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Welcome to today’s presentation:

eRETA Advanced Course
September 24, 2019

The presentation will start at 1 pm Eastern

Note: Phones are automatically muted during the presentation. You have the
ability to send questions to your fellow attendees and our presentation team via
your Chat pane. Our team will answer as many of the questions as possible
throughout and at the end of the presentation. All questions will be captured, and

answers sent to all participants prior to the next presentation.
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external RWA Entry and Tracking Application (eRETA)

eRETA Advanced Course-

In eRETA, How Do I...?
September 24, 2019
Presented by:
Steve Sacco
Reimbursable Services Program Manager
GSA-PBS Project Delivery Excellence Division
Office of Design & Construction

Hosted by:
Rebecca Hood

Customer Relationship Specialist
PBS Great Lakes Region (R5)
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gl ~ Client Enrichment Series

Using eRETA to send RWAs and RWA Work Requests is going to
become MANDATORY October 1, 2019 (Beginning FY2020)

We have an extensive outreach and training program developed that will allow preparation
time to enable our customers to institute this new process.

Come back to either eRETA session as often as you like, or tell a peer about our events:

eRETA Overview (Basics)
Tuesday, October 8th 2019 1pm-3pm Eastern Register Now

In eRETA, How Do I...? (Advanced)
Thursday, October 24th 2019 1pm-2:30pm Eastern Regqister Now
(attending “eRETA Overview” and gaining eRETA access is advised prior to attending this
session)

A host of resources, guides and training videos are available online at:

. www.gsa.gov/ereta
GSA



https://meetcqpub1.gsa.gov/content/connect/c1/7/en/events/event/private/1577232/152008351/event_landing.html?sco-id=164013609&_charset_=utf-8
https://meetcqpub1.gsa.gov/content/connect/c1/7/en/events/event/private/1577232/152008351/event_landing.html?sco-id=164013609&_charset_=utf-8
https://meetcqpub1.gsa.gov/content/connect/c1/7/en/events/event/private/1577232/152008351/event_landing.html?sco-id=164013709&_charset_=utf-8
http://www.gsa.gov/ereta
https://meetcqpub1.gsa.gov/content/connect/c1/7/en/events/event/shared/default_template/event_landing.html?sco-id=131902460&_charset_=utf-8

Today’s Topics

eRETA Website and Access

Work Request Workflow

Understanding the eRETA Searches and a walkthrough of all search fields
Four RWA Amendment Input Codes

Component Treasury Account Symbol (TAS) Format and “My Favorites”
Multiple Funding Strings and the “Line to Bill” Feature

Digital Signature Recap

Open Q&A




Gaining Access and Training Materials

wWww.gsa.gov/ereta

TRAVEL REAL ESTATE ACQUISITION TECHNOLOGY POLICY &
REGULATIONS

Home = Real Estate = Real Estate Services = Reimbursable Services (RS) Program = ERETA RWA Customer Portal =

REIMBURSABLE SERVICES (RS) e RETA RWA C ustomer PO rta l

PROGRAM
Overview E:)w Do | Access eRETA? | eRETA Training MateriaB
About RWAs

Billing & Payment R E TA

> eRETA RWA Customer Portal

eRETA Training Materials

New Digital Features Now Available in eRETA

We are very excited to announce thatin May 2017, the General Services Administration,
Public Buildings Service (GSA-PBS) enhanced its Reimbursable Work Authorization (RWA)
intake process by offering an electronic alternative to several existing manual processes.

How do | access eRETA

Policy & Guidance

Training & FAQs

 — These new features include:

;


http://www.gsa.gov/ereta

Work Request Workflow Steps

I
1 — Customer Action - Customer enters Work Request (WR) information

2 — Customer Action — Customer sends WR to GSA

3 — GSA Action — GSA assigns PM/POC to project or service

4 - Jointly — GSA PM/POC and Customer develop requirements (scope,
estimates, schedules, etc)

5 — Customer Action — Customer enters remiaing WR information (equal to page
1 of RWA Form) and send to GSA

6 — GSA Action — GSA enters GSA-specific information (equal to page 2 of RWA
Form)

7- GSA Action — GSA routes for digital signatures

8 — Jointly — Once the Customer and GSA sign, the RWA is accepted




eRETA Search Tips and Tricks

& Work Request / RWA Search Hide Criteria
WR/RWA Type Select options - & WR/RWA Number Closure Stalus = Select options
WR/RWA Status Select options v Organization Code Region Select options v
_ Pending Action | v Overtime Utilities v
Building Number =X} Building Name
Primary Worksite City Enmary wogt(::: Select options v Building Type Select options
Agency Bureau Code | 01001, 01044, 02804, { ~ Dusscr R
BOAC Severable Service Select options v Customer Funding Type  Select options
PDN PCN [ customerin |
Authorized Amount from $ to$ Agency Accougg?ag User ID Q
RWA Acceptance/Start Date from '_] to '_] Agency Contact Email GSA PM/POC Email

Search Clear Export to Excel File

This report displays current WR/RWA information, including pending fransactions. Therefore Pending or In Queue transactions may display differently than the official values in Pegasys.

e  Multiple search criteria means eRETA will search for all records that match ALL criteria entered
e The “little person” icon auto-populates your name in the User ID field
e  Hyperlinks on the searches and throughout eRETA open up the Glossary definition for that term
o Customer ID - searches for records that have the matching data in the “Requisition ID”, “Customer Order

Number”, “Agency Accounting Data”, or the “Brief Project Description” fields
e  “Pending Action” filter allows you to locate WR/RWAs awaiting your action and attention
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eRETA Search Tips and Tricks (cont.)

R ET ﬁ @ Building Search - Google Chrome -

SEARCH DATAENTRY |

Building Search

[ Work Request / RWA Search - N“mbﬂl—] Organizafion Cok
WRIRWA Type  Select options 7] Building Name
City |albany Stale Mew ‘York v
WR/BWA Siafus = Select options - Zip Code
Pending Action
Building Mumber =N Search | Clear | Cancel
Primary Worksite City

Agency Bureau Code

BOAC

PDN
Authorized Amount from S 03 7| [nvooo2zz  Po22ss10 JAMES T. FOLEY USPO & CT HOUSE 445 BROADWAY ALBANY
- 1 [nvosoozz  Poz2ssi0 LEO W OBRIEN FB 1 CLINTON AVE ALBANY NY 12207
RIVA Acceptance/Start Date: from Cto | |wvearszz Po22ssoo 401 NEW KARMER ROAD 401 New Kamer Rd ALBANY NY 12205

NY&4THZZ  PO225500 BARRM BETTY & LEDUKE 52 CORPORATE CIR ALBANY NY 12203
NYT1062Z  PO225500 1 WINNERS CIRCLE 1 Winners Gir ALBANY MY 12205
NYT1232Z  P0225500 DYKEM POND ROAD 20 MODONMNA LAKE ROAD ALBANY NY 12082
NYT1362ZZ PO0225510 200 MCCARTY AVEMUE 200 MCCARTY AVENUE ALBANY NY 12209
NYT1692Z  PO225500 3% NORTH PEARL STREET 39 N PEARL 5T ALBANY NY 12207
NYT2262Z  P0225500 & AUTOMATION LANE & AUTOMATION LN ALBANY

ALBANY INTERMATIONAL AIRFORT ALBANY

20 records found. Displaying page

— NYT297ZZ  P0225500 ALBANY INTERNATIONAL AIRPORT

Thiz report displays current WR/RWA information. including pend

e Magnifying glass icons open search windows for the search criteria in question

GSA



eRETA Search Export to Excel

B3 Work Request / RWA Search Hide Criteria
WRIRWA Type Select options - &9 WA Nui Closure Staius  Select options v
WRIRWA Status = Select options v Organization Code Region Select options v
Pending Action v Overtime Utilities v
Building Number Building Name
Primary Worksite City Primaty Wogkt::tee Select options v Building Type Select options v
Agency Bureau Code 01001, 01044, 02804, { ~ i bl
BOAC Severable Service Select options v Customer Funding Type Select options v
PDN PCN Customer ID
Authorized Amount from $ tod Agency, Accou[r;;itr;g User ID ﬂ
RWA Acceptance/Start Date from _"_J to :'__l Agency Contact Email GSA PM/POC Email
e —
Search Clear || ExporttoExcelFile [/
| ——

This report displays current WR/RWA information, including pending fransactions. Therefore Pending or In Queue transactions may display differently than the official values in Pegasys.

e  Export to Excel of any search provided additional data that cannot be displayed on screen (due to space limitations)
e The Financial Review Export to Excel is one of the most widely used, supplementing data you might pull from other
GSA websites (i.e. the PBS Customer Dashboard).
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RWA Amendment Input Codes

SUMMARY

Estimate Tracking #:
Building Name:

/A  Building Type: Owned
FED BLDG USPO & CH

When do | need an amendment?

If GSA entered the RWA before eRETA and you want to correct or add any missing data
You need to cancel the RWA after acceptance due to priority changes in your organization
You need to add funding to an RWA

Four Amendment Types:

E-input code: Customer Administrative Change - direct submission to Pegasys
H-input code: Billing Change

N-input code: Cancel/Early Completion

X-input code: Amount and/or Scope Change
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RWA Amendment Input Codes (cont.)

Agency Accounting Details

Read-Only View

Depending on
the “Input Code”

SUMMARY WR/RWA Number: A5007820 Status: Accepted Successfully Input Code: E
o selected, certain
* Required Fields
CUSTOMER i
INFORMATION fields are
editable and
B e ATION Agency Certified Amt $836,325 23 others are
Agency Fund Year 2017 | Authorized Line Amt $ 836325 23 disabled ( raved
A NTING Eund Type " A: Annual v Treasury Symbol 02820172017 8704000 g y
DETNLS Expiration Date of Obligational Authority: o Ut) .
CAN: 4001132 SOC: 3225 Appropriation: 28178704 E-in put code
CUSTOMER
APPROVAL * Agency Accounting Data amend mentS
e

PBS (Limited to 255 Characters) can be
INFORMATION Update Cancel Reset submitted
AUTHORIZING immediately to
PETALS Agency Accounting Detail Lines Help GSA'S Fina ncial
PBS Lineto Created | Modified | Treasury (Fund| Fund |Exp Date of|Authorized - Modify Management
e S e e .

CAN: 4001132 SOC: 3225 Appropriation: 28178704 SVSte m. Other

02820172 i
05/26/2017|06/19/2018| 7250 " 12017 |Annual| 09/30/2017 ($836,325.23 =Y require GSA
y review and
Agency Cert Amt: $836,325.23 Authorized Line Amt: $836,325.23 a pprova I .
11



Treasury Account Symbol (TAS) and
“My Favorites”

SUMMARY WR/RWA Number: A5007820 Status: Accepted Successfully Input Code: X Read-Only View

“ Required Fields
CUSTOMER
INFORMATION

Edit Agency Accounting Detail Line

BILLING

INFORMATION Agency Certified Amt $836,325.23
* Agency Fund Year 2017 * Authorized Line Amt § 53532523
ACCOUNTING * Eund Type | A: Annual v * Treasury Symbol (02820172017 8704000 |
DETAILS Expiration Date of Obligational Authority [09/30/2017 r 1
My Favorites Close
CUSTOMER CAN: 4001132 SOC: 3225 Appropriation: 281787
Component Treasury Available Available Te Main Account Remove
APPROVAL . Symbol From v e Code Favorite
* Agency Accounting Data
02820192019 8704000 2019 2019 8704
::JBFSORM ATION {Limited to 255 Characters) 02820192019 0404000 2019 2019 0404
Upt| 02020192019 0101000 2019 2019 0101
AUTHORIZING 02020192020 5445000 2019 2020 5445
DETAILS 02020192019 1824000 2019 2019 1824

Agency Accounting Detail Lines Help

View All/Add Favorites

PBS

W o it ey i et a

GSA >




Treasury Symbol Search

Treasury Account Symbol (TAS) and

“My Favorites” con’t

Treasury Symbeol 0282019 Main Account Code
Available From Year Available To Year
Description My Favorites v NEW

Search Clear Close

The Depariment of Treasury is transitioning Treasury Symbel format across the federal government to what is called the Component Treasury Account Symbol (TAS). For a full
description of the Component TAS please see "Attachment B" at The Department of Treasury's Bureau of Fiscal Service Fact Sheet website - click here.

= As an example a "Two Digit Year Treasury Symbol” for annual funding would be 70150544 and for multi-year funding it would be 7015/170544. These two examples in the
Component TAS form would be 070201520150544000 and 070201520170544000 respectively. The Component TAS would be broken down as follows:
o three digit agency code (070 for DHS)
o four digit "start" year of the appropriation (2015; a single "X’ would be entered if no-year funds)
< four digit "end" year of the appropriation (2015 or 2017 respectively)
« four position fund code of agency (0544)
« three additional positions to cover any sub-accounts, otherwise this will shows as three zeros.
= Toaid in the transition, RETA users can query either the old, "Two-Digit Year Treasury Symbol”, and the new, "Component Treasury Symbol” format in the Treasury Symbol
search field. The search results will display a column for both the "old" format and the "new" Component format. Simply click on the line that contains the Treasury Symbol that
matches what the customer provided on the RWA form (regardless if they provided the old or new format). RETA will automatically apply the Component TAS format to the RWA
and send that value to Pegasys and eventually to Treasury during the RVWA billing cycles.

IS THE PROVIDED TREASURY SYMBOL NOT AVAILABLE IN RETA? If the Treasury Symbol provided by the customer is not found on this RETA Treasury Symbol look up,
please review the Treasury Symbol Glossary definition for instructions on how to add a missing Treasury Symbol in RETA.

Search Results

Two Digit

Sub-level Available  Available Main Account Sub-Account

Year Description
Treasury Symbol Trea Symbol Prefix From Year To Year Code Code
PAYMENTS TO SOCIAL
SECURITY TRUST FUNDS,
02820192019 0404000 28190404 028 2019 2019 0404 000 SOCIAL SECURITY

ADMINISTRATION
SALARIES AND EXPENSES,
02820192019 8704000 28188704 028 2019 2018 8704 000 SOCIAL SECURITY
ADMINISTRATION
SALARIES AND EXPENSES,
02820192020 8704000 2819/208704 028 2019 2020 8704 000 SOCIAL SECURITY
ADMINISTRATION

SHIPRI FMEKMTAI SECTIRITY

Highlight the “star”
icon to save a favorite
TAS

Instructions explain the
exact “Component
TAS” format required
by Treasury and GSA
billing system

Use partial TAS code to
run a search

TAS search allows for
both “Component”
format and also “Two-
digit year” format

GSA
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Multiple Funding Strings and
“Line To Bill” Feature

e  GSABilling
system can
Agency Accounting Details H
SERE : only bill
SUMMARY WR/RWA Number: A5007820 Status: Accepted Successfully Input Code: X Read-Only View one (1)
accounting
“ Required Fields .
CUSTOMER line at a
INFORMATION )
time
BILLING Add e E-input
INFORMATION Agency Accounting Detail Lines Help
Agency Accounting Detail Line has been added successfully. code can be
4 Modified | Treasury (Fund| Fund |[Exp Date of|Authorized .
ACCOUNTING Symbol Oblig Auth | Line Amt Agency Accounting Data used to
DETAILS —_—
Line #2 - TEST cha nge
CUSTOMER 06/110/2019|06/10/2019(03520792 ' |2019|Annual 09/30/2019 $0.00 [s][X] which line
APPROVAL s
Y is billed
CAN: 4001132 SOC: 3225 Appropriation: 28178704
AMENDMENT
SUMMARY 02820172
05/25/2017 06/119/2018 045412 ' 2017 Annual 09/30/2017 $836,32523 [l [x]
PBS Z
INFORMATION Agency Cert Amt: $836,325.23 Authorized Line Amt: $836,325.23
2 Records found. Displaying page 1 of 1 1
AUTHORIZING
DETAILS

GSA
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Capturing RWA Signatures

RET A etemal DeisEninscrgusago () 4 e  The “Customer Approval” tab

SEARCH DATAENTRY FINANCIAL REVIEW DOCUMENTATION ESTIMATES iS Where CUStomerS identify
Customer Approval who will Sign the RWA by
| cusTOMER WRRWA Number WIT13005 Stswe: Assignsd Input Coder A Read-Only View selecting “Electronic

INFORMATION

= = , _ Signature” and enter the
Plzase complets this screen if entering 3 naw RVWA or processing 3n amendment that requires 3 new

X . A ired Field . er .
oune IR T z email of the Fund Certifying
I‘NEW&?.Clickhemfotsignam:eopﬁoninstrueﬁons ] Official - that’s it!

ACCOUNTING
DETAILS
*! Electronic Si R Manual Si - -
e e e  The Fund Certifying Official
Signature of Fund Certifying Official | Not Yet Signed ¥ :] . . .
* Fund Certifying Official | nicole.rodes@cbp.dhs ¥ | [ Print Form 2057 will receive an email from
Name of Signer [hodes; Nicole 1 “eSignLive” to apply his/her
Certifying Official's Phone (202 |)3@1  |-8247 |Ex] | .
S - signature after GSA enters

and verifies all information
already entered in
Uioad! Now RETA/eRETA

| certfy that the RWA has been signed by 3 Fund Certifying Official and ether defivered to P83 or uploaded here on this pags.

i | ¢  The “Send to GSA” button
must be clicked to move the
Save | | SendtoGSA | ResetForm RWA towards acceptance. If
Documentation  Comments not clicked, GSA will take no
action and the RWA not be
accepted.

s




Digital Signature Email and eSignLive

RWA_F1643770_Mobile_AL_003 - eSign this package sent by John

RETAAdmin <RETAAdmIin@gsa.gov=
to me [~

Hi Jane Doe,

Doe Inbox  x = H

8:20 PM (D minutes ago) -

4

Jane Doe has added you as a Signer to the e-SignPackage "RWA_F164377@_Mobile_AL_e@3".

Please click the "Sign/Review" button below to apply your digital signature to this RWA - a new tab or window will open

Two actions are required:
1) Accept the "ESign Disclosures and Consent” document
2) Review the RWA 2557 Form and sign in the appropriate block

Below is a summary of the RWA to be signed.

Customer Agency: DEPARTMENT OF JUSTICE,DEPARTMENT OF JUSTICE
Customer POC: Ksenia Petrikova,ksenia.petrikova@gsa.gov

GSA POC: Satish Nadipalli,satish.nadipalli.fpfivencore.com
Building: FB/CT,PROJ. LOCATICON TO BE DETERMINED,MOBILE,AL
Description: test

For more information, please contact the appropriate POC listed
F164377@.

Click here to Sign / Review

The General Services Administration
1-80@-488-3111 / D55Team@gsa.gov
WWW . g58. 2oV

Please review and sign this Document by scrolling and clicking on the "Click to Sign™ or "Click to Initial" boxes as indicated by the yellow stickies.

l

25Z. If appiicable, enter the Tofsl Line Amount from any aftached sheel(s) here $0.00

26. Grand Total 3 $5,367.09

27A. GSA Project Contact Name
Patrick Campbell

27B. GSA Project Contact Phone Number |27C. GSA Project Contact E-Mail Address.

(303) 236-2756 patrick campbel@@gsa.gov
28& GSA Approving Official's Signature 28B. Date

x Click to Sign

- 28C. GSA Approving Official’s Phone Number 28D. GSA Approving Official's Name
(202) 208-6177 Steve Sacco
28E. GSA Approving Official’'s E-Mail Address 20, Services 't tion Business Partner

Network/DUNS Number (BPN/DUNS)

steven.sacco@gsa.gov 177084642

RWA COMPLETION AND CLOSEOUT INFORMATION
30A. Substantial Completion Date 308. Financial Closeout Date (Tenm Date)
03/30:2017

GSA 2957 (REV. 9/2016) PAGE 2

GSA
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Questions?

Lots of eRETA info available at www.gsa.gcov/ereta
Lots of RWA info available at www.gsa.gov/rwa
eRETA System question? eRETA@gsa.gov
General RWA question? AskRWA@gsa.gov

Specific question on an RWA project or service?
O Contact the regional RWA Manager (see map) or locate the
GSA Project Manager email in eRETA

GSJ&\ 17


http://www.gsa.gov/ereta
http://www.gsa.gov/rwa
mailto:eRETA@gsa.gov
mailto:AskRWA@gsa.gov
http://www.gsa.gov/ereta

September 2019

PBS Office of Project Delivery

GSA PBS Reimbursable Services RWA Managers

Region 10 . Region 5 Region 1 A\
Michael Molnar Me“g“f]'?v?fm Rachel Bichsel Melissa Mitrano
michasl.molnaré@gsd.goy meaan r‘%urrov@qsg qov rachelbichsel@osa.qov  Melissa.mitranc@gsa.goy
- 303.236.2817 312.886.3310 £17.565.8933 GA
e
\ (T

t Region 2

/' BinishaSuri

binisha.suri@gsa.gov
212.264.3750

Region 3

/ Robert Scheible
robert.scheible@gsa.gow
215.4486.4920

Laura Beth Hawlkins A )
Iauro.howkins@gsa.govﬂ” Region 11
814.823.5193 v Rick Baker
rick.baker@gsa.qov
202.205.2343

Region 9 ) Region 2
" P?Teriern Region 7 Region 4 (Territories)
peter.fern@gsa.gov LaDonna Jones .
415.531.7719 onas@ =ob Chrisfiarson nw .,
- ladonna.jones@gsa.gov robert.christianson@gsa.gov -—
817.578.7112 404.331.0504 usvi
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Thank you for joining us today for a discussion on
eRETA - “How do I...” Advanced Course

Training materials, including PDF User Guides and video recordings of
previous training demonstrations, are available at:
wWww.gsa.gov/ereta

Questions?

GSA Lo


http://www.gsa.gov/ereta

Join us for our upcoming VIRTUAL CES sessions!

eRETA Overview (Basics)
Tuesday, October 8th 2019 1-3pm Eastern Regisier Now
Tuesday, November 12th 2019 1-3pm Eastern Register Now

In eRETA, How Do I...? (Advanced)

(attending “eRETA Overview” and gaining eRETA access is advised prior to attending these sessions)
Thursday, October 24th 2019 1-2:30pm Eastern Register Now
Tuesday, November 19h 2019 1pm-2:30pm Eastern Register Now

Real Property Disposal Overview - Mission, Services and Opportunities
Thursday, October 17th 2019 2-3pm Eastern Regisier Now

Watch us on BYI]I.ITIIhE
Bookmark and binge watch all your favorite CES sessions!
www.gsa.gov/ces

clientenrichmentseries@gsa.gov -


https://meetcqpub1.gsa.gov/content/connect/c1/7/en/events/event/private/1577232/152008351/event_landing.html?sco-id=164013609&_charset_=utf-8
https://meetcqpub1.gsa.gov/content/connect/c1/7/en/events/event/private/1577232/152008351/event_landing.html?sco-id=164006111&_charset_=utf-8
https://meetcqpub1.gsa.gov/content/connect/c1/7/en/events/event/private/1577232/152008351/event_landing.html?sco-id=164013709&_charset_=utf-8
https://meetcqpub1.gsa.gov/content/connect/c1/7/en/events/event/private/1577232/152008351/event_landing.html?sco-id=164013822&_charset_=utf-8
https://meetcqpub1.gsa.gov/content/connect/c1/7/en/events/event/private/1577232/152008351/event_landing.html?sco-id=163664287&_charset_=utf-8
https://www.youtube.com/playlist?list=PLvdwyPgXnxxXtIR2l3cSAtkf9h32Ul3r5

