERT Deposit Number  RNTCONVERT Business Line | Rent
Debit Voucher ReceiptDate  04/07/2009 Exchange Rate 1.000000000000
Number

Statement Number A090870102 View Statement
Office

Account

Account Code 89799

Agency 097
DUNS+4 / BPN+4 Bureau 98
AccountMame  Washington Headquarters & Agency Location Code
Designated Agent
Code

Address Code
Treasury Symbol To/From v
ATA AID BPOA  EPFOA A MAIN  suB

v

Figure 91: Tender Type Section

Tender Type | CHECK

Check/Money Order Number

Centralized Collections Services
Centralized Collections Services Type v
Agency ID/Merchant ID
Agency Tracking ID

Centralized Collections Services Status v

Pay.gov Information
Application Name
TCS Application ID

Tracking ID

Check/Money Order Number

IPAC | False v Funding ~ Internal Dbligation

Authorization Source Document Number
Customer Voucher
Number Purchase Order FY Obligation ID v
Number
Transfer Schedule Transaction Contact
Number Accounting
Transfer Vouch Classification Contact Phone
ransfer Voucher Referance Number Number
Number i
) Related Statement Contact Email
Transfer Authorized
Number
By
Principal Amount 595.48 Referenced
Interest Amount $0.00 Chargeback Amount $0.00
Admin Charges Amount $0.00 Refunded Amount $0.00
Penalty Amount. $0.00 Deposit Amount $0.00
Total Amount 595.48

Go totop of page

m Send New Correspondence View Amounts in Fund Currency

Once the view customer payment information page has loaded, the user is able to navigate to the
correspondence tab where they can search for all of the correspondence on the payment. The
action button Send New Correspondence is also provided. When selected, Send New
Correspondence will allow the user to send a new correspondence to Pegasys about the payment.
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Figure 92: View Payment Correspondence Tab

VCSS / Payments / View Customer Payments / Payment Information: FDN-FDNF8225157-001 / Review Correspondence
Payment Information  Review Correspondence

Record Number Contact Person

Creator First Name
Type Of Correspondence v Last Name
Subject Middle Initial

Correspondence

Created Date
From To
o ||
No result
Type Of
Record Correspondence Created Date Creator First Name Middle Initial Last Name Subject Corres| Has Attachments
10 per page [* Page1 |[of1

5.3.1.3 Executing a Query Using the View Customer Payments Query

1. In VCSS navigate to Payments — View Customer Payments.

The View Customer Payments Query page will be displayed.

Figure 93: Customer Payment Search Criteria

Customer Payment Search

Payment Line Type v
Number
Referenced
Title Statement
Debit Voucher Number
Number Business Line
Deposit Source Number
Number
Collected
Document Date  02/01/2011 £ To (] Amount
To
Invoice
Number Agreement
. Number
Note: The OA Number is the Alternate Agreement Number.
Account W
DUNS+4 / BPN+4 Account Code $1017
Designated Agent
Code Address Code
Treasury Symbol
ATA AID BPOA EPOA A MAIN SuB
v

+ Additional Criteria

2. Enter the desired search criteria and select Search.

The results are returned in the item collection.
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Figure 94: Item Collection with Selected Record

IRE- U'S ARMY,
005816 0 004150068 21491 $16878.16 orma 912842 AC
IR6201802080006-1 EI0DSB16 6 100415006 149€B COMMANDER 16,878.16 Normal 1091284: IPAC
US ARMY RESEARCH Regional
IR&- INSTITUTE FOR Assisted
0D! B 6WWO004B2CIHE AAIDD4150068 ( 49 223.03 Noi MIPR109 2
\RE201802080007-1 EIODSB18 WO04B2CI IAAIDD4150068 0210. BEHAVIORAL & . S Normal MIPR10919185 IPAC
SOCIAL SCIENCES
PC6-
US ARMY CORP OF
PC6201802080012- EMO00616 021020 . - $100.00 Normal WS5K9B361532394 PAYGOV
1 ENGINEERS
CR6:
C. EXECUTIVE OFFICE SUMMARY
1 - 0025888 Supply $178.50) cz CRREF!I )
EREZD 802080006- ED025888 113179 OF THE PRESIDENT upply s1 0) BILLING RREFUND
CRé:
C. EXECUTIVE OFFICE SUMMARY
1803 . Supply $178.5 cA A CRREFUND
gnazu 802080006 — THE PRESIDENT Supply 8.50 e EFUND
COMMISSION ON
IRG- . N NATIONAL AND - a
5011138 953004 - 508.00 I 95300A2017 AC
. |R6201802080014-1 GJ111381 00A OMMUNITY Fleet $608.00 Normal FLT95300A201 IPAC
SERVICE
Totals $630,495.!
»
m Account Summary | View Statement 10 perpage ¥ Page 1 [of9 > »

3. Select a payment.
4. Select the View button.
The View Payment Information page is displayed.

NOTE: The view customer payment information page is read only and is unable to be

edited.

Figure 95: Payment Information page

Payment Information Review Correspondence

Document
Number

Title

Debit Voucher
Number

Statement
Number

GJ111381

Agency Disbursing
Office

68127

Account
Account Code
DUNS+4 / BPN+4

Account Name

Designated Agent

IR6-IR6201802080014-1

Deposit Number

View Statement

95300A

COMMISSION ON NATION

Code | 95550001

Address Code | 95550001

Line Type

Receipt Date

Normal

GJ111381

02/08/2018

v Source Number
Business Line

Exchange Rate

Agency 485
Bureau | 00

Agency Location Code 95550001

FLT95300A2017

Fleet

1.000000000000

m Send New Correspondence View Amounts in Fund Currency

Figure 96: Payment Amounts with Values

Principal Amount
Interest Amount

Admin Charges Amount
Penalty Amount

Total Amount

USDA

$608.00
$0.00
$0.00
$0.00

$608.00

Referenced
Chargeback Amount
Refunded Amount

Deposit Amount
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Figure 97: Tender Type

Tender Type | IPAC

Check/Money Order Number

Centralized Collections Services
Centralized Collections Services Type v
Agency ID/Merchant ID
Agency Tracking ID

Centralized Collections Services Status vy

Pay.gov Information
Application Name
TCS Application ID

Tracking ID

5.3.1.4 Searching and Creating Correspondence Using the View Customer Payments
Query

1. In VCSS navigate to Payments — View Customer Payments.
The View Customer Payments Query page will be displayed.
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Figure 98: View Customer Payments Query page

‘Customer Payment Search |

Payment Line Type v
Number
Referenced
Title Statement
Debit Voucher Number
Number Business Line v
Deposit Source Number
Number
Collected
Document Date | 02/01/2011 & |To Amount
To
Invoice
Number Agreement
Number
Note: The OA Number is the Alternate Agreement Number.
Account W
DUNS+4 / BPN+4 Account Code §$1017
Designated Agent
Code Address Code
Treasury Symbol
ATA AID BPOA EPOA A MAIN SuB
A4

+ Additional Criteria

2. Enter the desired search criteria and select Search.
The results are returned in the item collection.

Figure 99: Customer Payments Query Item Collection

16
1R6201802080007-1

PCE
PC6201802080012- | EMODODG16 021020
1

CRé-
CR6201802080006:

CRé-
CR6201802080006-

16
IR6201802080014-1

Totals $630,595.!

Account Summary 10 perpage ¥ Page |1 ofg > P

3. Select a payment.
4. Select the View button.
The View Payment Information page is displayed.

NOTE: The view customer payment information page is read only and thus is unable to
be edited.
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Figure 100: View Payment Information page

Payment Information Review Correspondence

Document | IR6-IR6201802080014-1

Number
Title

Debit Voucher
Number

Statement GJ111381
Number

Agency Disbursing GS127
Office

Account
Account Code
DUNS+4 / BPN+4

Account Name

Designated Agent

Line Type | Normal % Source Number | FLT95300A2017
Deposit Number GJ111381 Business Line Fleet
Receipt Date 02/08/2018 Exchange Rate 1.000000000000

95300A

COMMISSION ON NATION.

Code

Address Code

Agency | 485
Bureau | 00

Agency Location Code | 95550001

95550001

95550001

m Send New Correspondence View Amounts in Fund Currency

Principal Amount
Interest Amount

Admin Charges Amount
Penalty Amount

Total Amount

$608.00
$0.00
$0.00
$0.00

$608.00

F

Figure 101: Payment Amounts

Referenced
Chargeback Amount
Refunded Amount

Deposit Amount

igure 102: Tender Type information

Check/Money Order Number

Tender Type | IPAC

Centralized Collections Services

Centralized Collections Services Type v

Centralized

Pay.gov Information

Agency ID/Merchant ID
Agency Tracking ID

Collections Services Status vy

Application Name
TCS Application 1D

Tracking ID

5. Select the Correspondence tab.

USDA
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The correspondence search is displayed.

Figure 103: Review Correspondence Search Criteria and Item Collection

Payment Information Review Correspondence

Record Number Contact Person

Creator

First Name
Type Of Correspondence v Last Name
Subject Middle Initial
Correspondence
Created Date
From 8 Te B
Search Clear
Mo results Iz & X
Type OF
Record Correspondence Created Date Creator First Name Middle Initial Last Name Subject Corres|| Has Attachments
10 perpage ¥ Page 1 of 1
m Send New Correspondence View Amounts in Fund Currency
Type Of
Record Correspondence Created Date Creator First Name Middle Initial Last Name Subject Corres) Has Attachments
Sample —
e 1 Communication 02/12/2018 curtiscresson Kevin Hillman Correspondence e
Corespo
Subject
Attachments 10 per page ¥ Page 1 of1
Contact Person
First Name Kevin Middle Initial Last Name Hillman
Title Phone Number 202-501-0934 International
Phone Number
Email Address kevin hillman@cgifederal.c
Agency Contact
Name Title Phone Agency
Number Email
Address
Correspondence
Record Number 1 Creator curtiscresson Created Date 2N 018
Type Of Communication v Communication vss v

Correspondence

Enter the desired search criteria.

Source

Select a correspondence record from the item collection and view its details below.

8. Select the Send New Correspondence button.
The Send Correspondence page is displayed.

USDA
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Figure 105: Send Correspondence Tab with Button

Send Correspondence Attachments

Submit Correspondence Cancel

Contact Person
K First Name K Last Name Email Address

Title Phone Number | 202-501-0934 International
Phone Number

Correspondence

> Type Of Correspondence Communication v
Parent Accounting Line Number 1

Parent ltemized Line Number

3K Subject

K Correspondence

9. Fill out all the non-defaulted fields and select Submit Correspondence.

NOTE: If the user wishes to add an attachment to the correspondence record they will
select the Attachments tab and add the attachment before selecting Submit.

5.3.2 VCSS: View Refunds

The View Refunds query allows users to search for and review refunds from account for which
they have access. The query contains the ability to drill down to the View Refund Information
screen where detailed information, not available in the item collection, can be seen as well as the
option to send correspondence on the specific refund.

It is important to note that the term “refund” refers to a payment made by GSA to a customer.
This transaction is recorded in Pegasys using a Payment Authorization (IP) document type to
reflect the payment made to the customer.

Payments — View Refunds

Figure 106: Navigation to the View Refunds Query

& ACCOUNTS [E] STATEMENTS (® PAYMENTS El ELECTRONIC INVOICING % ACCOUNT E CORRESPONDENCE

S Filter Y

View Customer Payments

|View Refunds |

To search for refund information, enter the applicable search criteria and select the Search
button.
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5.3.2.1 View Refunds Search Parameters and Results

The View Refunds query contains the search criteria, item collection and action buttons that are
listed below in the field definitions.

Figure 107: View Refunds Search Criteria and Item Collection

Vendor Payment/Refunds Search |

From Invoice

Payment Account ¥

Number Date
Account Account From

Invoice Code Name Schedule Date
Number
Agency
From Invoice 5 To DUNS+4 Location
Date / Code
From Schedule M To BPN+4
Date
Status
Pending Payment
Paid
1-10 of 999 results

Payment DUNS+4/ Payment

Number Account Code BPN+4 Account Name Schedule Date Status Amount Invoice Number | Invoice Date

CBe- U.S. ARMY FORT

6201108140000 | 2V2020F DRUM 08/14/2011 Paid $3,300.00

CB6 INSTALLATION

cBe201108250000 | 2'700%F TRANSPORTATION | 03/14/2013 Paid $2,945.69 5000926310 08/15/2011
OFFICER
NEW

cae S5711COF HAMPSHIRE AIR 08/31/20M Paid $20.00

CB6201108310000 NATIONAL @
GUARD

CBé- DEPARTMENT OF

CB6201108310002 S79A81F THE AIR FORCE 09/14/2011 Paid $372.96 F3Z4530300M002 08/22/2011

CB6- US ARMY,

2149C2F NATIONAL 08/31/20M Paid $742.62 F8405375 08/22/2011

CB6201108310003

roc

SCIENCE CENTER

Table 25: View Refunds Field Descriptions for Search Criteria Group Box

Search Element

Description

Invoice Number

Invoice value.

Used to search the transaction record’s

Invoice Date (From/To)

The start and end dates for the invoice.

Payment Number

A unique value associated with the payment

Schedule Date (From/To)

The start and end dates of the schedule.

Account Code

The unique code of the account.

DUNS+4/BPN+4

The DUNS+4/BPN+4 on the payment.

Account Name

The account name associated with the
payment.
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Search Element

Description

Agency Location Code

The Customer ALC associated with the
payment.

Status

The Status of the Payment/Refund, valid
values are Pending Payment and Paid.

Table 26: View Refunds Field Descriptions for Item Collection

Search Element

Description

Invoice Number

Used to search the transaction record’s
Invoice value.

Invoice Date (From/To)

The start and end dates for the invoice.

Payment Number

A unique value associated with the payment.

Payment Amount

The amount of the payment.

Schedule Date (From/To)

The start and end dates of the schedule.

Account Code

The unique code of the account.

DUNS+4/BPN+4

The DUNS+4/BPN+4 on the payment.

Account Name

The name of the account associated with the
payment.

Status

The Status of the Payment/Refund, valid
values are Pending Payment and Paid.

Table 27: View Refunds Field

Descriptions for Action Buttons

Search Element

Description

View The view button will take the user to the View
Refund information page for the selected
refund.

View as CSV Exports the search results to a CSV
spreadsheet.

Sort... Sorts the records according to the column

header selected.

5.3.2.2 View Refund Information Page

To see detailed information concerning the refund that is not available in the View
Payment/Refund item collection, the user must view the refund.

USDA
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Figure 108: Refund Information page

VCSS  Payments ~ View Refunds ' Payment Information

Payment Information

— General Information

Review Correspondence

Expand All

Payment Document CB6-CB6201108140000 Schedule Date 08/14/2011
Number
Currency usD
Payment Date | 02/18/2011
Payment Amount $3,300.00
Status Paid
Disbursed Amount $3,300.00
Referenced Invoice Check Number
Invoice Number EFT Number
Invoice Date
Log Date
Vendor
Address Code | 212020F
Code 212020
DUNS+4 / BPN+4
Name U.S. ARMY FORT DRUM
Agency 021
Bureau 61

Agency Location
Code

Go to top of page

Collapse All

m Send New Correspondence

Once the view refund information page has loaded, the user is able to navigate to the
Correspondence tab where they can search for all of correspondence on the specific refund and
create new correspondence.
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Figure 109: The Review Refunds Review Correspondence Tab

VCSS / Payments / View Refunds

Payment Information Review Correspondence

Record Number
Creator

Type Of v
Correspondence

Subject

Correspondence

Payment Information: CB6-CB6201108140000

Review Correspondence

Contact Person
First Name
Last Name

Middle Initial

Created Date

From ™ To
No results l z (L
Type Of Has
Record Correspondenci  Created Date Creator First Name Middle Initial Last Name Subject Corres|| Attachments
10 per page E| Page 1 of 1

Coantact Parsan

m Send New Correspondence

Figure 110: Contact Information

Contact Person
First Name
Title

Email Address

Agency Contact

Name Title

Correspondence

Record
Number

Type Of
Correspondence

Communication A4

Parent Itemized Line
Number

Subject

Correspondence

Middle Initial

Phone
Number

Creator

Communication
Source

Last Name

International
Phone
Number

Phone Agency
Number Email
Address
Created Date
Vvss v

Parent Accounting
Line Number

m Send New Correspondence

5.3.2.3 Executing a Query Using the View Refunds Query

Steps to Execute a Query Using the View Refunds Query:
1. In VCSS navigate to Payments — View Refunds.
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The View Refunds Query page will be displayed.

Figure 111: Vendor Payment/Refunds Search Page

VCSS  Payments | Vendor Payment/Refunds Search

Vendor Payment/Refunds Search

Payment Account % From Invoice
Humber Account Account pate From
Invoice Code Name Schedule Date
Number
Agency
From Involce 8 To DUNS+4 Location
Date / Code
From Schedule & To (m] BPN+4
Date
Status

Pending Payment

Paid

2. Enter the desired search criteria and select Search.

The results are returned in the item collection.

Figure 112: Results in the item collection (continued)

1-10 of 999 results

Payment DUNS+4 / Payment
Number Account Code BPN+4 Account Name Schedule Date Status Amount Invoice Number | Invoice Date
CB6- U.S. ARMY FORT i
cBe201108140000  212020F DRUM 08/14/2011 Paid $3,300.00
a6 INSTALLATION
ops201108250000  217002F TRANSPORTATION | 03/14/2013 Paid $2,945.69 5000926310 08/15/2011
OFFICER
NEW
cae- 5711COF HAMPSHIRE AIR 08/31/2011 Paid $20.00
CB6201108310000 NATIONAL !
GUARD
CB6- DEPARTMENT OF .
cpe201108310002  O7OABTF THE AIR FORGE 09/14/2011 Paid $372.96 F3Z4530300M002 | 08/22/2011
o6 US ARMY,
2149C2F NATIONAL 08/31/2011 Paid $742.62 FB405375 08/22/2011
CB6201108310003 SCIENCE CENTER
CB&- .
cBs201108310004  O7O1TL USAF 09/20/2011 Paid $1,976.00 F3H3A20278MLOT | 08/24/2011
CB6- USAF / PRESIDIO i
cB6201108310005 | O7OAUIF OF MONTEREY 11/16/2011 Paid $4117.54 | 6000000069 08/24/2011

Select a refund.
4. Select the View button.
The View Payment/Refund Information page is displayed.
NOTE: The view refund information page is read only and thus is unable to be edited.
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VCSS / Payments / View Refunds

Payment Information

— General Information

Payment Document

Figure 113: View refund information page

Review Correspondence

CB6-CB6201108140000

Payment Information

Schedule Date | 08/14/2011

Number
Currency uso
Payment Date 02/18/2011
Payment Amount $3,300.00
Status Paid
Disbursed Amount $3,300.00
Referenced Invoice Check Number
Invoice Number EFT Number
Invoice Date
Log Date
Vendor
Address Code 212020F
Code | 212020
DUNS+4 / BPN+4
Name | U.S. ARMY FORT DRUM
Agency 021
Bureau 61

Agency Location
Code

5.3.2.4 Searching and Creating Correspondence Using the View Refund Query

Steps to Search and Create Correspodnce Using the View Refund Query:

1. In VCSS navigate to Payments — View Refunds.

The View Refunds Query page will be displayed.

Figure 114: View Refunds Query page

VCSS | Payments ' Vendor Payment/Refunds Search

Vendor Payment/Refunds Search

Payment Number
Invoice Number
From Invoice Date

From Schedule Date

Status
Pendin

Paid

USDA

= To

g Payment

Account W

Account
Code

DUNS+4
/ BPN+4

Account
Name

Agency
Location
Code
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2. Enter the desired search criteria and select Search.

The results are returned in the item collection.

Figure 115: Results in the Item Collection

1-10 0f 13 results |
Payment Number Account Code DUNS+4 / BPN+4 Account Name Schedule Date Status Payment Amount Invoice Number Invoice Date
. NGA INTEGRATED
Aa ROGRAM OFFIC Pen Daymet ) .
CB6201802080010 EhR M OFFICE ending Payment 34 1651 1
RE6- TMENT OF THE
T-43600 $12 018
RE62016060700002 o REASURY 2id 1 4/13/2018
RS- § (TMENT OF THE 04113721
RE6201606070000 Aae0n 2id $40 41312018
REG-
789 , $17 5/16/2018
RE62016060700032 8 aid $1 05/16/201
RE6
TE95085 a $51.4 2018
RE62016060700033 s LABOR d 5 5/16/20
RE6
T66M692 SAF AFRES Pa 14 P—
RE62016060700152 66M692 USAF AFRE d s1 5/25/201
RE6- DEPARTMENT OF
o5 a 0.00 0010017 /16/2018
RE62016080500001 peEee LABOR d $0 T001001 5/16/2018
o DEPARTMENT OF aid $0.00 T001001 5/16/2018
RE62016080500002 LABOR
REG- DEPARTMENT OF
Teas0e a $171.50 | 21200420SNQ0 6/2018
RE62016120700004 595036 LABOR aid 1 21.2004205NQ 16/201
REE: DEPARTMENT OF
T895036 al §51.45 | 2L20042KZP 05/16/2018
RE62016120700005 ¢ LABOR d 5 L. KZPQO 5/16/20
Totals $46,318.81
10 perpage ¥ Page 1

Select a refund.
4. Select the View button.

The View Payment/Refund Information page is displayed.

of2 > »

NOTE: The view refund information page is read only and thus is unable to be edited

Payment Information

Figure 116: View Payment/Refund Information page

Review Correspondence

— General Information

Payment Document
Number

Payment Date

Status

Referenced Invoice
Invoice Number
Invoice Date

Log Date

Vendor
Address Code
Code
DUNS+4 / BPN+4
Name

Agency

RE6-RE62016120700005

12/07/2016
Paid

2L20042KZPQ0
05/16/2018
05/06/2016

T-895036

T-895036

DEPARTMENT OF LABOR
016

Schedule Date
Currency usbD

Payment Amount

Disbursed Amount

Check Number

EFT Number

$51.45

$51.45

m Send New Correspondence

5. Select the Review Correspondence tab.

USDA

BAAR Pegasys 7.5.1 User Guide - Updated May 2018

Page 95



CGlI Federal

The Correspondence search is displayed.

Figure 117: Correspondence search page

VCSS / Payments ~ View Refunds ~ Payment Information: CB6-CB6201108140000 | Review Correspondence

Payment Information Review Correspondence

Record Number Contact Person

Creator First Name

Type Of v Last Name
Correspondence
Middle Initial
Subject
Correspondence
Created Date
From 5 To
No results
Type Of Has
Record Correspondenci| Created Date Creator First Name Middle Initial Last Name Subject Corres| Attachments
10 per page F\ Page 1 |of1
Contact Person
First Name Middle Initial Last Name
Title Phone International
. Number Phone
Email Address
Number
Agency Contact
Name Title Phone Agency
Number Email
Address
Correspondence
Record Creator Created Date

Number
Communication | VSS v
Type Of Communication V3 Source

Correspondence

Parent Itemized Line Parent Accounting
Number Line Number

Subject

Correspondence

NOTE: The review correspondence tab has some of the following fields below: record
number, creator, type of correspondence, subject, and correspondence. There is a contact
person sub section to the right and below that is a created date sub section. Below these
fields and sub sections is a search button and a clear button. Below these buttons is an
item collection table where the columns makeup the parameters for each row. Each row
represents a record retrieved from the search criteria above. Below this table is an
attachments button. There is a contact person section, an agency contact section, and a
correspondence section below. The contact person contains the following fields: first
name, title, email address, middle initial, phone number, last name, and international
phone number. The agency contact section contains the following fields: name, title,
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phone number, and agency email address. The correspondence section has some of the
following fields: record number, type of correspondence, parent itemized line number,
creator, communication source, and created date. At the bottom of the page is an audit
button and a send new correspondence button.

6. Enter the desired search criteria.

NOTE: The search criteria are the same as the search criteria outlined in the statement
correspondence section later in the document.

7. Select a correspondence record and view its details.
Select the Send New Correspondence button.
The Send Correspondence page is displayed.

Figure 118: Send Correspondence page

Contact Person
First Name Middle Initial Last Name

Title Phaone International
Number Phone
Number

Email Address

Agency Contact

Name Title Phone Agency
Number Email
Address

Correspondence
Record Creator Created Date

Number
Communication | VSS v

Type Of | Communication v Source
Correspondence

Parent Itemized Line Parent Accounting
Number Line Number

Subject

Correspondence

Go to top of page

m Send New Correspondence

10. Fill out all the fields and select Submit Correspondence.
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5.4 VCSS: Correspondence Menu

The Correspondence menu in VCSS allows users to review and create correspondence on the
statement and account levels. Correspondence is the customer’s way of communicating any
problems or updates about statements or overall accounts to Pegasys. The Correspondence Menu
contains the following pages:

e View Account Correspondence.
e View Statement Correspondence.
e Create Account Correspondence.

e Create Statement Correspondence.

5.4.1 VCSS: View Account Correspondence

The View Account Correspondence page will allow the user to search for and view all of the
correspondences they have at the account level.

Correspondence — View Account Correspondence
Figure 119: Navigation to View Account Correspondence page
& ACCOUNTS 2 STATEMENTS (3) PAYMENTS ELECTRONIC INVOICING & ACCOUNT = CORRESPONDENCE

S Filter Y

| View Account Correspondence |

View Statement Correspondence
Create Account Correspondence

Create Statement Correspondence

To search for correspondence information enter the applicable search criteria and select the
Search button.

5.4.1.1 View Account Correspondence Search Parameters and Results

The View Account Correspondence page contains the search criteria, item collection and action
buttons listed below in the field descriptions.
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Figure 120: View Account Correspondence Search Criteria and Item Collection

Payment Information Review Correspondence

Record Number Contact Person
Creator First Name
Type Of v Last Name
Correspondence
Middle Initial
Subject

Correspondence
Created Date

From & To

1-1o0f 1 results

Type Of Has
Record Correspondenci| Created Date Creator First Name Middle Initial Last Name Subject Corres|| Attachments

Pending

Communication 02/14/2018 curtiscresson John Smith hi hi No
Assignment

10 per page E\ Page 1 |of1

Contact Person

m Send New Correspondence

Table 28: View Account Correspondence Field Descriptions for Search Criteria Group Box

Search Element Description

Record Number The system assigned number of the
correspondence.

First Name The first name of the person creating the
correspondence.

Last Name The last name of the person creating the
correspondence.

Type of Correspondence The type of correspondence, valid values are
Communication, Resolution, Question, Other,
Dispute.

Subject The subject of the correspondence.

Text The text field containing the correspondence
message.

Account Code The account code for which the
correspondence is being created.

Agency Location Code The ALC associated with the correspondence
record.
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Search Element Description

Include Statement Number Records Whether or not to include correspondence
records associated with statements, Yes or
No.

Statement Number The statement number associated with a
correspondence.

Table 29: View Account Correspondence Field Descriptions for Item Collection

Search Element Description

Created Date The date the correspondence was created.

Record Number The system assigned number of the
correspondence.

First Name The first name of the person creating the
correspondence.

Last Name The last name of the person creating the
correspondence.

Account Code The account code for which the
correspondence is being created

Type of Correspondence The type of correspondence.

Subject The subject of the correspondence.

Statement Number The statement number associated with a
correspondence.

Has Attachments Whether or not there is an Attachment

associated with the record.

Table 30: View Account Correspondence Field Descriptions for Action Buttons

Search Element Descriptions

Send New Correspondence Will allow the user to send a new
correspondence message.

Attachments Allows the user view any attachments
associated with a record.

View as CSV Exports the search results to a CSV
spreadsheet.

Sort... Sorts the records according to the column

header selected.
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5.4.1.2 Executing a Query Using the View Account Correspondence Query

Steps to Execute a Query Using the View Account Correspondence Query:
1. In VCSS navigate to Correspondence — View Account Correspondence.
The View Account Correspondence Query page will be displayed.

Figure 121: View Account Correspondence Query Page

VCSS ~ Correspondence ' Review Correspondence

Review Correspondence

Record Number Created Date First Name

Include Statement Yes v From ™ Last Name

Number Records
To
Statement Number

Type Of v
Correspondence

Subject

Correspondence

Account Information %

Account Agency
Code Location
Code

S

Use the wildcard (*) character to search if needed.
2. Enter the desired search criteria and select Search.
The search results and item collection are displayed.

Figure 122: Search Results and Item Collection

Review Correspondence

2 01/23/2018 Stephanie Lloyd AAC00430 89761 Dispute Services Not No
Received
Goods and

3 01/23/2018 Stephanie Lloyd AAC00430 59761 Resolution Services Not No
Received

1 01/15/2018 Stephanie Lloyd F0145949 758534 Dispute NONRECEIPT No

Goods and
3 01/15/2018 Stephanie Lloyd F0145949 758534 Resolution Services Not No

Received

Goods and
2 01/15/2018 Stephanie Lloyd F0145949 758534 Dispute Services Not No
Received
Testing Account
Correspondence
Testing Account

5 01/09/2018 Jon Doell 00001 Communication Yes
Correspondence

4 01/09/2018 John DoeRoe 00001 Communication

1 01/09/2018 Auto Tester F0145940 803322 Dispute OVERBILLED No

10 per page E\ Page 1 |of100 >

3. Select a correspondence record.
The correspondence record detail is displayed.
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Figure 123: Correspondence Record Detail

1 01/09/2018 Auto Tester F0145940 803322 Dispute OVERBILLED No

10 per page E\ Page 1 of100 > »

Contact Person

First Name Stephanie Last Name Lloyd Email Address stephanie.lloyd@cgifederal.
Title Phone 202-501-0934 International
Number Phone
Number

GSA Contact

Name All Roles 134 CGI Title Phone Email fake.email@usda.gov
Number Address

Account Information

Account Code 9761 Account Name Agency
Location Code

Correspondence
Record 2 Communication | Phone v Created Date 01/23/2018
Number Source
Type Of Dispute v

Correspondence
Statement Number AAC00430

Subject Goods and Services Not Received

Correspondence Dispute Status: Under Review
Dispute Explanation: Did not receive goods

5.4.2 VCSS: View Statement Correspondence

The View Statement Correspondence page will allow the user to search for and view all of the
correspondences they have on a specific Statement. The View Statement Correspondence page
will only permit searches that deal with a specific statement’s correspondence and should not be
used to find correspondence for another statement or an account.

Correspondence — View Statement Correspondence
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Figure 124: Navigation to View Statement Correspondence page

ACCOUNTS [2 STATEMENTS (® PAYMENTS El ELECTRONIC INVOICING & ACCOUNT = CORRESPONDENCE i Clc

i Filter Y

View Account Correspondence

|erw Statement Correspondence |

Create Account Correspondence

Create Statement Correspondence

5.4.2.1 Search Parameters and Results

In order to arrive at the View Statement Correspondence search page the user must select a
specific statement.

Figure 125: Statement Number Selection Page
VCSS = Correspondence | Enter Statement Number for Viewing Correspondence
Enter Statement Number for Viewing Correspondence

Billing Statement ¥

Statement Number m

Account Code

Go to top of page

The View Statement Correspondence search page contains the search criteria, item collection
and action buttons listed below in the field definitions.
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Figure 126: Review Statement Correspondence Page

Review Correspondence

Record Number Created Date First Name

Type Of v From (] Last Name

Correspondence
To
Subject

Correspondence

Account Information ¥

Account Agency
Code Location
Code

Use the wildcard (¥) character to search if needed.

1 - 10 of 999 results

Statement Type Of Has
Record Number | Created Date First Name Last Name Number Account Code Correspondence | Subject Attachments

2 01/25/2018 Test Test AD92710040 $1700 Communication Test Yes

1 01/23/2018 Stephanie Lloyd AAC00430 89761 Dispute NONRECEIPT No
Goods and

Table 31: View Statement Correspondence Field Descriptions for Search Criteria Group

Box

Search Element Description

Record Number The system assigned number of the
correspondence.

First Name The first name of the person creating the
correspondence.

Last Name The last name of the person creating the
correspondence.

Type of Correspondence

The type of correspondence.

Subject

The subject of the correspondence.

Text

The text field containing the correspondence
message.

Account Code

The account code for which the
correspondence is being created.

Agency Location Code

The ALC associated with the correspondence
record.

Created Date (To/From)

The date the correspondence was created.
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Table 32: View Statement Correspondence Field Descriptions for Item Collection

Search Element Description

Created Date The date the correspondence was created.

Record Number The system assigned number of the
correspondence.

First Name The first name of the person creating the
correspondence.

Last Name The last name of the person creating the
correspondence.

Account Code The account code for which the

correspondence is being created.

Type of Correspondence The type of correspondence

Subject The subject of the correspondence.

Statement Number The statement number associated with a
correspondence.

Has Attachments Whether or not there is an Attachment

associated with the record.

Table 33: View Statement Correspondence Field Descriptions for Action Buttons

Search Element Description

Send New Correspondence Will allow the user to send a new
correspondence message.

Attachments Lets the user view any attachments associated
with a record.

View as CSV Exports the search results to a CSV
spreadsheet.

Sort... Sorts the records according to the column

header selected.

5.4.2.2 Executing a Query in VCSS Using the View Statement Correspondence Query

Steps to Execute a Query Using the View Account Correspondence Query:
1. In VCSS navigate to Correspondence — View Statement Correspondence.
The Statement Selection Screen will be displayed.
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Figure 127: Statement Selection Screen
Enter Statement Number for Viewing Correspondence

Billing Statement 1%

Statement Number m

Account Code

Go to top of page

2. Enter the desired Statement Number and select the Next button.

NOTE: If the user does not know the specific Statement Number they can select the
Billing Statement link and search for it using the View and Print Statement Query search
criteria.

The Review Correspondence Page is displayed.
Figure 128: Review Correspondence page

Review Correspondence

Record Number Created Date First Name
Type Of v From ~ Last Name
Correspondence
To

Subject

Correspondence

Account Information

Account Agency
Code Location
Code

Use the wildcard (*) character to search if needed

3. Enter the appropriate search criteria and select the Search button.
The records that match the search criteria are returned in the item collection.

Figure 129: Records in Item Collection

Statement Type Of Has

Record Number | Created Date First Name Last Name Number Account Code Correspondence = Subject Attachments
2 01/25/2018 Test Test A092710040 S1700 Communication Test Yes
1 01/23/2018 Stephanie Lloyd AAC00430 59761 Dispute NONRECEIPT No

Goods and
2 01/23/2018 Stephanie Lloyd AAC00430 $9761 Dispute Services Not No

Received

Goods and
3 01/23/2018 Stephanie Lioyd AAC00430 59761 Resolution Services Not No

Received

4. Select arecord in the item collection and view the correspondence in the fields below.
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Figure 130: Record in Item Collection and View the correspondence in the fields

Review Correspondence

3 01/23/2018 Stephanie Lloyd AACD0430 59761 Resolution Services Not No
Received
Goods and

e 3 01/15/2018 Stephanie Lloyd F0145949 758534 Resolution Services Not No

Received

1 01/15/2018 Stephanie Lloyd F0145949 758534 Dispute NONRECEIPT No
Goods and

2 01/15/2018 Stephanie Lloyd F0145949 758534 Dispute Services Not No
Received

1 01/09/2018 Auto Tester F0145940 803322 Dispute OVERBILLED No

4 01/09/2018 John DoeRoe 00001 Communication Testing Account Yes
Correspondence

5 01/09/2018 Jon Doe II 00001 Communication Testing Account Ves

Correspondence

10 per page E| Page 1 of100 > »

4

Contact Person

First Name Stephanie Last Name Lloyd Email Address stephanie.lloyd@cgifederal.
Title Phone 202-555-1234 International
Number Phone
Number
GSA Contact
MName All Roles 134 CGI Title Phene Email fake.email@usda.gov
Number Address

Account Information

Account Code 758534 Account Name Agency
Location Code

Correspondence
Record 3 Communication | Phone v Created Date | 01/15/2018
Number Source
Type Of Resolution v
Correspondence

Statement Number F0145949

Subject | Goods and Services Not Received

Correspondence Dispute Status: Accepted
Dispute Explanation: Did not receive goods
Resent goods

5.4.3 VCSS: Create Account Correspondence

The Create Account Correspondence page allows the user to create correspondence to send to
Pegasys about an account level issue. When the user selects the Create Account Correspondence
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link, they will begin the process of creating new account correspondence and cannot view
previously created records.

Correspondence — Create Account Correspondence

Figure 131: Navigation to Create Account Correspondence page

& ACCOUNTS 2 STATEMENTS (® PAYMENTS ELECTRONIC INVOICING ¥ ACCOUNT E CORRESPONDENCE I C{c

S Filter Y

View Account Correspondence

View Statement Correspondence

|Create Account Correspondence

Create Statement Correspondence

5.4.3.1 Creating an Account Correspondence Record

Steps to Creating an Account Correspondence Record:
1. In VCSS navigate to Correspondence — Create Account Correspondence.
The Create Account Correspondence page will be displayed.
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Figure 132: Create Account Correspondence page

VCSS © Correspondence © Send Correspondence

Send Correspondence Attachments

Submit Correspondence m

Contact Person

>k First Name > Last Name Email Address onkar.singh@cgifederal.con

Title Phone Number | 202-501-0934 International
Phone Number
Account
Account Code Name Agency
Location Cod:
DUNS+4 / Agency ccation Lode
BPN+4 Bureau
Correspondence
3K Type Of Correspondence Communication v
3K Subject

3K Correspondence

Note: Your email address had defaulted from your user profile. Changing it on this screen will not update your user profile email address. To update your profile click here.

Go to top of page

2. Fill out all the fields on the create account correspondence page.

NOTE: The user selects the specific account that the correspondence will be associated
with when they fill out the Vendor section.

3. Select the Submit Correspondence button.

NOTE: If the user wishes to add an attachment to the correspondence record they will
select the Attachments button and add the attachment before selecting Submit.

5.4.4 VCSS: Create Statement Correspondence

The Create Statement Correspondence page allows the user to create a correspondence to send to
Pegasys about statement level issues. When the user selects the Create Statement
Correspondence link, they are beginning the process of creating new Statement correspondence
and will not be able to view previously created records.
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Correspondence — Create Statement Correspondence

Figure 133: Navigation to Create Statement Correspondence page

& ACCOUNTS 2 STATEMENTS (® PAYMENTS ELECTRONIC INVOICING ¥ ACCOUNT E CORRESPONDENCE I C{c

S Filter Y

View Account Correspondence
View Statement Correspondence

Create Account Correspondence

Create Statement Correspondence

5.4.4.1 Creating a Statement Correspondence Record

Steps to Creating an Account Correspondence in VCSS:
1. In VCSS navigate to Correspondence — Create Statement Correspondence.

The Statement Selection page will be displayed

Figure 134: Statement Selection page

Enter Statement Number for Viewing Correspondence

Billing Statement 1%

Statement Number m

Account Code

Go to top of page

2. Enter the Statement Number the correspondence is regarding.

NOTE: If the user does not know the Statement number they will be able to search for it
using the reference link.

3. Select the Next button.
The Create Statement Correspondence page is displayed.
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Figure 135: Create Statement Correspondence page

VCSS ' Correspondence | Send Correspondence

Send Correspondence Attachments

Submit Correspondence m

Contact Person

3 First Name John X Last Name Smith Email Address john.smith@gsa.com
Title Phone Number  202-501-0934 International
Phone Number
Account W
Account Code Name Agency
Location Cod
DUNS+4 / Agency ocation Code
BPN+4 Bureau
Correspondence
3 Type Of Correspondence Communication v
3 Subject

% Correspondence

Note: Your email address had defaulted from your user profile. Changing it on this screen will not update your user profile email address. To update your profile click here
4. Fill out all the fields on the create statement correspondence page.
5. Select the Submit Correspondence button.

NOTE: If the user wishes to add an attachment to the correspondence record they will
select the Attachments button and add the attachment before selecting Submit.

5.5 VCSS: External Applications Section

The External Applications section in VCSS contains links to external applications that the user
might need to access in order to do business with GSA. When the user selects any of the items
listed under the menu, a new window will be displayed containing the selected page (e.g.,
selecting IPAC will open a new window to http://www.fms.treas.gov/ipac).

The following menu items will be listed under the External Applications section:
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USDA

IPAC.
Pay.gov.
MORRIS.
TOPS.
WebBill.
RWA.

EMORRIS.

Figure 136: External Applications Menu

VCSS  Utilities ' External Applications

External Applications

Pages

Pay.gov

IPAC

ROW

WebBill

RWA

MORRIS

TOPS

EMORRIS

GSA Fleet Drive-thru
eRETA

Pages
FBO

PayGov
IPAC
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A Appendix A: BAAR Document Types

A.1l Appendix: Overview of BAAR Document Types

Please visit BAAR User Guide 1 of 10 Section 4.1 BAAR User Actions.

Table 34: Available Billing Document (BD) Types

Document Pegasys Document Description Described in
Category Types User Guide
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Document
Category

Pegasys Document
Types

Description

Described in
User Guide

Billing
Document
(BD) Part 1

e FDI
e FMI
e FDN
e FMN
e FDD
e FMD
e RDI
e RMI
e RDN
e RMN
e ADI
e AMI
e AND
e AMN
e AMD
e GML
e GDS
e GMS
e VDI
e VMI
e VDN
e VMN
e VDD
e VMD
e PDI
e PMI
e PDN
e PMN

Serves as a means of
establishing accounts
receivable and recording the
financial impact of amounts
due to an agency for services
rendered and goods
delivered.

BAAR User
Guide 2 of 10
Section 4.4.1

USDA
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Document Pegasys Document Description Described in
Category Types User Guide

Billing e IOS Serves as a means of BAAR User
Document MIO establishing accounts Guide 2 of 10

(BD) receivable and recording the | Section 4.4.1

Continued » MDI financial impact of amounts

Part 2 e MMI due to an agency for services

e MDN ren_dered and goods
delivered.

e MMN

e MMF
e OMF
e QDI
e QDN
e QMI
e QMN
e [MI
e IMN
e ODN
e OMN
e SDI
e SDN
e SMI
e SMN
e BAN
e BAO
e EDI
e EDN
e EMI
e EMN
e KDI
e KDN
e KMI
e HDN
e HMI
e NDI
e NDN
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Document Pegasys Document Description Described in
Category Types User Guide

Billing e NMI Serves as a means of BAAR User
Document NMN establishing accounts Guide 2 of 10

(BD) receivable and recording the | Section 4.4.1

Continued o TDI financial impact of amounts

Part 3 e TDN due to an agency for services

o TMI ren_dered and goods
delivered.

e TMN

e WDI

e WDN
e WMI
e WMN
e CDI

e CDN
e CMI

e CMN
e CAN
e CAO
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Document
Category

Pegasys Document

Types

Description

Described in
User Guide

Internal
Voucher
(NV) Part 1

FDV
FMV
RDV
RMV
ADV
AMV
GDV
GMV
VDV
VMV
PDV
PMV
WB
wv
MDV
MMV
SDV
SMV

Records transfers of funds
between organizations within
the same agency. For
example, a GSA TAS billing
another GSA TAS.

BAAR User
Guide 2 of 10
Section 4.4.2

USDA
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Document
Category

Pegasys Document

Types

Description

Described in
User Guide

Internal
Voucher
(NV)
Continued
Part 2

EDV
EMV
KDV
KMV
XDV
XMV
HDV
HMV
NDV
NMV
TDV
T™MV
WDV
WMV
CDhV
CMV

Records transfers of funds
between organizations within
the same agency. For
example, a GSA TAS billing
another GSA TAS.

BAAR User
Guide 2 of 10
Section 4.4.2

USDA
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Document Pegasys Document Description Described in
Category Types User Guide
Standard e NWR Records miscellaneous e BAAR User
Voucher e NCR accounting transactions such Guide 1 of 10
(SV) Part 1 UEC as accruals and imputed rent. Section 4.3.6
[
e BAAR User
o FDA Guide 2 of 10
e FMA Section 4.5
e FML e BAAR User
Guide 7 of 10
RDA .
* Section 4.17
e RMA
e RML
e RFR
e RFE
e ADA
e AMA
e AML
e SDS
e ADS
e HDS
e GDA
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Document
Category

Pegasys Document

Types

Description

Described in
User Guide

Standard
Voucher
(SV)
Continued
Part 2

RFE
ADA
AMA
AML
SDS
ADS
HDS
GDA
GMA
GAL
GWS
GWA
GWI
GWB
GCB
GCP
GCR
GMM
GCS
VDA
VAL
PDA
PMA
PDS
PML
IML
MDA
NFL
NNL
NML
TDA
TMA

Records miscellaneous
accounting transactions such
as accruals and imputed rent.

¢ BAAR User
Guide 1 of 10
Section 4.3.6

¢ BAAR User
Guide 2 of 10
Section 4.5

e BAAR User
Guide 7 of 10
Section 4.17

USDA
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Document
Category

Pegasys Document

Types

Description

Described in
User Guide

Standard
Voucher
(SV)
Continued
Part 3

TFL
TNL
TML
WDA
WMA
WFL
WNL
WML
FFL
FNL
MIL
GFL
GNL
VFL
VNL
RFL
AFL
ANL
MME
CMA
CDA
CFL
CNL
CM

Records miscellaneous
accounting transactions such
as accruals and imputed rent.

¢ BAAR User
Guide 1 of 10
Section 4.3.6

¢ BAAR User
Guide 2 of 10
Section 4.5

e BAAR User
Guide 7 of 10
Section 4.17

USDA
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Document Pegasys Document Description Described in
Category Types User Guide
Cash Receipt | ¢ FPG Record money collected from | BAAR User
(CR) Part 1 e CIE the public and from other Guide 4 of 10
agencies. Used to record Section 4.8
» DDC funds to recognize revenues;
e CHS6 record expenditure refunds,
. RCH and records the receipt of
advances. In addition, Cash
e EF6 Receipts are used to reduce
e CAb6 outstanding receivables via
credit applications and write-
* WO6 offs.
e NW6
e CWG
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Document
Category

Pegasys Document
Types

Description

Described in
User Guide

Cash Receipt
(CR)
Continued
Part 2

USDA

CR6
CT6
IR6
DR6
L6F
L6M
L6X
L6B
CC6
MC6
CV6
PC6
PAG
PV6
AO6
CH7
RC7
EF7
CA7
wQO7
NW7
CW7
CR7
CT7
IR7
DR7
L7R
PC7
PV7
AO7
PEG
PS6
IOF

L7M
L6LBAAR Pegasys 7.5.1

Record money collected from
the public and from other
agencies. Used to record
funds to recognize revenues;
record expenditure refunds,
and records the receipt of
advances. In addition, Cash
Receipts are used to reduce
outstanding receivables via
credit applications and write-
offs.

User Guide - Updated May 2018

BAAR User
Guide 4 of 10
Section 4.8

Page 12
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Document Pegasys Document Description Described in
Category Types User Guide
Cash Receipt | e L6C Record money collected from | BAAR User
(CR) the public and from other Guide 4 of 10
Continued agencies. Used to record Section 4.8
Part 3 funds to recognize revenues;
record expenditure refunds,
and records the receipt of
advances. In addition, Cash
Receipts are used to reduce
outstanding receivables via
credit applications and write-
offs.
Itemized e PCR Records payments to BAAR Usr
Payment (IP) |, RE6 vendors, employees, or other | Guide 6 of 10
government agencies. Section 4.13.4
e RD6
e IM6
e MR6
e MI6
e CB6
e NI6
e CP6
e DDR
e RE7
o IM7
e MR7
e CB7
e NI7
e PU
Disbursement | ¢ DC6 Records the cancellation of BAAR User
Cancellation | | DC7 previously disbursed checks | Guide 6 of 10
(CX) or EFT payments. Section 4.15.5
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Document
Category

Pegasys Document
Types

Description

Described in
User Guide

External
Direct
Agreement
(ED) Part 1

e I|ER
e |HR
o WAI
e NER
e NEC
e NHR
e NHC
e I|EA
e |EB
e |EE
e |EF
e |EN
e PPI

e MAI
e NEA
e NEB
e NED
e NEE
e NEF
e NEN
e PPN
e MAN
e QAI
e QAN
e OED
e ORD
e OFD
e OOD
e OHD
e OPD
e OAD
e OMD
e OSD
e OWD

Records the amount of
funding that external
customers (federal, state, or
private individual) agree to
provide in exchange for
goods and services.

BAAR User
Guide 1 of 10
Section 4.3.1

USDA
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Document Pegasys Document Description Described in
Category Types User Guide
External e OLD Records the amount of BAAR User
Direct e OCD funding that external Guide 1 of 10
Agreement customers (federal, state, or | Section 4.3.1
(ED) e« OUD private individual) agree to
Continued e UED provide in exchange for
Part 2 e CED goods and services.
Internal o« WA Serves as a means to track BAAR User
Direct e DIR agreements with other Guide 1 of 10
Agreement organizations within GSA. Section 4.3.2

e DHR
(ID)

e DIA

e DIB

e DIF

e DIN

e PPV

e MID

e UID

e CID
Agreement e HCH Records the charges entered | BAAR User
Charge (AG) |, MCH and processed against Guide 1 of 10

customer agreements. Section 4.3.4

A.2 Appendix: Available Billing Document (BD) Types

Please visit BAAR User Guide 2 of 10 Section 4.4.1.1 Available Billing Document (BD)

Types.
Table 35: Available Billing Document (BD) Types (continued)

Business Document Document | Description

Line Category Type

Fleet Billing FDI Fleet Business Line IPAC Document
Document (BD) created from DBRs received from the FMS

Feeder System.

Fleet Billing FMI Fleet Business Line IPAC Document
Document (BD) manually created by a user.
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Business Document Document | Description
Line Category Type
Fleet Billing FDN Fleet Business Line Non-IPAC Document
Document (BD) created from DBRs received from the FMS
Feeder System.
Fleet Billing FMN Fleet Business Line Non-IPAC Document
Document (BD) manually created by a user.
Fleet Billing FDD Fleet Business Line DFAS Non-IPAC
Document (BD) Document created from DBRs received
from the FMS Feeder System.
Fleet Billing FMD Fleet Business Line DFAS Non-IPAC
Document (BD) Document manually created by a user.
Rent Billing RDI Rent Business Line IPAC Document
Document (BD) created from DBRs received from the
OABILLING Feeder System.
Rent Billing RMI Rent Business Line IPAC Document
Document (BD) manually created by a user.
Rent Billing RDN Rent Business Line Non-IPAC Document
Document (BD) created from DBRs received from the
OABILLING Feeder System.
Rent Billing RMN Rent Business Line Non-IPAC Document
Document (BD) manually created by a user.
RWA/HOTD | Billing ADI RWA/HOTD Business Line IPAC
Document (BD) Document created by PCPROJBILL.
RWA/HOTD | Billing AMI RWA/HOTD Business Line IPAC
Document (BD) Document manually created by a user.
RWA/HOTD | Billing ADN RWA/HOTD Business Line Non-IPAC
Document (BD) Document created by PCPROJBILL.
RWA/HOTD | Billing AMN RWA/HOTD Business Line Non-IPAC
Document (BD) Document manually created by a user.
RWA/HOTD | Billing AMD RWA/HOTD Business Line Non-Federal
Document (BD) Advance Document manually created by a
user.
Global Supply | Billing GDI Global Supply Business Line IPAC
Document (BD) Document created from DBRs received
from the FSS-19, CSC, FEDPAY, and
NCSC Feeder Systems.
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Business Document Document | Description
Line Category Type
Global Supply | Billing GMI Global Supply Business Line IPAC
Document (BD) Document manually created by a user.
Global Supply | Billing GDN Global Supply Business Line Non-IPAC
Document (BD) Document created from DBRs received
from the FSS-19, CSC, FEDPAY, and
NCSC Feeder Systems.
Global Supply | Billing GMN Global Supply Business Line Non-IPAC
Document (BD) Document manually created by a user.
Global Supply | Billing GDD Global Supply Business Line DoD
Document (BD) Interfund Document created from DBRs
received from the FSS-19, CSC, FEDPAY,
and NCSC Feeder Systems.
Global Supply | Billing GMD Global Supply Business Line DoD
Document (BD) Interfund Document manually created by a
user.
Global Supply | Billing GDL Global Supply Business Line Line-ltem
Document (BD) Credit Card Document created from DBRs
received from the FSS-19, CSC, FEDPAY,
and NCSC Feeder Systems.
Global Supply | Billing GML Global Supply Business Line Line-Item
Document (BD) Credit Card Document manually created by
a user.
Global Supply | Billing GDS Global Supply Business Line Summary
Document (BD) Credit Card Document created from DBRs
received from the FSS-19, CSC, FEDPAY,
and NCSC Feeder Systems.
Global Supply | Billing GMS Global Supply Business Line Summary
Document (BD) Credit Card Document manually created by
a user.
Automotive Billing VDI Automotive Purchases Business Line IPAC
Purchases Document (BD) Document created from DBRs received
from the FSS-19, CSC, FEDPAY, and
NCSC Feeder Systems.
Automotive Billing VMI Automotive Purchases Business Line IPAC
Purchases Document (BD) Document manually created by a user.
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Business Document Document | Description

Line Category Type

Automotive Billing VDN Automotive Purchases Business Line Non-

Purchases Document (BD) IPAC Document created from DBRs
received from the FSS-19, CSC, FEDPAY,
and NCSC Feeder Systems.

Automotive Billing VMN Automotive Purchases Business Line Non-

Purchases Document (BD) IPAC Document manually created by a user

Automotive Billing VDD Automotive Purchases Business Line DoD

Purchases Document (BD) Interfund Document created from DBRs
received from the FSS-19, CSC, FEDPAY,
and NCSC Feeder Systems.

Automotive Billing VMD Automotive Purchases Business Line DoD

Purchases Document (BD) Interfund Document manually created by a
user.

Real Property | Billing PDI RPUDD Business Line IPAC Document

Utilization Document (BD) created by PCPROJBILL.

and Disposal

Division

(RPUDD)

Real Property | Billing PMI RPUDD Business Line IPAC Document

Utilization Document (BD) manually created by a user.

and Disposal

Division

(RPUDD)

Real Property | Billing PDN RPUDD Business Line Non-IPAC

Utilization Document (BD) Document created by PCPROJBILL.

and Disposal

Division

(RPUDD)

Real Property | Billing PMN RPUDD Business Line Non-IPAC

Utilization Document (BD) Document manually created by a user.

and Disposal

Division

(RPUDD)

GM&A Billing I0S GMA I0OS Business Line IPAC Document

Document (BD) created by PCPROJBILL.
GM&A Billing MIO GMA 10S Business Line IPAC Document
Document (BD) manually created by a user.
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Business Document Document | Description

Line Category Type

Manual Billing MDI Manual Business Lines IPAC Document

Business Document (BD) created by PCPROJBILL.

Lines

Manual Billing MMI Manual Business Lines IPAC Document

Business Document (BD) manually created by a user.

Lines

Manual Billing MDN Manual Business Lines Non-IPAC

Business Document (BD) Document created by PCPROJBILL.

Lines

Manual Billing MMN Manual Business Lines Non-IPAC

Business Document (BD) Document manually created by a user.

Lines

Manual Billing MMF Manual Business Lines IPAC Advance

Business Document (BD) Document manually created by a user.

Lines

Manual Billing IMI Manual Business Lines IPAC Document

Business Document (BD) manually created by a user.

Lines

Manual Billing IMN Manual Business Lines Non-IPAC

Business Document (BD) Document manually created by a user.

Lines

External Billing QMF Manual Business Lines IPAC Advance

Services Document (BD) Document manually created by a user.

External Billing QDI Manual Business Lines IPAC Document

Services Document (BD) created by PCPROJBILL.

External Billing QDN Manual Business Lines Non-IPAC

Services Document (BD) Document created by PCPROJBILL.

External Billing QMI Manual Business Lines IPAC Document

Services Document (BD) manually created by a user.

External Billing QMN Manual Business Lines Non-IPAC

Services Document (BD) Document manually created by a user.

Outlease Billing ODN Outlease Business Lines Non-IPAC
Document (BD) Document created by PCPROJBILL.

Outlease Billing OMN Outlease Business Lines Non-IPAC
Document (BD) Document manually created by a user.
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Business Document Document | Description

Line Category Type

AAS National | Billing SDI AAS National Business Lines IPAC

- FEDSIM Document (BD) Document created by PCPROJBILL.
AAS National | Billing SDN AAS National Business Lines Non-IPAC
- FEDSIM Document (BD) Document created by PCPROJBILL.
AAS National | Billing SMI AAS National Business Lines IPAC

- FEDSIM Document (BD) Document manually created by a user.
AAS National | Billing SMN AAS National Business Lines Non-IPAC
- FEDSIM Document (BD) Document manually created by a user.
AAS Billing EDI AAS Regional Business Lines IPAC
Regional - IT | Document (BD) Document created by PCPROJBILL.
AAS Billing EDN AAS Regional Business Lines Non-IPAC
Regional - IT | Document (BD) Document created by PCPROJBILL.
AAS Billing EMI AAS Regional Business Lines IPAC
Regional - IT | Document (BD) Document manually created by a user.
AAS Billing EMN AAS Regional Business Lines Non-IPAC
Regional - IT | Document (BD) Document manually created by a user.
AAS Billing KDI AAS Integrated Business Lines IPAC
Integrated Document (BD) Document created by PCPROJBILL.
Workplace

Center

AAS Billing KDN AAS Integrated Business Lines Non-IPAC
Integrated Document (BD) Document created by PCPROJBILL.
Workplace

Center

AAS Billing KMI AAS Integrated Business Lines IPAC
Integrated Document (BD) Document manually created by a user.
Workplace

Center

AAS Billing KMN AAS Integrated Business Lines Non-IPAC
Integrated Document (BD) Document manually created by a user.
Workplace

Center

ITS - Billing XDl ITS Regional Business Lines IPAC
Regional Document (BD) Document created by PCPROJBILL.
Network

Services
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Business Document Document | Description

Line Category Type

ITS - Billing XDN ITS Regional Business Lines Non-IPAC
Regional Document (BD) Document created by PCPROJBILL.
Network

Services

ITS - Billing XMI ITS Regional Business Lines IPAC
Regional Document (BD) Document manually created by a user.
Network

Services

ITS - Billing XMN ITS Regional Business Lines Non-IPAC
Regional Document (BD) Document manually created by a user.
Network

Services

HSPD-12 Billing HDI HSPD 12 Business Lines IPAC Document
(ITSHSPD12) | Document (BD) created by PCPROJBILL.

HSPD-12 Billing HDN HSPD 12 Business Lines Non-IPAC
(ITSHSPD12) | Document (BD) Document created by PCPROJBILL.
HSPD-12 Billing HMI HSPD 12 Business Lines IPAC Document
(ITSHSPD12) | Document (BD) manually created by a user.

HSPD-12 Billing HMN HSPD 12 Business Lines Non-IPAC
(ITSHSPD12) | Document (BD) Document manually created by a user.
National IT Billing NDI National IT Business Lines IPAC
Commodity Document (BD) Document created by PCPROJBILL.
Program

(ITSNATITC

M)

National IT Billing NDN National IT Business Lines Non-IPAC
Commodity Document (BD) Document created by PCPROJBILL.
Program

(ITSNATITC

M)

National IT Billing NMI National IT Business Lines IPAC
Commodity Document (BD) Document manually created by a user.
Program

(ITSNATITC

M)
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Business
Line

Document
Category

Document
Type

Description

National IT
Commodity
Program
(ITSNATITC
M)

Billing
Document (BD)

NMN

National IT Business Lines Non-IPAC
Document manually created by a user.

Regional
Network
Services-
Telecom
(ITSREGTEL

)

Billing
Document (BD)

TDI

Telecom Business Lines IPAC Document
created by PCPROJBILL.

Regional
Network
Services-
Telecom
(ITSREGTEL

)

Billing
Document (BD)

TDN

Telecom Business Lines Non-IPAC
Document created by PCPROJBILL.

Regional
Network
Services-
Telecom
(ITSREGTEL

)

Billing
Document (BD)

TMI

Telecom Business Lines IPAC Document
manually created by a user.

Regional
Network
Services-
Telecom
(ITSREGTEL

)

Billing
Document (BD)

TMN

Telecom Business Lines Non-IPAC
Document manually created by a user.

Wide Area
Network -
(ITSWAN)

Billing
Document (BD)

WDI

Wide Area Network Business Lines IPAC
Document created by PCPROJBILL.

Wide Area
Network -
(ITSWAN)

Billing
Document (BD)

WDN

Wide Area Network Business Lines Non-
IPAC Document created by PCPROJBILL.

Wide Area
Network -
(ITSWAN)

Billing
Document (BD)

WMI

Wide Area Network Business Lines IPAC
Document manually created by a user.
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Business Document Document | Description

Line Category Type

Wide Area Billing WMN Wide Area Network Business Lines Non-
Network - Document (BD) IPAC Document manually created by a
(ITSWAN) user.

FAS Billing CDI FAS Information Technology Category
Information Document (BD) IPAC BD

Technology

Category

FAS Billing CDN FAS Information Technology Category
Information Document (BD) Non-IPAC BD

Technology

Category

FAS Billing CMI FAS Information Technology Category
Information Document (BD) Manual IPAC BD

Technology

Category

FAS Billing CMN FAS Information Technology Category
Information Document (BD) Manual Non-IPAC BD

Technology

Category

FAS Billing CAN FAS Information Technology Category
Information Document (BD) Advance BD

Technology

Category

FAS Billing CAO FAS Information Technology Category
Information Document (BD) Advance Offset Notification BD
Technology

Category

A.3 Appendix: Available Internal Voucher (NV) Document Types

Please visit the following sections for more information:

BAAR User Guide 2 of 10 Section 4.4.2.1 Available Internal Voucher (NV) Document

Types.

BAAR User Guide 6 of 10 Section 4.15.2.2 Manual Creation of Internal Voucher (NV):
Normal/Refund Line Type.
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Table 36: Available Internal Voucher (NV) Document Types

Business Line Document | Document | Description
Category | Type

Fleet Internal FDV Fleet Business Line Document received
Voucher from the FMS Feeder System.
(NV)

Fleet Internal FMV Fleet Business Line Document that was
Voucher manually created by a user.
(NV)

Rent Internal RDV Rent Business Line Document received from
Voucher the OABILLING Feeder System.
(NV)

Rent Internal RMV Rent Business Line Document that was
Voucher manually created by a user.
(NV)

RWA/HOTD Internal ADV RWA/HOTD Business Line Document
Voucher created by PCPROJBILL.
(NV)

RWA/HOTD Internal AMV RWA/HOTD Business Line Document that
Voucher was manually created by a user.
(NV)

Global Supply Internal GDV Global Supply Business Line Document
Voucher created from DBRs received from the FSS-
(NV) 19, CSC, FEDPAY, and NCSC Feeder

Systems.

Global Supply Internal GMV Global Supply Business Line Document that
Voucher was manually created by a user.
(NV)

Automotive Internal VDV Automotive Purchases Business Line

Purchases Voucher Document created from DBRs received from
(NV) the FSS-19, CSC, FEDPAY, and NCSC

Feeder Systems.

Automotive Internal VMV Automotive Purchases Business Line

Purchases Voucher Document that was manually created by a
(NV) user.

Real Property Internal PDV RPUDD Business Line Document created by

Utilization and Voucher PCPROJBILL

Disposal Division (NV)

(RPUDD)
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Business Line Document | Document | Description
Category | Type
Real Property Internal PMV RPUDD Business Line Document that was
Utilization and Voucher manually created by a user.
Disposal Division (NV)
(RPUDD)
GM&A Internal WB WCEF Internal Billing Document created by
Voucher PCPROJBILL.
(NV)
GM&A Internal A/ WCEF Credit Voucher Document that was
Voucher manually created by a user.
(NV)
Manual Business Internal MDV Manual Business Lines Document created
Lines Voucher by PCPROJBILL.
(NV)
Manual Business Internal MMV Manual Business Lines Document that was
Lines Voucher manually created by a user.
(NV)
AAS - National - Internal SDV AAS - National Business Lines Document
FEDSIM Voucher created by PCPROJBILL.
(AASFedSim) (NV)
AAS - National - Internal SMV AAS - National Business Lines Document
FEDSIM Voucher that was manually created by a user.
(AASFedSim) (NV)
AAS - Regional - Internal EDV AAS - Regional Business Lines Document
IT (AASREGIT) Voucher created by PCPROJBILL.
(NV)
AAS - Regional - Internal EMV AAS - Regional Business Lines Document
IT (AASREGIT) Voucher that was manually created by a user.
(NV)
AAS - Integrated Internal KDV AAS - Integrated Workplace Acquisition
Workplace Voucher Center Business Lines Document created by
Acquisition Center | (NV) PCPROJBILL.
(IWAC)
AAS - Integrated Internal KMV AAS - Integrated Workplace Acquisition
Workplace Voucher Center Business Lines Document that was
Acquisition Center | (NV) manually created by a user.

(IWAC)
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Business Line Document | Document | Description
Category | Type
ITS - Regional Internal XDV ITS - Regional Business Lines Document
Network Services- | Voucher created by PCPROJBILL.
Expanded Services | (NV)
(ITSEXPSER)
ITS - Regional Internal XMV ITS - Regional Business Lines Document
Network Services- | Voucher that was manually created by a user.
Expanded Services | (NV)
(ITSEXPSER)
HSPD-12 Internal HDV HSPD-12 Business Lines Document created
(ITSHSPD12) Voucher by PCPROJBILL.
(NV)
HSPD-12 Internal HMV HSPD-12 Business Lines Document that
(ITSHSPD12) Voucher was manually created by a user.
(NV)
National IT Internal NDV National IT Commodity Program Business
Commodity Voucher Lines Document created by PCPROJBILL.
Program (NV)
(ITSNATITCM)
National IT Internal NMV National IT Commodity Program Business
Commodity Voucher Lines Document that was manually created
Program (NV) by a user.
(ITSNATITCM)
Regional Network | Internal TDV Telecom Business Lines Document created
Services-Telecom Voucher by PCPROJBILL.
(ITSREGTEL) (NV)
Regional Network | Internal T™MV Telecom Business Lines Document that was
Services-Telecom Voucher manually created by a user.
(ITSREGTEL) (NV)
Wide Area Network | Internal WDV Wide Area Network Business Lines
- (ITSWAN) Voucher Document created by PCPROJBILL.
(NV)
Wide Area Network | Internal WMV Wide Area Network Business Lines
- (ITSWAN) Voucher Document that was manually created by a
(NV) user.
FAS Information Internal CDhV FAS Information Technology Category NV
Technology Voucher
Category (NV)
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Business Line Document | Document | Description
Category | Type
FAS Information Internal CMV FAS Information Technology Category
Technology Voucher Manual NV
Category (NV)

A.4  Appendix: Available Standard Voucher (SV) Document Types

Please visit the following sections:

BAAR User Guide 2 of 10 Section 4.5.2 Available Standard Voucher (SV) Document Types.

BAAR User Guide 2 of 10 Section 4.5.5 Standard Voucher (SV) - Imputed Rent.

BAAR User Guide 2 of 10 Section 4.5.6 Standard VVoucher — Accrual.

BAAR User Guide 7 of 10 Section 4.16.2.2 Standard Voucher (SV) Available Document

Types for AFL.

BAAR User Guide 7 of 10 Section 4.17 Adjustments.

BAAR User Guide 7 of 10 Section 4.20.2 Standard Voucher (SV) Available Document

Types for Inventory Management.

Table 37: Available Standard Voucher (SV) Document Types

Business Line Document Category Document | Description
Type

[Non-Specific] Standard Voucher (SV) | NWR Non-Business Line Specific
NEAR Write-Off Reversal
Document.

[Non-Specific] Standard Voucher (SV) | NCR Non-Business Line Specific
NEAR Collection Reversal
Document.

[Non-Specific] Standard Voucher (SV) | UFC Non-Business Line Specific
BAAR Unfilled Customer
Orders Document.

Fleet Standard Voucher (SV) | FDA Fleet Business Line Accrual
Documents submitted by Form
Import.
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Business Line

Document Category

Document
Type

Description

Fleet

Standard VVoucher (SV)

FMA

Fleet Business Line Accrual
Document that was manually
created by a user.

Fleet

Standard Voucher (SV)

FML

Fleet Business Line Allowance
for Loss on A/R Document that
was manually created by a user.

Fleet

Standard VVoucher (SV)

FFL

Fleet Business Line Allowance
for Loss on A/R Document that
was created by batch job

Fleet

Standard Voucher (SV)

FNL

Fleet Business Line Allowance
for Loss on A/R Document that
was created by batch job

Rent

Standard Voucher (SV)

RDA

Rent Business Line Accrual
Documents submitted by Form
Import.

Rent

Standard Voucher (SV)

RMA

Rent Business Line Accrual
Documents that was manually
created by a user.

Rent

Standard Voucher (SV)

RML

Rent Business Line Allowance
for Loss on A/R Document that
was manually created by a user.

Rent

Standard Voucher (SV)

RFR

Rent Business Line Imputed
Rent Revenue for BAAR
Document submitted by Form
Import.

Rent

Standard Voucher (SV)

RFE

Rent Business Line Imputed
Rent Expense for BAAR
Document submitted by Form
Import.

Rent

Standard Voucher (SV)

RFL

Rent Business Line Allowance
for Loss on A/R Document that
was created by batch job

RWA/HOTD

Standard Voucher (SV)

ADA

RWA/HOTD Business Line
Accrual Documents generated
by PCACCRU.
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Business Line

Document Category

Document
Type

Description

RWA/HOTD

Standard VVoucher (SV)

AMA

RWA/HOTD Business Line
Accrual Document that was
manually created by a user.

RWA/HOTD

Standard Voucher (SV)

AML

RWA/HOTD Business Line
Allowance for Loss on A/R
Document that was manually
created by a user.

RWA/HOTD

Standard Voucher (SV)

SDS

RWA Business Line PCAS
Sliding Scale Surcharge
Document generated by
PCSURGEN.

RWA/HOTD

Standard Voucher (SV)

ADS

RWA Business Line PCAS 4%
Fee Surcharge Document
generated by PCSURGEN.

RWA/HOTD

Standard Voucher (SV)

HDS

HOTD Business Line PCAS
$100 Surcharge Document
generated by PCSURGEN.

RWA/HOTD

Standard Voucher (SV)

AFL

RWA/HOTD Business Line
Allowance for Loss on A/R
Document that was created by
batch job

RWA/HOTD

Standard VVoucher (SV)

ANL

RWA/HOTD Business Line
Allowance for Loss on A/R
Document that was created by
batch job

Global Supply

Standard Voucher (SV)

GDA

Global Supply Business Line
Accrual Documents submitted
by Form Import.

Global Supply

Standard Voucher (SV)

GMA

Global Supply Business Line
Accrual Document that was
manually created by a user.

Global Supply

Standard Voucher (SV)

GAL

Global Supply Business Line
Allowance for Loss on A/R
Document that was manually
created by a user.
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Business Line

Document Category

Document
Type

Description

Global Supply

Standard VVoucher (SV)

GWS

Warehouse Stock Adjustments
Document created via the ART
Interface.

Global Supply

Standard Voucher (SV)

GWA

Warehouse Receipt Document
created via the ART Interface.

Global Supply

Standard Voucher (SV)

GWI

Warehouse Issues (not billing
related) Document created via
the ART Interface.

Global Supply

Standard VVoucher (SV)

GWB

Warehouse Billings Document
created via the ART Interface.

Global Supply

Standard Voucher (SV)

GCB

CSC Billings Document created
via the ART Interface.

Global Supply

Standard Voucher (SV)

GCP

Direct Delivery CSC Purchases
Document created via the ART
Interface.

Global Supply

Standard VVoucher (SV)

GCR

CSC Receipts Document created
via the ART Interface.

Global Supply

Standard Voucher (SV)

GMM

Inventory Adjustments
Document that was manually
created by a user.

Global Supply

Standard Voucher (SV)

GCS

Credit Card Surcharges (Freight
and Accessorial Charges)
Document created via the ART
Interface.

Global Supply

Standard Voucher (SV)

GNL

Global Supply Business Line
Allowance for Loss on A/R
Document that was created by
batch job

Global Supply

Standard Voucher (SV)

GFL

Global Supply Business Line
Allowance for Loss on A/R
Document that was created by
batch job

Automotive
Purchases

Standard Voucher (SV)

VDA

Automotive Purchases Business
Line Accrual Documents
submitted by Form Import.
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Business Line Document Category Document | Description
Type

Automotive Standard Voucher (SV) | VMA Automotive Purchases Business

Purchases Line Accrual Document that was
manually created by a user.

Automotive Standard Voucher (SV) | VAL Automotive Purchases Business

Purchases Line Allowance for Loss on A/R
Document that was manually
created by a user.

Automotive Standard Voucher (SV) | VFL Automotive Purchases Business

Purchases Line Allowance for Loss on A/R
Document that was created by
batch job

Automotive Standard Voucher (SV) | VNL Automotive Purchases Business

Purchases Line Allowance for Loss on A/R
Document that was created by
batch job

Real Property Standard Voucher (SV) | PDA RPUDD Business Line Accrual

Utilization and Documents generated by

Disposal Division PCACCRU.

(RPUDD)

Real Property Standard Voucher (SV) | PMA RPUDD Business Line Accrual

Utilization and Document that was manually

Disposal Division created by a user.

(RPUDD)

Real Property Standard Voucher (SV) | PDS RPUDD Business Line Internal

Utilization and Contract Cost/Proceed

Disposal Division Distribution Document manually

(RPUDD) created by a user.

Real Property Standard Voucher (SV) | PML RPUDD Business Line

Utilization and Allowance for Loss on A/R

Disposal Division Document that was manually

(RPUDD) created by a user.

GM&A Standard Voucher (SV) | IML GM&A 10S Business Line
Allowance for Loss on A/R
Document that was manually
created by a user
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Business Line Document Category Document | Description
Type

GM&A Standard Voucher (SV) | MIL GM&A 10S Business Line
Allowance for Loss on A/R
Document that was created by
batch job

Manual Business Standard Voucher (SV) | MDA Manual Business Lines Accrual

Lines Documents generated by
PCACCRU.

Manual Business Standard Voucher (SV) | MMA Manual Business Lines Accrual

Lines Document that was manually
created by a user.

Manual Business Standard Voucher (SV) | MML Manual Business Lines

Lines Allowance for Loss on A/R
Document that was manually
created by a user.

Manual Business Standard Voucher (SV) | MMR Manual Business Lines Revenue

Lines Fund Transfer Document that
was manually created by a user.

Manual Business Standard Voucher (SV) | MDS Manual Business Lines PCAS

Lines Surcharge Document generated
by PCSURGEN.

Manual Business Standard Voucher (SV) | IFL Recycling Business Lines

Lines Allowance for Loss on A/R
Document that was created by
Allowance for Loss batch job

Manual Business Standard Voucher (SV) | IAL Manual Business Line

Lines Allowance for Loss on A/R
Document that was manually
created by a user.

Manual Business Standard Voucher (SV) | INL Recycling Business Lines

Lines Allowance for Loss on A/R
Document that was created by
Allowance for Loss batch job

TARPS Standard Voucher (SV) | TAR Manual Business Line TARPS
Document that was manually
created by a user.
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Business Line Document Category Document | Description
Type
TARPS Standard Voucher (SV) | TCO Manual Business Line TARPS

Summary Collection Document
that was manually created by a
user

External Services Standard Voucher (SV) | MME Manual Business Line Employee
Detail that was created by Mass
Import

External Services Standard Voucher (SV) | QDA External Service Business Lines
Accrual Documents generated
by PCACCRU.

External Services Standard Voucher (SV) | QMA External Service Business Lines
Accrual Document that was
created by Mass Import

External Services Standard Voucher (SV) | QML External Service Business Lines
Allowance for Loss on A/R
Document that was manually
created by a user.

Claims Standard Voucher (SV) | LN6 Claims Business Lines
Allowance for Loss on A/R
Document that was created by
Allowance for Loss batch job

Claims Standard Voucher (SV) | ML6 Claims Business Lines
Allowance for Loss on A/R
Document that was manually
created by a user.

Claims Standard Voucher (SV) | LN7 Claims Business Lines
Allowance for Loss on A/R
Document that was created by
Allowance for Loss batch job

Claims Standard Voucher (SV) | ML7 Claims Business Lines
Allowance for Loss on A/R
Document that was manually
created by a user.

Outlease Standard Voucher (SV) | ONL Outlease Business Line
Allowance for Loss on A/R
Document that was created by
Allowance for Loss batch job
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Type
Outlease Standard Voucher (SV) | OML Outlease Business Line
Allowance for Loss on A/R
Document that was manually
created by a user.
AAS - National - Standard Voucher (SV) | SDA AAS National Business Lines
FEDSIM Accrual Documents generated
(AASFedSim) by Form Import
AAS - National - Standard Voucher (SV) | SMA AAS National Business Lines
FEDSIM Accrual Document that was
(AASFedSim) manually created by a user.
AAS - National - Standard Voucher (SV) | SFL AAS National Business Lines
FEDSIM Allowance for Loss on A/R
(AASFedSim) Federal Document that was
manually created by a user
AAS - National - Standard Voucher (SV) | SNL AAS National Business Lines
FEDSIM Allowance for Loss on A/R
(AASFedSim) Non-Federal Document that was
manually created by a user.
AAS - National - Standard Voucher (SV) | SML AAS National Business Line
FEDSIM Allowance for Loss on A/R
(AASFedSim) Document that was manually
created by a user
AAS - Regional - Standard Voucher (SV) | EDA AAS - Regional Business Lines
IT (AASREGIT) Accrual Documents generated
by Form Import
AAS - Regional - Standard Voucher (SV) | EMA AAS - Regional Business Lines
IT (AASREGIT) Accrual Document that was
manually created by a user.
AAS - Regional - Standard Voucher (SV) | EFL AAS - Regional Business Lines
IT (AASREGIT) Allowance for Loss on A/R
Federal Document that was
manually created by a user
AAS - Regional - Standard Voucher (SV) | ENL AAS - Regional Business Lines
IT (AASREGIT) Allowance for Loss on A/R
Non-Federal Document that was
manually created by a user.
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Business Line Document Category Document | Description
Type
AAS - Regional - Standard Voucher (SV) | EML AAS - Regional Business Line
IT (AASREGIT) Allowance for Loss on A/R
Document that was manually
created by a user
AAS - Integrated Standard Voucher (SV) | KDA AAS - Integrated Workplace
Workplace Acquisition Center Business
Acquisition Center Lines Accrual Documents
(IWAC) generated by Form Import
AAS - Integrated Standard Voucher (SV) | KMA AAS - Integrated Workplace
Workplace Acquisition Center Business
Acquisition Center Lines Accrual Document that
(IWAC) was manually created by a user.
AAS - Integrated Standard Voucher (SV) | KFL AAS - Integrated Workplace
Workplace Acquisition Center Business
Acquisition Center Lines Allowance for Loss on
(IWAC) A/R Federal Document that was
manually created by a user
AAS - Integrated Standard Voucher (SV) | KNL AAS - Integrated Workplace
Workplace Acquisition Center Business
Acquisition Center Lines Allowance for Loss on
(IWAC) A/R Non-Federal Document that
was manually created by a user.
AAS - Integrated Standard Voucher (SV) | KML AAS - Integrated Workplace
Workplace Acquisition Center Business
Acquisition Center Line Allowance for Loss on A/R
(IWAC) Document that was manually
created by a user
HSPD-12 Standard Voucher (SV) | HAD HSPD-12 Business Lines
(ITSHSPD12) Accrual Documents generated
by Form Import
HSPD-12 Standard Voucher (SV) | HMA HSPD-12 Business Lines
(ITSHSPD12) Accrual Document that was
manually created by a user.
HSPD-12 Standard Voucher (SV) | HFL HSPD-12 Business Lines

(ITSHSPD12)

Allowance for Loss on A/R
Federal Document that was
manually created by a user
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Business Line Document Category Document | Description
Type
HSPD-12 Standard Voucher (SV) | HNL HSPD-12 Business Lines
(ITSHSPD12) Allowance for Loss on A/R
Non-Federal Document that was
manually created by a user.
HSPD-12 Standard Voucher (SV) | HML HSPD-12 Business Line
(ITSHSPD12) Allowance for Loss on A/R
Document that was manually
created by a user
National IT Standard Voucher (SV) | NDA National IT Commodity
Commodity Program Business Lines Accrual
Program Documents generated by Form
(ITSNATITCM) Import
National IT Standard Voucher (SV) | NMA National IT Commodity
Commodity Program Business Lines Accrual
Program Document that was manually
(ITSNATITCM) created by a user.
National IT Standard Voucher (SV) | NFL National IT Commodity
Commodity Program Business Lines
Program Allowance for Loss on A/R
(ITSNATITCM) Federal Document that was
manually created by a user
National IT Standard Voucher (SV) | NNL National IT Commodity
Commodity Program Business Lines
Program Allowance for Loss on A/R
(ITSNATITCM) Non-Federal Document that was
manually created by a user.
National IT Standard Voucher (SV) | NML National IT Commodity
Commodity Program Business Line
Program Allowance for Loss on A/R
(ITSNATITCM) Document that was manually
created by a user
Regional Network | Standard Voucher (SV) | TDA Telecom Business Lines Accrual
Services-Telecom Documents generated by Form
(ITSREGTEL) Import
Regional Network | Standard Voucher (SV) | TMA Telecom Business Lines Accrual

Services-Telecom
(ITSREGTEL)

Document that was manually
created by a user.
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Business Line Document Category Document | Description
Type
Regional Network | Standard Voucher (SV) | TFL Telecom Business Lines
Services-Telecom Allowance for Loss on A/R
(ITSREGTEL) Federal Document that was
manually created by a user
Regional Network | Standard Voucher (SV) | TNL Telecom Business Lines
Services-Telecom Allowance for Loss on A/R
(ITSREGTEL) Non-Federal Document that was
manually created by a user.
Regional Network | Standard Voucher (SV) | TML Telecom Business Line
Services-Telecom Allowance for Loss on A/R
(ITSREGTEL) Document that was manually
created by a user
Wide Area Standard Voucher (SV) | WDA Wide Area Network Business
Network - Lines Accrual Documents
(ITSWAN) generated by Form Import
Wide Area Standard Voucher (SV) | WMA Wide Area Network Business
Network - Lines Accrual Document that
(ITSWAN) was manually created by a user.
Wide Area Standard Voucher (SV) | WFL Wide Area Network Business
Network - Lines Allowance for Loss on
(ITSWAN) A/R Federal Document that was
manually created by a user
Wide Area Standard Voucher (SV) | WNL Wide Area Network Business
Network - Lines Allowance for Loss on
(ITSWAN) A/R Non-Federal Document that
was manually created by a user.
Wide Area Standard Voucher (SV) | WML Wide Area Network Business
Network - Line Allowance for Loss on A/R
(ITSWAN) Document that was manually
created by a user
FAS Information Standard Voucher (SV) | CMA FAS Information Technology
Technology Category SV Accrual Manual
Category
FAS Information Standard Voucher (SV) | CDA FAS Information Technology
Technology Category SV Accrual
Category Automated
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Business Line Document Category Document | Description

Type
FAS Information Standard Voucher (SV) | CFL FAS Information Technology
Technology Category Allowance for on A/R
Category Federal
FAS Information Standard Voucher (SV) | CNL FAS Information Technology
Technology Category Allowance for on A/R
Category Non-Federal
FAS Information Standard Voucher (SV) | CML FAS Information Technology
Technology Category Manual Allowance for
Category Loss on A/R

A5 Appendix: Available Cash Receipt (CR) Document Types

Please visit BAAR User Guide 4 of 10 Section 4.8.1.2 Available Cash Receipt (CR)

Document Types.

Table 38: Available Cash Receipt (CR) Document Types

Region Document Category Document Description

Type
Region 6 | Cash Receipt (CR) CHG6 Manual Check.
Region 6 | Cash Receipt (CR) RC6 Manual Returned Check.
Region 6 | Cash Receipt (CR) EF6 Manual EFT.
Region 6 | Cash Receipt (CR) CAb6 Manual Cash.
Region 6 | Cash Receipt (CR) WOQO6 Write Off CR.
Region 6 | Cash Receipt (CR) NW6 Non-Federal Write Off CR.
Region 6 | Cash Receipt (CR) CW6 Credit Application CR.
Region 6 | Cash Receipt (CR) CR6 Credit Refund CR.
Region 6 | Cash Receipt (CR) CT6 Credit Treasury Transfer CR.
Region 6 | Cash Receipt (CR) IR6 IPAC CR.
Region 6 | Cash Receipt (CR) DR6 IPAC Debit Voucher.
Region 6 | Cash Receipt (CR) L6F Fleet Lockbox CR
Region 6 | Cash Receipt (CR) L6M Manual Lockbox CR.
Region 6 | Cash Receipt (CR) L6X Miscellaneous Lockbox CR.
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Region Document Category Document Description

Type
Region 6 | Cash Receipt (CR) L6B Supply Lockbox CR.
Region 6 | Cash Receipt (CR) CC6 Credit Card CR.
Region 6 | Cash Receipt (CR) MC6 Manual Credit Card Terminal CR.
Region 6 | Cash Receipt (CR) CV6 Credit Card Chargebacks CR.
Region 6 | Cash Receipt (CR) PC6 Pay.gov (Credit Card) CR.
Region 6 | Cash Receipt (CR) PAG6 Pay.gov (ACH) CR.
Region 6 | Cash Receipt (CR) PV6 Pay.gov Refund CR (Debit VVoucher).
Region 6 | Cash Receipt (CR) AO6 Advance Offset.
Region 6 | Cash Receipt (CR) PS6 Pay.gov (Credit Card) CR
Region 6 | Cash Receipt (CR) PEG6 Manual Pay.gov (Credit Card) CR
Region 6 | Cash Receipt (CR) L6L AAS & ITS Lockbox CR
Region 6 | Cash Receipt (CR) L6T Transportation Lockbox CR
Region 6 | Cash Receipt (CR) L6C Claims Lockbox CR
Region 6 | Cash Receipt (CR) CIF Contract Fee Interface Collections

(Lockbox and Pay.gov).

Region 6 | Cash Receipt (CR) DDC DoD Interfund Collection CR.
Region 6 | Cash Receipt (CR) FD6 FedDebt Cash Receipt
Region 7 | Cash Receipt (CR) CH7 Manual Check.
Region 7 | Cash Receipt (CR) RC7 Manual Returned Check.
Region 7 | Cash Receipt (CR) EF7 Manual EFT.
Region 7 | Cash Receipt (CR) CA7 Manual Cash.
Region 7 | Cash Receipt (CR) WOQO7 Write Off CR.
Region 7 | Cash Receipt (CR) NW7 Non-Federal Write Off CR.
Region 7 | Cash Receipt (CR) Cw7 Credit Application CR.
Region 7 | Cash Receipt (CR) CR7 Credit Refund CR.
Region 7 | Cash Receipt (CR) CT7 Credit Treasury Transfer CR.
Region 7 | Cash Receipt (CR) IR7 IPAC CR.
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Region Document Category Document Description
Type
Region 7 | Cash Receipt (CR) DR7 IPAC Debit Voucher.
Region 7 | Cash Receipt (CR) L7R RWA Lockbox CR.
Region 7 | Cash Receipt (CR) PC7 Pay.gov (Credit Card) CR.
Region 7 | Cash Receipt (CR) PV7 Pay.gov Refund CR (Debit VVoucher).
Region 7 | Cash Receipt (CR) AO7 Advance Offset.
Region 7 | Cash Receipt (CR) IOF Internal Offset
Region 7 | Cash Receipt (CR) L7M Miscellaneous Lockbox CR.
Region 7 | Cash Receipt (CR) FD7 FedDebt Cash Receipt

A.6  Appendix: Available Payment Authorization (IP) Document Types

Please visit BAAR User Guide 6 of 10 Section 4.15.4.2 Payment Authorization (IP)

Document Types.
Table 39: Available Payment Authorization (IP) Document Types
Region Document Category | Document Type Description
Region 6 Payment REG6 Refund generated by
Authorization (IP) the IPAC Refund
process.
Region 6 Payment RD6 Refund generated by
Authorization (IP) the IPAC Refund
process for DFAS.
Region 6 Payment IM6 Manual IPAC refund.
Authorization (IP)
Region 6 Payment MR6 Manual non-IPAC
Authorization (IP) refund.
Region 6 Payment MI6 Manual IPAC
Authorization (IP) Disbursement.
Region 6 Payment CB6 IPAC Pull Payment
Authorization (IP) (IPAC Customer
Generated
Exception).
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Region Document Category | Document Type Description
Region 6 Payment NI6 Non-IPAC refund.
Authorization (IP)
Region 6 Payment CP6 Credit Card refund.
Authorization (IP)
Region 6 Payment DDR DoD Interfund
Authorization (IP) refund.
Region 6 Payment PCR Manual Terminal
Authorization (IP) Credit Card No
Check refund.
Region 6 Payment PU Non-IPAC Refund
Authorization (IP)
Region 7 Payment RE7 Refund generated by
Authorization (IP) the IPAC Refund
process.
Region 7 Payment IM7 Manual IPAC refund.
Authorization (IP)
Region 7 Payment MR7 Manual non-IPAC
Authorization (IP) refund.
Region 7 Payment CB7 IPAC Pull Payment
Authorization (IP) (IPAC Customer
Gnereated
Exception).
Region 7 Payment NI7 Non-IPAC refund.

Authorization (IP)

A.7 Appendix: Available Disbursement Cancellation (CX) Document Types

Please visit BAAR User Guide 6 of 10 Section 4.15.5.1 Available Disbursement Cancellation
(CX) Document Types.

Table 40: Available Disbursement Cancellation (CX) Document Types

Region Document Category | Document Type Description
Region 6 Disbursement DC6 Disbursement
Cancellation (CX) Cancellation for
BAAR.

USDA BAAR Pegasys 7.5.1 User Guide - Updated May 2018 Page 152



CGlI Federal

Region Document Category | Document Type Description
Region 7 Disbursement DC7 Disbursement
Cancellation (CX) Cancellation for
BAAR.

A.8 Appendix: Available External Direct Agreement (ED) Document Types

Please visit BAAR User Guide 1 of 10 Section 4.3.1.1 Available External Direct Agreement
(ED) Document Types.

Table 41: Available External Direct Agreement (ED) Document Types

Business Line Document Category Document Description
Type
RWA External Direct IER External Direct agreement
agreement (ED) Recurring IPAC.
RWA External Direct e NER External Direct agreement
agreement (ED) e NEC Recurring Non-IPAC.
RWA External Direct e IEA External Direct agreement
agreement (ED) e IEB Non-Recurring IPAC.
e |IEE
o IEF
e IEN
RWA External Direct e NEA External Direct agreement
agreement (ED) e NEB Non-Recurring Non-IPAC.
e NED
e NEE
e NEF
e NEN
HOTD External Direct IHR External Direct agreement
agreement (ED) Recurring IPAC.
HOTD External Direct e NHR External Direct agreement
agreement (ED) e NHC Recurring Non-IPAC.
Real Property External Direct PPI External Direct agreement
Utilization and agreement (ED) Non-Recurring IPAC.
Disposal Division
(RPUDD)
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Business Line Document Category Document Description
Type

Real Property External Direct PPN External Direct agreement

Utilization and agreement (ED) Non-Recurring Non-IPAC.

Disposal Division

(RPUDD)

R6 Manual External Direct MAI External Direct agreement
agreement (ED) Non-Recurring IPAC.

R6 Manual External Direct MAN External Direct agreement
agreement (ED) Non-Recurring Non-IPAC.

GM&A Central External Direct WAI External Direct agreement

Office PCAS (262) | agreement (ED) Recurring IPAC.

- Information

R6 Manual: External Direct QAI External Direct agreement

External Services agreement (ED) Non-Recurring IPAC.

R6 Manual: External Direct QAN External Direct agreement

External Services agreement (ED) Non-Recurring Non-IPAC.

R7 Outlease External Direct OED External Direct Agreement
agreement (ED)

R7 Outlease External Direct ORD External Direct Agreement
agreement (ED)

R7 Outlease External Direct OFD External Direct Agreement
agreement (ED)

R7 Outlease External Direct 00D External Direct Agreement
agreement (ED)

R7 Outlease External Direct OHD External Direct Agreement
agreement (ED)

R7 Outlease External Direct OPD External Direct Agreement
agreement (ED)

R7 Outlease External Direct OAD External Direct Agreement
agreement (ED)

R7 Outlease External Direct OMD External Direct Agreement
agreement (ED)

R7 Outlease External Direct OosD External Direct Agreement
agreement (ED)
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Business Line Document Category Document Description
Type

R7 Outlease External Direct OwWD External Direct Agreement
agreement (ED)

R7 Outlease External Direct OLD External Direct Agreement
agreement (ED)

R7 Outlease External Direct OCD External Direct Agreement
agreement (ED)

R7 Outlease External Direct OuD External Direct Agreement
agreement (ED)

AAS - National - External Direct UED External Direct Agreement

FEDSIM agreement (ED)

(AASFedSim)

AAS - Regional - External Direct UED External Direct Agreement

IT (AASREGIT) agreement (ED)

AAS - Integrated External Direct UED External Direct Agreement

Workplace agreement (ED)

Acquisition Center

(IWAC)

ITS - Regional External Direct UED External Direct Agreement

Network Services- | agreement (ED)

Expanded Services

(ITSEXPSER)

HSPD-12 External Direct UED External Direct Agreement

(ITSHSPD12) agreement (ED)

National IT External Direct UED External Direct Agreement

Commodity agreement (ED)

Program

(ITSNATITCM)

FAS Information External Direct CED FAS Information

Technology agreement (ED) Technology Category

Category External Direct Agreement

A.9 Appendix: Available Internal Direct Agreement (ID) Document Types

Please visit BAAR User Guide 1 of 10 Section 4.3.2.1 Available Internal Direct Agreement
(1D) Document Types.
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Table 42: Available Internal Direct Agreement (ID) Document Types

Business Line Document Document | Description
Category Type
RWA Internal Direct DIR Internal Direct agreement
agreement (ID) Recurring.
RWA Internal Direct e DIA Internal Direct agreement Non-
agreement (ID) e DIB Recurring.
e DIF
e DIN
HOTD Internal Direct DHR Internal Direct agreement

agreement (ID) Recurring.

Real Property Utilization | Internal Direct PPV Internal Direct agreement Non-

and Disposal Division agreement (ID) Recurring.
(RPUDD)
R6 Manual Internal Direct MID Internal Direct agreement Non-

agreement (ID) Recurring.

GM&A Central Office Internal Direct WA Internal Direct agreement

PCAS (262) - agreement (ID) Recurring.

Centralized

Administrative Support

(CAS)

AAS - National - Internal Direct uiD Internal Direct Agreement

FEDSIM (AASFedSim) | agreement (ID)

Internal Direct uiD
agreement (ID)

AAS - Regional - IT
(AASREGIT)

Internal Direct Agreement

Internal Direct uiD
agreement (ID)

AAS - Integrated
Workplace Acquisition
Center (IWAC)

Internal Direct Agreement

Internal Direct uiD
agreement (ID)

ITS - Regional Network
Services-Expanded
Services (ITSEXPSER)

Internal Direct Agreement

Internal Direct uID
agreement (ID)

HSPD-12 (ITSHSPD12) Internal Direct Agreement

Internal Direct uib
agreement (ID)

National IT Commodity
Program
(ITSNATITCM)

Internal Direct Agreement

USDA BAAR Pegasys 7.5.1 User Guide - Updated May 2018 Page 156



CGlI Federal

Business Line Document Document | Description
Category Type
FAS Information Internal Direct CID FAS Information Technology
Technology Category agreement (ID) Category Internal Direct
Agreement

A.10 Appendix: Available Agreement Charge (AG) Document Types

Please visit BAAR User Guide 1 of 10 Section 4.3.4.1 Available Agreement Charge (AG)
Document Types.

Table 43: Available Agreement Charge (AG) Document Types

Business Line Document Category | Document Type Description

HOTD Agreement Charge HCH HOTD Business Line
(AG) Document.

Manual Agreement Charge MCH Region 6 Business
(AG) Lines

A.11 Appendix: Available Debt Account (DA) Document Types

Please visit BAAR User Guide 3 of 10 Section 4.7.5 Available Debt Account (DA) Document
Types.

Table 44: Available Debt Account (DA) Document Types

Region Document Category | Document Type Description

Region 6 Debt Account (DA) D6M Region 6 Claims -
Manual

Region 6 Debt Account (DA) DAV Region 6 Claims -
Vehicle (Automated)

Region 6 Debt Account (DA) DES External Services
Claims - Manual

Region 7 Debt Account (DA) D7M Region 7 Claims -
Manual

A.12 Appendix: Available Mass Import Document Types

Please visit BAAR User Guide 7 of 10 Section 4.21.2 Document Types for Mass Import.
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Table 45:

Available Mass Import Document Types

Business line Document Category Pegasys Document Types
Rent Billing Document (BD) e RMI
¢ RMN
Rent Internal Voucher (NV) RMV
Rent Standard Voucher (SV) e RMAR
e ML
Fleet Billing Document (BD) e FMI
e FMN
e FMD
Fleet Internal Voucher (NV) FMV
Fleet Standard Voucher (SV) e FMA
e FML
RWA/HOTD Billing Document (BD) e AMI
e AMN
RWA/HOTD Internal VVoucher (NV) AMV
RWA/HOTD Standard VVoucher (SV) e AMA
e AML
e SDS
e ADS
e HDS
Global Supply Billing Document (BD) e GMI
¢ GMN
e GML
e GMS
e GMD
Global Supply Internal Voucher (NV) GMV
Global Supply Standard Voucher (SV) e GMA
e GAL
e GMM
Automotive Purchases Billing Document (BD) e VMI
e VMN
e VMD
Automotive Purchases Internal Voucher (NV) VMV
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Business line

Document Category

Pegasys Document Types

Automotive Purchases

Standard Voucher (SV)

e VMA
e VAL

Manual Business Lines

Billing Document (BD)

e PMI
e PMN
e MIO
e MMI
e MMN

Manual Business Lines

Internal Voucher (NV)

e PMV
e WV
e MMV

Manual Business Lines

Standard VVoucher (SV)

e PMA
e PDS
e PML
e IML
e MMA
e MML
e MMR
e IAL
e MDS

Manual Business Lines

External Direct Agreement

(ED)

e PPI
e PPN
e MAI
e MAN
e WAI

Manual Business Lines

Internal Direct Agreement

(ID)

e PPV
e MID
e WA

Manual Business Lines

Agreement Charge (AG)

MCH

RPUDD

Billing Document (BD)

e PMI
e PMN

RPUDD

Internal Voucher (NV)

PMV

RPUDD

Standard Voucher (SV)

e PMA
e PDS
e PML
e |ML

USDA
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Business line Document Category Pegasys Document Types
RPUDD External Direct Agreement e PPI
e PPN
RPUDD Internal Direct Agreement PPV
Outlease Standard Voucher (SV) e OMA
e OML
AAS - National - FEDSIM Standard Voucher (SV) e SMA
(AASFedSim) e SDA
e SML
AAS - Regional - IT Standard Voucher (SV) e EMA
(AASREGIT) e EDA
e EML
AAS - Integrated Workplace | Standard Voucher (SV) e KMA
Acquisition Center (IWAC) e KDA
e KML
ITS - Regional Network Standard Voucher (SV) e XMA
Services-Expanded Services e XDA
(ITSEXPSER) . XML
HSPD-12 (ITSHSPD12) Standard Voucher (SV) e HMA
e HAD
e HML
National IT Commodity Standard Voucher (SV) e NMA
Program (ITSNATITCM) e NDA
e NML
Regional Network Services- | Standard Voucher (SV) e TMA
Telecom (ITSREGTEL) e TDA
e TML
Wide Area Network - Standard Voucher (SV) e WMA
(ITSWAN) e WMD
e WML
External Services Standard Voucher (SV) e QMA
e MME
e QML
TARPS Standard Voucher (SV) e TAR
e TCO
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Business line

Document Category

Pegasys Document Types

Non - Business Line Specific | Standard VVoucher (SV)

e NWR
¢ NCR

Region 6

Cash Receipts

e CHG6
e EF6
e A6
e WO6
e CW6
e CRG6
e CT6
e RC6
e L6M
e MC6
e AO6
e NW6

Region 6

Itemized Payments

e |IM6
e MR6
e NI6
e MiI6
e DDR
e CP6
e PCR

Region 7

Cash Receipts

e CH7
o EF7
o CA7
e WO7
e CW7
e CRY
o CT7
e AO7
e NW7
e L7R

Region 7

Itemized Payments

o M7
e MRY7
e CB7
o NI7

USDA
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Business line Document Category Pegasys Document Types
Claims Standard Voucher (SV) e D7A
e D6A
e ML7Y
e ML6
FAS Information Technology | Billing Document (BD) e CMI
Category e CMN
FAS Information Technology | Internal Voucher (NV) CMV
Category
FAS Information Technology | Standard Voucher (SV) e CMA
Category e CDA
e CML
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