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The PBS Customer Dashboard​ is a web-based interactive set of data with project and occupancy information 
for federal agencies with space managed by the Public Buildings Service (PBS) of the U.S. General Services 
Administration (GSA). 
 
The dashboard provides 24/7 access to current operational views of an agency’s GSA-managed occupancies, 
Reimbursable Work Authorizations (RWAs), and projects of all types, with the most recent status and financial 
information available. 
 
PBS customers can use this dashboard to view status and details of individual Occupancy Agreements (OAs), 
RWAs, and projects (lease space, repair and alteration, new construction, design, and many more). The 
dashboard is designed for portfolio and transactional views, with a variety of filtering capabilities (geographic, 
size, status, and funding levels) for diverse use by a variety of users. 
 
The dashboard is housed on GSA’s D2D (Data to Decisions) web portal, ​https://D2D.gsa.gov​.  
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How to Access and Use the Dashboard 
 

Gaining Access to the PBS Customer Dashboard (non-GSA users) 
1. Register your .gov/.mil email address with MAX.gov 

a. If you’re already registered with MAX.gov, no action needed 

(proceed to Step 2) 

b. If you’re not yet registered, visit ​https://login.max.gov  

i. Click the green Register Now button in the top-right corner  

ii. Follow the instructions to register with MAX.gov and register 

your  PIV card to enable MAX.gov PIV login 

2. Log into the D2D Portal using your MAX.gov credentials  

a. Go to:​ ​https://d2d.gsa.gov​ and click Login at the top right 

i. Option A: Login with PIV/CAC (you may need to enter your PIN) 

ii. Option B: Login with MAX Secure+ SMS Two-Factor with User ID and Password.  

Note: you have to log into the D2D Portal at least once before moving to step 3 in order for access 

credentials to work. 

 

3. Email ​pbs.dashboard@gsa.gov​ to request access to your agency’s view of the PBS Customer 

Dashboard  

Your email must include: 

● Full Name 

● Your federal agency and bureau name 

● Government email address used to create the MAX.gov account in Step 1 

● Verify (state) that you have registered your .gov/.mil email address with MAX.gov 

● State whether you are a federal government employee or a contractor 

The PBS Dashboard Team will verify your access request with your agency. Requests for access are 

processed on the 15th & 30th of each month. 

 

Note: this step is not required if you received a welcome email from PBS Dashboard team - you already 

have access! 

 

4. Once you’ve received an access approval email from the PBS 

Dashboard team, login using this link:  

https://D2D.gsa.gov/report/pbs-customer-dashboard 

 

You may also Search for “PBS Customer Dashboard” 
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Please do not try and access the dashboard until you receive confirmation that you have been granted 

access. 

Gaining Access to the PBS Customer Dashboard (GSA users) 

1. Register your gsa.gov email address with MAX.gov 

a. If you’re already registered with MAX.gov, no action needed 

(proceed to Step 2) 

b. If you’re not yet registered, visit ​https://login.max.gov  

i. Click the green Register Now button in the top-right corner  

ii. Follow the instructions to register with MAX.gov and register your  PIV card to enable 

MAX.gov PIV login 

2. Log into the D2D Portal using your MAX.gov credentials 

a. Go to: ​https://d2d.gsa.gov/​ and click ​Login ​at the top right 

i. Option A: ​Login with PIV/CAC ​(you may need to enter your PIN) 

ii. Option B: Login with ​MAX Secure+ SMS Two-Factor ​with User ID and Password 

 

 

 

 

 

 

 

 

 

 

 

3. Login using this link:  ​https://D2D.gsa.gov/report/pbs-customer-dashboard 

You may also Search for “PBS Customer Dashboard” 
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User Guide 

First, a little about Browser Choice… 
1. The Dashboard was created and tested using Google Chrome.  Most GSA users use Chrome with high 

levels of success.  
2. Some agencies have better results with Microsoft Edge if Chrome is not an option.  While working to 

resolve download issues in particular, the team found that Edge performs as well as Chrome.  
3. Internet Explorer is your final choice.  There are several known issues with IE, in particular the GSA 

team and some customers have reported issues with appearance and functionality, and also download 
capabilities.  

4. Any other browsers have not been tested by the GSA team, so performance is not guaranteed nor can 
we generally troubleshoot issues, since we do not have the ability to use other browsers.  

 

The D2D Dashboard Landing Page will take you to the Dashboard Welcome & Guidance page 
To login to the PBS Customer Dashboard, go to: 
https://d2d.gsa.gov/report/pbs-customer-dashboard​ and log in to D2D.  You will 
enter the dashboard via the landing page by clicking on the entry image. 
 
Once you enter the dashboard, you will land on the Welcome and Guidance page. 
This page has two sections, navigation on the top, and Resources on the bottom.  
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From the landing page and once in the Dashboard, you can also navigate between sections by using the tabs 
across the top.  

 
 
Under the Navigation there are several Resources linked for further information and contact email address.  
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There are 3 Sections on each of the Projects, RWAs, Occupancies, and Rent tabs  
Each tab contains three sections - ​Summary, Statistics, and Details​.  The information is presented from a 
portfolio level and moves towards a more detailed view as you scroll down the page.  Screenshots below are 
from the  Occupancies section of the DB. 
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Locations Views  
Locations has a slightly different view then the prior tabs, in that the first section is a list of locations (no 
summary), followed by Building Details, an OA List, and finally, OA details, including space types for individual 
OAs and the ability to download space records for all locations/occupancies. For information such as a count 
of buildings, total assigned square feet, and so on, please view the Occupancies tab.  
 
To access details for a specific Project, OA, or RWA, refer to the List sections and use the drop-down selection 
menu to find the item and see its details. You can also type in the ID (RWA Number, Project Number, Location 
Code/Building Number, OA Number) in the search box at the top of the drop-down selection menu.  
 
 
Note:  If you have applied filters to the top of the page, the selection in the Drop-Down menu will be limited to 
the filters you have applied.  
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All data is viewable by default - To apply a filter... 
When you open the dashboard, you are looking at ​all​ of your data, 
unfiltered. To select the appropriate data, use filters.  
There are two general kinds of filters:  Checkbox filters OR Slider Filters 

 
Checkbox Filters ​are multi select and you can choose as many or 
as few to show the data.  Be sure and click “Apply”.  
 
Slider Filters​ can be used in two ways:  You can click into the ends 
where the data is, and type in the range or use the calendar to 
pick a start and/or end.  You can also slide the slider right or left 
to narrow or expand the ranges of 
data.  
 
 

 
Most Filters Contain a Search Box to Type in Desired Filters (Find a City, 
Bureau or POC Name)  
Directly above the check boxes in all multi-select pick-list filters (like this one below), there is an open text 
search box where you can type the name of the filter you’d like to apply, such as a bureau, a POC, or a city. 

 
 
 
 
 
 
 
 
 
 
 
 

Filters You’ve Applied are shown in ​Selected Filters ​Listed Below the FIlters Grouping 
To verify other filters you’ve selected, such as building names or lifecycle phases, you’ll need to click on the 
filter and scroll to see which boxes are checked.  

Filters that have been applied show at the bottom of the filters section in the gray bar.   
 
 
 

 
If wording is cut off and you see ‘...’, hover over the wording to see the full word or phrase 
If you see “..” after a word, phrase, or name, the full text is cut off.  To view the additional text, just hover your 
mouse over the cut-off wording and the full text will appear in a floater box. 
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Map Navigation Tools Appear When You Hover Your Mouse Over the Map 
 
 
 
Map navigation tools are available when you hover over a map.  Click on the bottom 
right arrow to expand the tools available for use on a map.  You can also zoom in 
and out using the +/- buttons.  
 
 
 
 

 
Home Function:  ​If you have zoomed in, zoomed out, panned, selected or made changes to your 
view of the map, to reset your view, click on Home.  

 
Zoom to a Specific Area:  ​To zoom in to a specific area of the view, click the Zoom Area tool button 
on the view toolbar, and then drag to create the zoom area. If the view toolbar is hidden, hold down 
Ctrl + Shift (Command-Shift on Mac) to use the Zoom Area tool. 

 
Pan Tool:  ​To Pan, do one of the following.  Hold down Shift, and then drag across the view.  Or on 
the view toolbar, hover over the arrow, select the Pan Tool and then click and drag across the view. 

 
Rectangular Selection Tool:  ​The Rectangular tool selects marks within a rectangular shape. To use 
the Rectangular tool, hover over the arrow on the view toolbar, click the Rectangular tool button, 
and then click and drag across the view. 

 
Radial Selection Tool ​:  The Radial tool selects marks within a circular area. To use the Radial tool, 
hover over the arrow on the view toolbar, click the Radial tool button , and then click and drag 
across the view. 

 
Lasso Selection Tool:  ​With the Lasso tool, you can select multiple marks by drawing a freehand 
shape around them. This tool is useful when you want to include only certain marks, and exclude 
others around them. To use the Lasso tool, hover over the arrow on the view toolbar, click the Lasso 
tool button, and then draw a freehand shape around the marks you want to select. 

 
You can also search the map for a specific location using the Search box at the top left of the map.  Just type in 
a city or state and the map will show you that location.  From there, you can zoom in and out to find out more 
details about that area.  
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Hover over Circle on a Map, or a Colored Bar on a Graph to See Details 
Individual pieces of graphs, maps or diagrams show details when you hover over using a tool tip.  

 

If you hover over an element in the dashboard, a tool tip 
will often show summary and individual details related to 
that item.  This includes maps with details of the location 
and occupancy;  charts will show additional details related 
to the information, including summary square feet in 
addition to counts;  details from summary tables to make 
the information easier to read.  

 
 
 

 
 
 
 
 
 
 

 
 

 
If the D2D site asks you if you want to reset your session, click ​Yes​ - your filters will remain 
The filters you’ve applied will not reset; only the time clock on your login will reset. Any filters you applied will 
remain when you click ​Yes​ to reset.  

 

 
 

 
 
 
 

Continue on to learn about Downloads! 
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Downloading from the Dashboard 
 

Most data in the dashboard can be downloaded as a PDF or .CSV file 
Each dashboard view (Projects, RWAs, Occupancies, Locations, Rent) has a ​Full Dataset Export​ which can be 
downloaded by following the instructions at the top-right of the view. Selected filters will apply to the export. 

 
It is important to note that when you click on the instruction box, nothing will happen.  Click the box, and go 
to the Download button at the bottom right and select Crosstab.  If the Crosstab selection is grayed out, just 
wait a few more seconds, and try again.  
 

Not ready to download      Ready to download 

 
 
Next, you will select the specific sheet which you would like to download. You can download sections of the 
dashboard for specific uses. 
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As an example, you can download the list of RWAs from the substantially complete, but not financially closed 
section. You can download most sections from each tab by scrolling across the options and clicking on the 
specific sheet you wish to download, once the sheet is selected a check will appear indicating the sheet you 
have selected and may download by clicking on the Download button to obtain your excel sheet.  
 

 
 

Downloading a section of the Dashboard 
In addition to the data file, you can download sections of the 
dashboard for specific uses.  As an example, you can 
download the list of RWAs from the substantially complete, 
but not financially closed section.  Most sections of the 
dashboard have this as an option.  
 
To download the summary table and list of RWAs, 
follow these steps.  

1) Click the column Count of RWAs so the 
column is highlighted 

2) If you want to download this summary 
table, go to Download, and select 
Crosstab.  This will download the 
summary table.  
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3) If you would like to download a list of RWAs that are summarized in the table, move to the list and click 
on the first row of the data.  

4) Once the first row is selected, go to Download, and select Crosstab.  This will download a list of all 
RWAs supporting the summary table. ​   ​The download from this section is an abbreviated report with 
just the RWA Number, Substantial Completion Date, Project Description, Service Type, AB Code, City, 
State, Authorized Amount and Balance.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

(You will note that the RWA Number, AB Code, and city have been 
removed from this table to limit sharing of customers information) 
 
Examples of Other Sections that can be 
downloaded 
Occupancies ​- To download each section, click on a 
column header, go to Download, and select 
Crosstab 

1) OAs by FY Expiration - Summary Table 
2) OA List (abbreviated data set) - List 
3) Occupancy Planning Milestones due in 12 

Months - List 
 
Rent​ - To download each section, click on a column header, go to 
Download, and select Crosstab 

1) Billed Rent by Fiscal Year - Summary Table (shows current 
FY, Year to Date by Default, but you can change FY to 
compare across years. 

2) Billed Rent for over Multiple Fiscal years.  You can download 
the full data set for multiple fiscal years by using the Fiscal 
Year filter and selecting All.  Go to the Instructions at the top 
right of the tab, and follow the data file instructions.  You 
can also apply multiple filters (City, State, Region, 
Leased/Owned, OA, Building, etc) and obtain a data file for 
all years based on selected filters.   

15 



 
3) Full Year or All Months comparison from Rent Comparison Tool.  Choose to Compare Rent by Year 

(default) or by Month.  Once you choose the view, click on the first column showing data.  Go to the 
bottom right side, and select Download, and then crosstab.  

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

This is what your downloaded report will look like in Excel.  

 
4) RSF and Billed Rent Summary by Leased and Owned over time (the table at the bottom of the bar 

charts) 
 

 
 
Projects​ - To download each section, click on a column header, go to Download, and select Crosstab 

1) Projects Summary table  
2) Project List (list of projects, but abbreviated columns) - Project Number, RWA/Project Control Number 

(PCN), Lease Number, OA Number, Bureau, Project Name, Project Type, Funding Type, Current Phase, 
Sub-Phase, Date Awarded, RWA Funding, Total Funding, Total Obligations 

 
Eliminate Duplicate Projects In Your Export Using Excel Remove Duplicates Functio​n 
If you use the ​Full Dataset Report​ to export agency-level data from ​Projects​, projects which are associated 
with multiple bureaus may produce duplicate rows in the export. ​Note that if you export bureau-level data, 
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you will not see this duplication​. To eliminate any duplicate rows in Excel: 
1) Open the exported report in your Excel workbook. 
2) Select the grey box in the top-left corner of the dataset, between row 1 and column A.  
3) In the Data Tab of your Excel workbook, select ‘Remove Duplicates’.   

4) Apply these settings - unselect all, check column B, select ‘OK’. 
 

 

 
 
 
 
 

 
5) You can verify that duplicates are eliminated by highlighting column B, select ​Conditional Formatting​ -> 
Highlight Cell Rules ​ -> ​Duplicate Values​ -> ​OK​. If duplicates have been eliminated, no cells in column B will 
highlight. 

 
You can also download visuals of the Dashboard 
In addition to downloading tables and lists, you can download images from the Dashboard.  You can download 
a pdf, an image, or a Powerpoint.  These three options capture the view of the whole tab, as is.  You can apply 
filters to change the content, but the download of the images from any of the three options, will produce only 
one long image.  This image downloaded as a png (image) can be cropped into parts to aid in presenting the 
information in handouts and presentations.  

  
 
 
 
 
 
 

Example of Cropped Image 
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Content Guide 
Details to Understand Dashboard Content  

 

Links to Resources, Policy and Training on GSA Projects, RWAs, Occupancies, Locations, and 

Rent  

 

Scope of Data in the Dashboard 
The dashboard currently has five tabs or views of data available:  

Projects 

View your agency’s current projects with GSA, for leases or construction, to space 
consolidation or design projects. Compare project counts by type, funding amount, 
size, location and current project lifecycle phase. Find details of individual projects 
including team members and POCs, funding obligations and balance, and latest 
schedule milestones achieved. 

RWAs 

View your agency's open Reimbursable Work Authorizations (RWAs), types A, B, F, N 
and R. Find overall obligation amounts and remaining balances per RWA type, see 
which RWAs are substantially complete but not financially closed, and review trends in 
RWA acceptance throughout 3 prior fiscal years. View details of individual RWAs 
including financial and funding information, project descriptions, POCs, and primary 
worksite.  

Occupancies 

View your agency's current, final Occupancy Agreements with GSA and filter by size, 
location, and bureau. Identify upcoming occupancy planning activities based on due 
dates for strategic and technical requirements for expiring OAs. Explore the details of 
individual OAs to find parking counts, square footage, cancellation or termination 
information, OA effective and expiration dates, and POCs. 

Locations 
View your agency’s locations, including building details, space types, and lists of OAs 
for each location.  You can also identify building type, historic status, CBSA, and other 
important building/location information.  

Rent 
View your agency's annual or monthly rent by bureau, building, city, state, or by 
individual OA. Compare your agency's rent by month, or by calendar or fiscal year. 
Examine yearly trends in square footage and rent. 

 
If you would like a copy of the full data dictionary, please email ​pbs.dashboard@gsa.gov​ and request a pdf copy.  
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Projects 
Project Types 
There are 3 major categories of Project Types in the customer dashboard 
1. Lease Action Project Types   
Project # Structure: # + [State Abbreviation] + ####, ​exe 0KY2058 

● New Lease or New/Replacing Lease 
● Succeeding or Superseding Lease 
● Lease Expansion or Reduction 

  
2. RWA/RETA-only Project Types   
Project # Structure: 1 Letter followed by 7 numbers,​ exe N186307 

● A Type RWA - Projects in Federally Owned Space with funding from PBS and Customer 
● B Type RWA - Projects related to PBS Prospectus Projects 
● N Type RWA - Projects Related to Build-out of Space and/or Services 
● F Type RWA - Small Misc. Projects and Services 

 
3. ePM Projects Types (all other Projects)   
Project # Structure: Typically 5 numbers (count may vary), ​exe 35820 
Called ​ePM projects​ since they are tracked in PBS’ ePM project management system 

● Design Only 
● Disaster Supplemental Funding 
● Energy/Water Project 
● Fire and Life Safety Project 
● Furniture, Fixtures and Equipment (FF&E) 
● Judicial Security Project 
● Lease Procurement 
● New Construction 
● Non-Space Projects 

 
Defining the relationship between RWAs and Projects 

● RWA/RETA-only projects are RWA standalone projects which are tracked only in GSA’s RETA system 
and are not tracked in GSA’s ePM system. The distinction is made in the dashboard due to the 
availability of some data in the RETA system vs. the ePM system.  

● An RWA can be a standalone project, or it can be a segment of work within a larger Lease Action or 
ePM project. Either way, the RWA represents a scope of work, and it also represents a funding 
mechanism for that scope. RWAs for standalone projects are the primary (only) funding mechanism. 
RWAs which are a segment of a Lease Action or ePM project may be one of several funding sources for 
that project.  

● RWA/RETA-only projects in Projects are active, so you will also see them in Reimbursable view. An 
RWA which is a segment of a Lease Action or an ePM project will not show in RWAs if it is a completed, 
closed RWA. 

 
Project Financials  
PBS Projects are often funded through multiple sources, with a Primary Funding Type assigned based on the 
source of the majority of project funding. GSA uses standard Budget Activity (BA) Codes,  a two-character code 
which represents a program area to which funds are allocated.  

● The primary funding type for ​Lease Action project types​ is Rental of Space (BA53) 
● The primary (only) funding type for ​RWA only project types​ is Reimbursable Work Authorization 

(BA80) 
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● ePM projects​ can be associated with a variety of funding types, and may often be mixed funding 
projects, GSA funding and RWA funding.  

How to Read the Project Financials Chart​ in Project Details section: 

 
● Funding Source:  ​Budget Activity code or short-description of the source of authorized funding  
● ID:  ​RWA # for BA80 (RWA) funding, or Project Control Number (PCN) # for BA54/55/61/etc. funding 
● Description:  ​Brief description of the funding source, type or scope of what is being funded 
● Funding Bureau ​:  Bureau which is financing the authorized amount on the relevant funding line  
● Last Updated:​  Date the funding information was last updated in a source system 
● Funding, Authorized Amount: ​  Authorized funding amount, either from the customer via RWA or from 

GSA 
● Amount Obligated:  ​Dollar amount of funding obligated via contract for specified work 
● Remaining Balance: ​ Authorized amount unobligated  

 
Additional Notes:  Blank Data Elements  

● A blank field typically means the data is not available in the source system 
● Obligations may show on multiple lines and may not contain all details available 

 
● Remaining Balance may be blank because of the disassociation described above.  

○ To find the Remaining Balance in a chart like the one above, click anywhere in the financial 
chart, select Download in the footer, followed by Crosstab, to export a .CSV version of the 
chart. Open the export in Excel and subtract the obligated amounts from authorized amounts 
to calculate remaining balance.  

 
Project Lifecycle Phases 
You will see a Current Lifecycle Phase applied to 
all of your project views to assist with 
categorizing the status of your information. PBS 
has established a common set of Lifecycle Phases 
that all projects types fit into.  
 
A project has entered a specific Lifecycle Phase as 
soon as the first schedule milestone within that 
phase has been completed. 
 
Identification Phase includes ​ programmatic 

planning, summary needs interview, summary requirements developed, project parameters defined, 
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utilization rate considered, Client Project Agreement developed, business decision to proceed determined 

 

Initiation Phase includes​ validation of project summary requirements, initial risk determined, project charter 

developed, project sponsor and manager assigned, preliminary project budget and schedule discussed 

Planning Phase includes ​ development of project management and communications plans, detailed needs 

interview, detailed requirements developed, utilization rate decisions, project budget and schedule finalized, 

Reimbursable Work Authorizations submitted / accepted 

Execution Phase includes​ acquisition, design, construction 

Closeout Phase includes​ Reimbursable Work Authorization closeout, contract(s) closeout, finalize Occupancy 

Agreement for rent start, punch list closeout, property management transition 

Operations Phase ​indicates project is complete, the space operational and the space and OA are in 

maintenance phases 

 

Project schedule milestones ​vary by project type, funding amount and other factors. Your local project 
manager is the best source for understanding your project schedule and progress. Here are some of the typical 
sets of project schedule types and milestones you will see in the dashboard: 
Project Schedule Type:  Post Occupancy Lease Alteration >$25k Template 

 
 
Project Schedule Type:  Small Project with Design Template 
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Project Schedule Type:  Lease Actions 

 
 
 

 
  
 
 

Project Schedule Type:  ePM 1.3 Master Project Template 
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Reimbursable Work Authorizations (RWA) 
Reimbursable Work Authorizations (RWAs) are established to capture and bill PBS customers the cost of 
altering, renovating, repairing, or providing services in spaces managed by GSA over and above the basic 
operations financed through Rent.  
 
The My RWAs tab contains all RWAs that are Open, and that are Substantially Complete, but NOT financially 
closed.  This data set provides an operational view for current, outstanding financial agreements with PBS.  
 
The Summary section provides a quick overview of the data set, as well as a reference guide to RWA Types.  

 
The following two sections contain lists of RWAs based on RWA status (Open and RWAs that are Substantially 
Complete, but not Financially Closed).  
 
In addition to operational data, the RWA Statistics section shows the prior three fiscal years worth of RWAs 
that GSA accepted.  The information is shown by year and by quarter, by RWA type.  The information shown in 
a heat map format, details dollars and counts.  
 

 
 
The RWA Details section provides details for an individual RWA, including project description, location details, 
GSA POC, key financial data, and customer funding information.  
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Occupancy Agreements  
The Occupancy Agreement (OA) is a complete, concise statement of the business terms governing the 
relationship between PBS and the tenant agency for a specific space assignment. The OA serves as the billing 
document on which subsequent Rent payments are based. Every space assignment in the PBS portfolio must 
have its own OA. Each assignment is recorded in the PBS inventory system.  
 
The PBS Customer Dashboard only contains your occupancies in GSA-Controlled spaces (GSA-Owned or 
GSA-Leased), and DOES NOT include any space managed, owned, or directly leased by your agency.  The OAs 
and associated summary information in this dashboard are the most current final, billing versions.  
 
The Dashboard contains summary information of your occupancies, with a variety of filters to view 
information on based on selections.  You can also view information based on OA expiration, such as when OAs 
expire by Fiscal Year, when planning milestones are due, and details on individual OAs.  You can also apply 
filters to see your occupancy information on a map.  
 

 
 
The OA Details section allows a user to see specific information on one OA at a time.  
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Locations 
My Locations is a unique mix of information, combining information from the GSA Portfolio, with customer 
specific information.  Unlike other tabs, the My Locations does not follow the same organizational pattern, but 
rather puts the focus on lists and details, with no summary information.  The data contained in this tab are 
only those buildings where there are Final Occupancy Agreements (so only those buildings a customer resides 
in).  
 
There are 4 sections to My Locations: 

● Locations List 
● Building Details 
● OA List 
● Occupancy Agreement and Space Details 

 
Locations List 
Provides quick over details about a building, and a customer status in the building.  This includes Building 
Number, Name, GSA Region, Number of Customer OAs (Count of OAs), USF/RSF occupied by customer, and 
percent of building occupied, and then building information, including total USF/RSF/ Parking, Historical Status 
and Security Level.  
 
Building Details 
The Building Number drop down can be used to view additional building information, including address, more 
building details, and also, a concise view of the building, including Facility Manager email. 
 
OA List 
A quick overview of the OAs, listed by location.  
 
OA Details 
This section of the dashboard provides details about a single occupancy agreement, and expands on 
information that is also in the My Occupancy tab.  The expanded information includes additional information 
on GSA-Leased locations and also Space Type details.  
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Rent 
My Rent in unique in that the data set is not only current operational data, but contains multiple years worth 
of billed rent and square feet.  The data set is all billed OAs for current year, minus 3 (4 years total, ie. 2020 
partial year, and full years for 2019, 2018, and 2017).  
 
The tab contains summary information at the rent component level, as well as the ability to view billed rent by 
year, a rent comparison tool (by year and by month) as well as a chart showing rent trends over multiple 
years.  

 
 
In addition, data can be downloaded to the lowest level, meaning by OA by month, for all years.  
 
The Rent Comparison Tool allows a user to select to compare billed rent by Fiscal Year or Month, and then do 
also download the results.  
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Support 
 

Individuals and resources to support use of the PBS Customer Dashboard. 
 
General Dashboard Support 
There are many self service tools available on the ​PBS Customer Dashboard​ gsa.gov site.  This includes access 
instructions and training materials, including this user guide.  
 
If general, customers should contact their GSA/PBS point of contact, or contact the PBS Customer Dashboard 
help email address at ​pbs.dashboard@gsa.gov​.  
 
Below are lists of specific roles within PBS that can support questions or issues with the Dashboard.  For more 
information on who your Customer Lead Point of Contact is, please go to:  ​gsa.gov/nams​.  For Regional 
Customer Engagement points of contact, please go ​here​. 
 
National Client Executive, National Planning Manager, and National Client Analysts  
They serve as the Primary Point of Contact for national customer POCs regarding training and access to the 
PBS Customer Dashboard.  Their responsibilities include: 

● Provide training to customers in national meetings and on an ad hoc basis  on how to access, navigate, 
and what content is available in the PBS Customer Dashboard 

● Work with customers to define who has access and who will be assigned the access approval role. 
Ensures that updates or changes to the access approval role are documented; follow ups with 
customers and Customer Dashboard Team to ensure customers have the right access. 

● Help customers understand and define levels of access to data (agency bureau code, email domains). 
● Work with the Customer Dashboard Team to provide feedback on the Customer Dashboard.  

 
Regional Business Analyst and Regional Customer Lead 

● Use national training presentation and resources to support regional customer training requests from 
assigned customer with the support of the Regional SME 

● Respond to customer questions about dashboard 
● Incorporate reports into standing meetings and ad-hoc as needed 

 
Regional Dashboard Subject Matter Expert (SME) - Primary and Back-up 
Each region has two Dashboard Subject Matter Experts.  Each regional SME can assist regional PBS employees 
on use of the Dashboard, but also can assist local customers if requested.  In addition, they have responsibility 
to:  

● Understands that scope and content of data contained within the Dashboard  
● Respond to regional internal and external questions about dashboards - data, access, reports, etc. 
● Train regional internal stakeholders with national training material, resources, etc. 
● Assist Business Analyst (BA) and Client Planning Manager (CPM) with external customer training and 

responding to questions 
○ NOTE:  A BA or other identified regional role may also serve as the Regional Dashboard SME. 

 
PBS Customer Dashboard Program Team 
The Dashboard Program Team is the lead for the PBS Customer Dashboard.  They are the owners, developers, 
and leaders of the larger PBS community for all things dashboard related.  The teams responsibilities include: 

● Provide internal training to other support roles (National and Regional Customer Leads and regional 
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Dashboard SMEs) on the use, navigation, and content of the PBS Customer Dashboard 
● Ensure customers have access to the dashboard via collaboration with National Customer Leads 
● Keep all resource documentation current including User Guide, You Tube Video, External/Internal 

Training Slides 
● Collect and evaluate feedback for process improvements or enhancements to the dashboard 
● Partner with other Divisions to ensure data is accurate and meets the needs of the customer, as well as 

internal PBS and GSA Offices.  
● Develop new content through feedback and review to enhance the user experience  
● Monitor ​PBS.Dashboard@gsa.gov​ mailbox for issues and question, and ensure a timely response, to 

include follow-up directly to the individual(s)  
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Resources 
 

 

Policy, Process and Training  
● Pricing Desk Guide 
● Managing Customer Requirements Fact Sheet 

○  Includes a list of deliverables by the customer during each Occupancy Planning phase 
● Occupancy Planning and Requirements Management Process: GSA PBS Customer Forum 2017  

○ Includes timelines for requirements submission (prospectus and non-prospectus), definitions of 
each planning phase, links to relevant OMB Directives, and an overview of the Client Project 
Agreement 

● Electronic Occupancy Agreement - ​eOA  
○ Search OAs within designated Agency Bureau codes 
○ Select and run report(s) tabulating financial and clause information 
○ See history of all rates that apply to the OA including USF, RSF and Parking 

● Inventory and Vacant Space in GSA-Owned and GSA-Leased buildings 
 
Billing and Rent Resources 
GSA Rent Overview Website 
GSA Billing and Payment Website  

● Paying Reimbursable Services through the Rent Bill 
● RWA Overhead and 4% Fee Calculator  

PBS Pricing Policy Website 
● Pricing Desk Guide 4th Edition 
● PBS Order 7025.1A -  Rent Exemption Procedures 

Exhibit 54 Resources​ - ​Summary of all Rentable Square Footage, Base Rent Estimate and Anticipated Space 
Changes 

● Exhibit 54 Guidelines​, ​Template​, Contact List 
● Exhibit 54: GSA IC Worksheet Video 

Rent on the Web (ROW)​ allows PBS customer agencies to view their monthly bills online  
○ Rent on the Web FAQs 

 
Project Resource Links - Policy, Process and Training  
Design and Construction Projects 

● Design and Construction Delivery Process 
GSA PBS Design and Construction website describes the process and expectations for your architecture 
and construction projects, including community planning, prospectus development, project 
authorization, and project management steps and deliverables. Relevant sub-pages include: 

● Space Assignment process and policy 
● Construction Excellence program 
● Design Excellent program and design library 
● Accessible Facility Design 
● Urban Development  

Commercial Lease Projects 
● GSA Leasing Desk Guide 

Contains authorities, policies, technical and procedural guides, and administrative limitations 
governing the acquisition by lease of real property.  Download the searchable PDF or browse chapters 
such as source selection, lease construction, renewals and extensions, accessibility standards, parking 
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acquisition, sustainability considerations, security, and lease file checklists.  
● GSA.gov/Leasing 

GSA.gov Leasing Website links to security standards for leased buildings, green lease policies, lease 
delegation information, lease inventory information, and publicly available lease documents.  

● Redacted Public Lease Documents 
New to Working with GSA 

● Real Estate for Federal Agencies Overview 
○ Pricing Desk Guide, 5th Edition​ ​(Revised August 2020) 

○ Finding Your National GSA Representative 

○ Using GSA Schedules 

Looking for Space  
● Inventory of Owned and Leased Properties 

Use the IOLP map tool to view data for GSA owned and leased properties.View specific information on 
each of GSA’s properties such as: Vacant space, Physical location, Square footage, Lease expiration, 
and Congressional District 

 
RWA Resource Links - Policy, Process and Training  
Visit the national ​RWA website at​ ​www.gsa.gov/rwa​ for a wealth of RWA-related info, including: 

● RWA Overview:  ​Overview information regarding RWAs, including a list of RWA Managers 
● Billing & Payment:  ​RWA billing and payment information and resources for customers 
● Policy & Guidance:  ​Featuring ​the National Policy Document for RWAs 
● Year-End Customer Letters 
● Training & FAQs  

○ Featuring ​RWA Training Modules 
○ Q&A on RWA Policy, Process, eRETA, RWA Types, Fees and Billing, and Estimates 

 
Also visit the national ​eRETA website at​ ​www.gsa.gov/ereta​ ​to learn about the external RWA Entry and 
Tracking Application (eRETA), which allows customers to: 

● Electronically submit new work requests 
● Enter information directly into the system 
● Make edits and create amendments to any RWAs associated with your Agency Bureau Code 
● Upload documentation into eRETA to maintain an electronic RWA file 
● Search and download information for single or multiple RWAs; view related RWA estimates, backup 

documents, and financial data- how much has been spent, etc. 
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