
 
eRETA Quick Tips: March 2019 
 

Send RWA Amendments to GSA via eRETA 
 
Did you know you can enter and send amendments to existing RWAs directly to GSA via eRETA??? Follow the steps and 
screenshots below to learn how! If you have data entry access in eRETA, you can amend any RWA associated with your 
assigned Agency Bureau (AB) code(s), regardless of when you received access. You can find information on gaining access 
as well as training materials - including a more comprehensive user guide on amendments to be released shortly - at 
www.gsa.gov/ereta​. 
 
1) After logging into eRETA, navigate to the “Search” screen and search for your RWA. You can search by RWA 

Number, work location and various other fields. Click on the RWA in the results at the bottom of the screen. 

 
Search for your existing RWA using the RWA Search screen. 
 

2) In the upper right corner of the RWA Summary Screen, click the Edit (pencil) icon. 

 
Click the Edit (pencil) icon to initiate an amendment. 

http://www.gsa.gov/ereta


 
3) A pull-down menu will appear. Choose one of the input codes depending on the type of amendment you are 

requesting. If you are unsure which input code to choose, click the “Read Only View” button on the top right, switch to 
another tab and click any of the blue hyperlinks to bring up the eRETA Glossary which provides descriptions for input 
codes and much more. 

 
Select the desired amendment type from the pull-down menu, and click “Apply”. 
 

4) Edit the fields you need changed on the Customer Information, Billing Information, and/or Accounting Details tabs, 
(note that certain fields are not editable depending on the type of input code chosen). After making changes to any of 
the tabs, make sure to click “Save” or “Save and Proceed”, otherwise changes will not be saved. 

 
After editing a field on any of the tabs (Customer Information, Billing Information, Accounting Details), click “Save” or “Save and Proceed”. 



 
5) Once you have made the necessary changes*, you will need to send the amendment to GSA. If processing a… 

a) E-input code (Administrative change)​, navigate to the Customer Approval screen and click the “Submit to 
Pegasys” button. 

b) H-input code (Billing change)​, navigate to the Amendment Summary Screen, review the amendment and 
click “Send to GSA”. GSA will review the change before approving. 

i) NOTE: follow the steps in (c) below if changing any of the funding information. 
c) X-input code (Amount/Scope change)​, navigate to the Customer Approval screen and select the email 

address of the individual in your agency who will sign the amendment. Click “Save and Proceed” which will 
take you to the Amendment Summary Screen. Review the amendment and click “Send to GSA”. 

i) NOTE: GSA will review the amendment and route for signatures to the customer and GSA approving 
officials. 

d) N-input code (Cancellation/early completion)​, provide a justification and submit to GSA. 
*Note: after making any changes but before you send the amendment to GSA, the RWA will stay in Mod-initiated status, 
meaning it will not be processed or reviewed by GSA until you officially submit it to GSA. 
 
6) If you need to cancel an initiated amendment for any reason, you can navigate to the Summary tab and click the 
“Delete” button. 

 
If you initiate an amendment but need to cancel, navigate to the RWA Summary screen and click “Delete”. 

--------------------------------------------------------------------------------------------------------------------------------------- 
BONUS KNOWLEDGE​: You have the ability to see first-hand how to send amendments to GSA by watching this ​video 
demonstration​! Simply click the link, move to ​1 hour, 39 minutes, 15 seconds​ on the video progress bar, sit back and 
enjoy! This video is located on ​www.gsa.gov/ereta​ on the “eRETA Training Materials” page, and is a recording of the live 
virtual training session we offer on the second Tuesday of every month from 1-3 PM ET. You can register for any of those 
sessions ​here​. 
 
As a reminder, beginning October 1, 2019, federal customers will be REQUIRED to do the following: 

● Use eRETA to submit all Work Requests, RWAs and Amended RWAs to GSA. 
● Utilize eRETA’s digital signature functionality to sign RWAs 

 
Still thirsty for more information and training on eRETA? Visit ​www.gsa.gov/ereta​ and/or email ​eRETA@gsa.gov​ to let us 
know how we can better meet your needs to ensure a seamless conversion to going fully electronic with eRETA! 

https://www.youtube.com/watch?v=UK8QESuASrk&t
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