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WHAT IS… 
 

The GSA Project Stakeholder Report is a report featuring key project information including schedule, 
financials, status, and issues for projects that are over $25k. These reports are used for the Customer 
Engagement initiative, and they are shared with GSA clients. 

 

WHO WILL USE THIS? 
 

• Program Managers 
• Project Managers 
• GSA Executives 
• Construction Manager 
• Contracting Officer and Staff 
• Owner Representatives 
• Client Organization 

 

HOW TO UPDATE PROJECTS 
 

A. GENERAL INFORMATION 

The General Information section displays all of the basic information about a project including Project 
Type, Current State, Managing Org, and Customers. 

 

Updating General Information in ePM 

Capital and Small projects can update General Information in ePM. 
 

1. Log into ePM as a user with project edit rights and click the Projects workspace. 
2. Click ‘Enter Project’ next to the project that you would like to edit. 
3. Navigate to ‘Workspace and Sub-Project Info’ in the left-hand navigation panel, expand the menu, 

and choose ‘Project Properties’. 
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4. When the ‘Project Properties’ page opens, click the Project Number to launch the Project 
Properties editing window, and click ‘Edit’ at the top of the window to begin editing the project 
information. 

5. Enter the following information: 
• Project Type 
• Current State 
• Managing Org 
• Customer(s): Contact your Regional System Administrator for assistance in editing the 

Customer Lookup List 
• Project Description 

6. Select ‘Save’. 
 

Updating General Information in ePMXpress 

Small projects can create/update General Information in ePMXpress. 
 
1. Once logged in to ePMXpress, click the name of the project that you wish to update. 
2. Select the ‘Project Detail’ tab. 
3. Click ‘Edit’ to begin editing. 
4. Update the follow project information: 

• Project Type 
• Current State 
• Managing Org 
• Customers 
• Description 

 

 
 

5. Select ‘Save’. 
 

B. PROJECT TEAM 

The Project Team section of the GSA Project Stakeholder report provides details on personnel 
assigned to each project in specific key roles. All key personnel for a project should be added to the 
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‘Contacts’ section of a project in ePM. Please refer to QRG 127: User Access & Certification 
Administration for more information about requesting user access and exporting users to projects. 

 
The team members that are shown on the Stakeholder report are: 

 
• Project Manager 
• Project Sponsor 
• Contracting Officer 
• Property Manager 
• Customer Rep 

 

Updating Team Members in ePM 

Capital and Small projects can update team members in ePM. 
 

1. In the project that you wish to update, navigate to the ‘Address Book’ in the left-hand menu and 
select ‘Contacts’ to open the window. 

2. Notice that there is no ‘New’ button on the toolbar. Contacts can only be created by an ePM 
System Administrator in the Organization workspace of ePM. 

 

 
 

3. Click a user’s name to open the Contact window. 
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4. Select ‘Edit’ in the upper left corner of the Contact window. 
5. Expand the section titled ‘More Details’ to show the Project Role field. Select the search icon, a 

purple magnifying class. 
6. The ‘Project Role’ window will open. Expand ‘Key Participant’ to display the list of all key roles for 

the project. You can now select which key role the person you are assigning will have. Then 
select ‘OK’. The ‘Project Role’ window will close. 

7. At the top of the Contact window, click ‘Save’ and then select ‘Exit Edit Mode’. 
8. The person has now been assigned a key role in ePM and will be listed in the GSA Project 

Stakeholder report. 
 

Adding/Updating Team Members in ePMXpress 

Small projects can create/update team members in ePMXpress.  
 
1. Select and open the project you wish to update. 
2. Select the ‘Project Detail’ tab. 
3. Click ‘Edit’ to begin editing. Scroll down to the ‘Project Team’ table. 
4. To add a new team member, click ‘Add Line’. A new window will line will be added. 
5. On the new line, search for the new team member by first or last name. When you have found the 

new member’s name, click on the name, which adds the team member to the project. 
6. To add a role for a team member that will be reported on the Stakeholder report, find the team 

member and then click on the ‘Project Role’ column entry for that team member. 
7. Using the lookup list for project role, select from these roles. 
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• Project Manager: KEY.PM (details displayed include PM phone and email) 
• Project Sponsor: KEY.PRJSP 
• Contracting Officer: KEY.CO 
• Property Manager: Non-KEY.PROP 
• Customer Rep: KEY.CUST 

 

 
 

8. Click ‘Save’. 
 

C. SCHEDULE/MILESTONES 

The Schedule/Milestones table displays a project’s key milestones. The table provides the planned 
and actual dates for the milestones. The milestones and milestone activity codes displayed on the 
GSA Project Stakeholder report are: 

 
• Project Authorization/RWA Acceptance (2) 
• Design Award (19) 
• Design Complete (10) 
• PM Submits Construction or D/B Procurement Request (34) 
• Construction or D/B Contract Award (09) 
• Construction Start/NTP (11) 
• Substantial Completion (13) 

 

Updating Milestone Dates in ePM 

 
1. Once logged into your ePM project, navigate to ‘PM Tools’ in the left-hand menu, expand the 

‘Schedule’ menu, and choose ‘PM Schedule’. 
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2. In the Schedule register, check the box next to the approved schedule you wish to view. Then 
click “Tools’ and select to either open in Collaborative Gantt or CPM Gantt view. 

3. To enter or update milestone dates, double-click the name of a milestone. 
 

 
 

4. In the ‘Milestone Properties’ window, update the dates in the Early Start field and click ‘OK’. This 
will update ‘Planned’ milestone entries on the GSA Project Stakeholder Report. 

5. To enter or update actual dates, double-click the name of a milestone to return to the ‘Milestone 
Properties’ window. Then update the dates in the Actual Start field. 

6. Click ‘OK’ 
 

Updating Project Schedule in ePMXpress 

Small projects can create/update the project schedule in ePMXpress. 
 
1. Select and open the project you wish to update. 
2. Navigate to the Schedule tab. 
3. All milestones should already be present in the project schedule. However, you may need to add 

a milestone. In this case, click ‘Add Milestone’. 
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4. Select a milestone from the Activity dropdown list. 
5. Enter dates in the Estimated Date or Actual Date columns. 
6. Select the affected Customer(s). 
7. To add notes about a milestone click on the pencil icon to the right of that milestone, enter notes, 

and click ’OK’. 
8. To remove a milestone, select the milestone by checking the box to the left of the activity then 

click ‘Delete Milestone’. 
9. Click ‘Save’. 

 

D. PROJECT FINANCIALS 

The Project Financials section of the GSA Project Stakeholder report provides details on a project’s 
RWAs and appropriations. 
 

Creating Project Financials in ePM 

 
Capital projects must update their project financials in ePM. 

RWAs 
 

1. Navigate to ‘PM Tools’ in the left-hand menu and expand the ‘Financial Management’ menu. 
Then expand the ‘Funding’ menu and choose ‘RWA.’ 

2. Click ‘New’ to begin creating the RWA. 
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3. In the ‘New Document’ window, enter the RWA title using the following naming convention: 
FY_BA_Region_RWA#_Program_Building Name. 

4. Enter the RWA Number, Detailed Description, RWA Type, and Expiration Date. 
 

 
 

5. Click the Line Items page and click ‘Add’. In the new line that appears, enter the: 
• Work Item 
• Item Description 
• Cost Account Ref 
• Item Amount 
• Building ID 
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6. Click ‘Save’. 
7. Click ‘Workflow’ and choose ‘Approve.’ 

 

Appropriations 
 

1. Navigate to ‘PM Tools’ in the left-hand menu and expand the ‘Portfolio Planning’ menu and 
choose ‘Appropriation (and Adjustment)’. 

2. Click ‘New’ to begin creating the Appropriation. 
 

 
 

3. In the Prospectus: New Document window, enter the:  
• Appropriation title 
• Fiscal Year 
• Public Law 
• Budget Activity 
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4. Click the Schedule of Values page and click ‘Add’, and in the new line that appears, enter the: 
• Line Number 
• Description 
• Scheduled Amount 
• Function Code Type: Studies, Design, Site Acquisition, Construction, M&I, Construction-

Admin, or Admin 
5. Click ‘Save’. 
6. Click ‘Workflow’ and choose ‘Set to Pending.’ The authorized approver will then approve the 

Appropriation. 
 

Updating Project Financials in ePMXpress 

Small projects must create/update Project Financials in ePMXpress. 
 
1. Navigate to the desired project. 
2. Click the ‘PM Financials’ tab. 
3. Click ‘New Funding’ to add a funding source. 
4. Enter the following information in the New Funding window: 

• Budget Activity 
• ASID/RWA Number 
• Description 
• Amount Funded 
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5. Click ‘Save’. 
6. To edit funding, select the pencil icon next to the funding you wish to update. 
7. The ‘Edit Funding’ window will open. Update all of the fields that need to be modified. 

 

 
 

8. Click ‘Save’. 
 

Note: Funding from all sources should be entered including, but not limited to, BA54, BA55, BA64, 
and BA80. 

 

E. UPDATING STATUS 

The Status section of the GSA Project Stakeholder Report displays a project’s latest Status entry. 
 

Updating Project Status in ePM 

Capital and Small projects can update Project Status in ePM. Capital projects should use the 
Executive Status, and Small projects should use the Detailed Status. 
 
1. Once logged into your ePM project, navigate to ‘PM Tools’ in the left-hand menu, expand the 

‘Project Management’ menu, and choose ‘Detailed Status’ or ‘Executive Status’. 
 



ePM Quick Reference Guide #74  
GSA Project Stakeholder Report 
 

ePM 7.1  12 

 
 

2. The main window will display all prior Status entries for the project, You can sort the list of status 
entries by Company, Journal Date, Title, Set Name, Number, or Current State. 

3. To create a new status entry, click ‘New’ in the upper left corner of the Status register view. 
 

 
 

4. Click the magnifying glass icon to open the Daily Report Set window. 
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5. In the Daily Report Set window, click ‘Add’ to select the Detailed Status or Executive Status. Click 
‘OK’. 

6. Click ‘Next’ on the Daily Report Setup window. 
7. Click ‘Finish’ on the second ‘Daily Report Setup’ window. 
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8. The ‘Daily Report: New Document’ window will open. Enter the Title and Journal Date.  
 

 
 

9. Click ‘Journal’ to go to the Journal page. Update the ‘Journal’ page to include a narrative on on-
going procurement, design, and construction activities such as recently awarded contracts, scope 
changes, and tenant changes. 

 
Note: Only one journal entry (the most recently entered) will be displayed in the report. If 
you need to delete previous entries, put a check mark in the box next to the entry and 
click ‘Remove Lines(s).’ 

 
10. Click ‘Workflow’ in the top toolbar and select ‘Accept/Approve’ to transition the document to the 

‘Accepted/Approved’ state. 
 

Updating Project Status in ePMXpress 

Small projects can update Project Status in ePMXpress. To find the ePMXpress status in ePM, you 
must look at the Detailed Status register view. 
 
1. Select and open the project you wish to update Project Status. 
2. Click the ‘Project Detail’ tab and click ‘Edit’. 
3. Scroll down to the ‘Project Status’ entry window on the right-hand side of the tab. 
4. Below the ‘Project Status’ window select ‘Add Status’. This archives the existing status narrative 

(if there is one) and clears the ‘Project Status’ window. 
5. In the entry window document the current status of the project. 
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6. Click ‘Save’ at the top of the window. 
 

F. ISSUES 

The Issues section of the GSA Project Stakeholder report is used to report any major issue or risk to 
the project’s completion such as funding shortfalls, contractor disputes, and schedule delays. 

 

Creating/Updating Issues in ePM 

1. Once logged into your ePM project, navigate to ‘PM Tools’ in the left-hand menu, expand the 
‘Project Management’ menu, and choose ‘Issue’. 
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2. Click ‘New’. 
3. Enter the following information: 

• Title 
• Full Description: This field is limited on the report to 300 characters so be concise. 
• Escalate/Promote to Fact Sheet: ‘Yes’ must be selected in order for the issue to appear 

on the Project Stakeholder Report 
• Action Summary: Steps that are necessary to resolve the issue 
• Category 
• Condition: Minor, Moderate, and Major 

4. Click ‘Workflow’ in the top toolbar and select ‘Activate’ to transition the document to the ‘Active’ 
state. 

5. Click ‘OK’. 
 

Creating/Updating Issues in ePMXpress 

1. Navigate to the desired project. 
2. Navigate to the ‘Issues’ tab and click ‘Add Issue’, which will open the ‘New Issue’ window.  
3. Enter the following information: 

• Title 
• Description 
• GSA Initiatives, if the issue is associated with one 
• Date Reported 
• Action Summary 
• Resolution Note 
• Escalate/Promote to Fact Sheet: ‘Yes’ must be selected in order for the issue to appear 

on the Stakeholder Report. 
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4. To edit an issue, select the issue and click on it to open the ‘Edit Issue’ window. 
5. When editing an issue you can update these fields: 

• Title 
• Description 
• GSA Initiatives 
• Date Reported 
• Action Summary 
• Resolution Note 
• Select whether to ‘Escalate/Promote to Fact Sheet’ 

 
Please note, only the 3 most recently updated ‘Issue’ entries in the ‘Active’ state with ‘Promote to 
Factsheet’ selected will be shown on the GSA Project Stakeholder Report. 
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G. GENERATING REPORTS 

1. Click “Analytics’ on the “ePM Workspace’ page. 
 

 
 

2. Click ‘Fact Sheet Reports’. 
3. Choose the ‘GSA Project Stakeholder Report’ and select the blue arrow to run the report. 
4. Select the report format in the Format field. PDF is the recommended format for the GSA Project 

Stakeholder Report. Click ‘Run’. 
 

 
 

5. The ‘Report Parameters’ page will open. Select the desired parameters: Program, Geographic 
State, Project Type, Fund Type, Tenant/AB Code, Project State, Managing Org, Building ID, 
Project Funding, Project Template, and Geographic State-City. Select ‘Next’. 

6. In the next window select, from the ‘Results’ box, the project(s) that you wish to include in the 
report. Select ‘Insert,’ the projects will move into the ‘Choice’ box. 

7. Click ‘Run Report’. 
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8. The report opens in a new window. Alternatively, you can have the report emailed to you once it has 

been generated. 
 

REPORT LAYOUT 
 

The first page of the Project Stakeholder Report is a table that summarizes the information of all the 
projects that were selected for the report. The 11 columns in the table are: 
 

• ePM Project # 
• PCN/RWA # 
• Project State 
• Project Name 
• Project Manager 
• Managing Org 
• Tenant AB Code 
• Total Funding 
• Project Authorization/RWA Acceptance date 
• Construction NTP date 
• Substantial Completion date 

 
The table is followed by GSA Project Stakeholder reports for each project that was included in the 
report. The layout of the stakeholder report is as follows. 
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The header includes the date of report, below that will be the project name and below that will be the 
project address, including street address, city, state and zip code, followed below by the building 
number. 

 
The fact sheet is divided into two columns. The column on the left displays, in order, General 
Information, Team, Customers, Description, and Schedule/Milestones. The column on the right 
contains the Project Financials, Project Status, and Issues. 
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SAMPLE REPORT 
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REFERENCES 
 
Reference the following ePM Quick Reference Guides (QRGs) for additional information. QRGs can be 
accessed through the ePM Portal. 
 

• QRG 01 – Navigating ePM 
• QRG 02 – Using the ePM Address Book 
• QRG 31 – Funding Document Creation 
• QRG 32 – Funding Document Approval 
• QRG 40 – Field Reports 
• QRG 41 – Issues and Logs 
• QRG 42 – Creating Schedules 
• QRG 68 – ePMXPress 
• QRG 79 – Creating Milestone Schedules 
• QRG 104 – File Manager 
• QRG 127 – User Access & Certification Administration 
• QRG 137 – Cost Accounts 

https://epm.pbs.gsa.gov/Portal/
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