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eRETA 8.9 Enhancements

In this Quick Reference Guide, we will preview the new enhancements included with the eRETA 8.9 release
available to users starting January 6th, 2020.

Summary of eRETA 8.9 Enhancements

o u .k wnNpeE

Removing manual signature option for Federal customers (excludes Property Disposal RWAs)
Update the “Pending Action” filter to determine if a WR/RWA requires GSA or customer action
Update to the "Agency Accounting Detail lines Help" text

Overtime Utility Indicator and Estimated Amount fields added to RWA Search Export to Excel
Additional columns added to Estimate Search Export to Excel

Performance Improvements for several Export to Excel Reports
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eRETA 8.9 Enhancements

1) Removing manual signature option for Federal customers (excludes Property

Disposal RWAs)
As of October 1, 2019 federal customers are required to utilize eRETA’s digital signature solution, and

manually uploaded RWAs (whether signed electronically or with pen & ink) are no longer accepted.
With this release the manual signature option will no longer be available* and customers must choose
the “Electronic Signature Request” radio button (this is automatically selected) and enter their Fund

Certifying Official’s information so that he/she can receive the email to digitally sign the RWA.
» A _ _ _ _

SEARCH DATA ENTRY FINANCIAL REVIEW DOCUMENTATION ESTIMATES

Customer Approval
| Status .
CUSTOMER WRIRWA Number: W1801842  “pjnoin /e ctimate Input Code: A Read-Only View
INFORMATION

Please complete this screen if entering a new RWA or processing an amendment that requires a new
BILLING signature.
INFORMATION

* Required Fields

|—\11 Click here for signature option instructions

ACCOUNTING

DETAILS
3 *' Electronic Signature Request
CUSTOMER = = —
APPROVAL Signature of Fund Certifying Official | Not Yet Signed ¥ | %&
* Fund Certifying Official | dana_thierry@ixs.uscot ¥ Print Form 2957

Name of Signer  [Thierry, Dana |
Certifying Official's Phone (713 |)[250 |-|5984 | Ext| |

| certify that the RWA has been signed by a Fund Certifying Official and either delivered to PBS or uploaded here on this page.

Upload New

No records found

prossst Ty upload sae
4

»

Save Send to GSA Reset Form

Documentation Comments ETN:CUTX0104413182016

Manual signature option no longer available for selection since digital signatures are required.

*The manual signature option will continue to appear for C, D, and P-type RWAs since non-federal and
Real Property Utilization & Disposal (RPUD) customers do not use eRETA to send RWA information to
GSA, and these RWAs are entered by internal GSA (RETA) users. It will also continue to appear for RWA
amendments where new signatures are not required, given that the original RWA was accepted using
the manual signature method. For any amendments requiring new signature, the customer will only
have the option of choosing the Electronic Signature method.
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eRETA 8.9 Enhancements
2) Update the Pending Action Filter logic

Previously whenever a WR was in “Planning/Estimate” and the customer had not yet clicked the “Send
to GSA” button, the Pending Action was on the Customer when using the Pending Action filter on the
WR/RWA Search screen. With this release, a WR will be pending GSA action if it is in
“Planning/Estimate” status without an approved estimate linked since GSA must create, approve, and
link an SCE or OUE before the customer can click the “Send to GSA” button. After an approved
estimate is linked, the Pending Action is then on the Customer, and after the Customer clicks the “Send
to GSA” button, the Pending Action is on GSA (existing logic).

SEARCH DATAENTRY FINANCIAL REVIEW DOCUMENTATION ESTIMATES

£ Work Request / RWA Search r—

WRIRWA Type  Select options - 6 WR/RWA Number Closure Status ~ Select options d
WR/RWA Status  Planning/Estimate - Qrganization Code Region  Select options -
| Pending Action  GSA v Overtime Utilities v
Building Number Building Name
Primary Worksite City Primary Worksite State  Select options v Bullding Type | Select options v
Agency Bureau Code | 01001, 01005, 01044, ¢ ~ LA “a“‘e"i;’;fnf
BOAC Severable Service | Select options ~ | Customer Funding Type  Select options -
EDN PCN Customer ID
Authorized Amount from $ 0% Agency Accounting Data User ID | ﬂ
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 transactions. Therefore Pending or In Queue transactions may display differently than the official values in Pegasys.

- Acc./Start/
i QB BOAC  Building Org. Codel pojiested  Authorized Amt Status GSA User ID WR Requested By
ode Region Dite :

W0525763 01005 010009 WAOQ102ZZ P1025300 04/22/2019 $0.00 Planning/Est.  tina.vigorito@gsa.gov angela_posten@wawd.uscourts.gov
WO0739960 02011 1A152TZZ 05 04/30/2019 $0.00 Planning/Est.  angela.toussaint@agsa.gov kevin.l.Lmckinney@irs.gov
W0858320 0T055 AX0500AX 05 04/17/2019 $0.00 Planning/Est.  jamika.harris@gsa.gov janey.saunders@ice.dhs.gov
W0888565 01005 GAD025ZZ 04 04/19/2019 $0.00 Planning/Est.  nia.washinglon@gsa.gov drew_shugart@gamd.uscouris.gov
W1013821 07055 070035 VAD818ZZ 11 04/16/2019 $0.00 Planning/Est.  rosaliza angeles@agsa gov kate. mechem@associates ice.dhs gov;
W1022456 07055 FL34112Z 04 04/15/2019 $0.00 Planning/Est. takiyah smith@gsa. gov marie jordan@ice.dhs gov
VW1514647 02011 WAO101ZZ 10 051072018 $0.00 Planning/Est.  tina.vigorito@gsa.gov lillie.m.rowe@irs.gov
W1GRNIRTY 01044 TX031677 07 072212019 $0 00 Planninn/Fst connie moralesmasa any maonica balboamtes uscourts oov

Use the Pending Action filter to determine if an assigned WR is pending Customer or GSA action.
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3) Update to the "Agency Accounting Detail lines Help" text

Previously on the Accounting Details tab RETA/eRETA users could click a blue hyperlink titled “Agency
Accounting Detail Lines” which gave a brief outline on how to enter lines of accounting. Now the blue
hyperlink is titled “Multiple Accounting Lines Help” and gives more detailed instructions on how to
enter multiple lines of accounting as well as common misconceptions regarding paying an RWA bill
with multiple lines of accounting. The Agency Accounting Detail lines definition is now updated in the
Glossary as well as the pop-up from the Accounting Details page.

SEARCH DATAENIRY FINANCIAL REVIEW DOCUMENTATION ESTIMATES

Agency Accounting Details

CUSTOMER ' : 45 *_Planni Ate sl dniy Vi
INFORMATION Agency Accounting De oy
GSA Billing System Limitation: RETA/eRETA will allow you to enter multiple accounting lines fo fund your RWA, however, =
BILLING
INEORMATION GSA's billing system (Pegasys) can only bill one accounting line at a time
« Selecting "Line to Bill": RETA/eRETA will select the first accounting line entered as the one to bill by default.
ACCOUNTING However, selecting the radio button in the "Line to Bill" column and saving this tab will instruct GSA's billing system
DETAILS I Multiple Accounting Lines Help I to bill that line first. Customers or GSA are able to change which accounting line is billed as frequently they want
(note that GSA's billing system only bills once per month on/about the 19th of the month).
ne Created | Modified * Enter the text "Line #X of Y" when entering multiple lines: Whenever you enter multiple accounting lines, GSA
CUSTOMER Date Date suggests entering "Acctg Line #X of Y" (e.g. Acctg Line #1 of 3) as the initial text in the "Agency Accounting Data"
PPROV. field for each line. As a result, even though GSA's billing system can only print one of the muitiple accounting lines
A OVAL per bill, the "Acctg Line #X of Y" will be an immediate clue to the customer Accounts Payable staff that this RWA is
o7 funded with multiple accounting strings
12/09/2019|12/09/2019 02 « Common Misconception of Paying an RWA Bill with Multiple Accounting Lines: One of the biggest
PBS misconceptions about only one accounting string displaying on a monthly RWA bill is that the customer MUST pay
INFORMATION the full amount out of that accounting string and ONLY that accounting string. That is not true! The accounting string
provided on the billing statements is informational to help the customer Accounis Payable staff locate the
appropriate funding source(s) to pay the bill. GSA’s billing system and Treasury's IPAC system do not pull the full
07l amount out of a specific accounting string in a customer's financial management system. Instead the customer
‘e [12/09/2019|12/09/2019),,| reconciles the total billed amount to the specific funding source(s) within their financial management system. So for
example, if GSA bills $400 one month and the "Line to Bill" selected in RETA/eRETA (the same one printed on the
billing statement) is line #2 of 3 which only has $250 remaining on it, this does not mean the customer should «
Appgowd_ Agency Cert Amt: $1,000.00 BT S A AR R M O LR S T AN S G G S S B R e e R s
Close
Save Save & Proceed >>> Reset
Updated Agency Accounting Detail Lines Help text
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eRETA 8.9 Enhancements
4) Overtime Utility Indicator and Estimated Amount fields added to RWA Search

Export to Excel
This enhancement added the Overtime Utilities flag (Column C) and the Estimated Amount (Column M)
to the WR/RWA Search export to Excel.

A B [

&} E G H 1 J K L M ™ (&) P
RWA Search Report as of 121912010 10:55:45 AN

Total Record Cawnt: 24

Overtime | Severable Estimated FY

HWA Type | RVWA Number| Utiites | Services Code| BOAC | Bullding Number Bulding Type | Grg Code Headed Establish Date | AcceptanceiStart Date | Estimated Amount Authonzed At Saaties.
1] 1B405S ] Oh P 1 x
R L
R 1
R 1
4 I
[ 1
2] 1
t] 1
i 1
] ] 1
R L
L4 L
R 1
R 1
[ 106, 1
" 1
t] 1
" 1
] 1
R’ 10 1
i | PO | A 1
[ | P50 | I
[} | POTEE3H00 [ 2020 I
1] POM:253060 |00 1

——

5) Additional columns added to Estimate Search Export to Excel
This enhancement added four (4) new columns to the Estimates search export to Excel. Those new

columns are the Agency Code (first three digits of the Agency Bureau Code) (column H), the GSA
PM/POC name/email (Column H), the Last OU Letter that was Sent (column BI), and the Date the Last
OU Letter was Sent (column BJ).

Bc L) B F [E[E] 214} (5]} B BE _I
Ol Chilled Water gl CA) Machanical gl Wizcsllansaus Caxt CR _ Overhead {recuringt Guerhead [nan-secuming! Last Letter Sermt +| Lt Lutter SUn:UnI-_-I Ol Services Pravided
£0. 000000000 £ 120, TEO000000 £0.00 £i5.00 L1000 CHIC0 - Ve ificalion BeA, ERD19] DODMWHICANE O6 R SR0F

500

A2471233 SIL00 S0.00 £100.00

CEAR LOEBY, SCHEDULNG OF| THES GTUE

SO0 £0.00

50.00 50,00

000 so.0n SA00.00
1 £ I

£0.00 £0.00 10000

BRG] Fir

4 0T

E0L00 £0.00
S0 000000000 S0.00 S0.00
SAAZ 341137007 E0.00

CMBEZ 1

HEHH Dvertime ity equpment uwsage tor |}

&
£0.00 0,00 200,00

| Emtweate Srarch resiks (6] 3 -
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eRETA 8.9 Enhancements

6) Export to Excel Performance Improvements

The WR/RWA Search and the Financial Review Search export to Excel have been enhanced to
download faster with this release.

For additional RETA/eRETA questions, the following resources are available for...

GSA Employees:
® Log-in to the PBS Portal — select the RETA icon — Click on the “QRGs” tab
® Log-in to the PBS Portal — select the RETA icon — Click on the “Training” tab
e Email us at RETAAdmin@gsa.gov for RWA and SCE questions or at OUET.help@gsa.gov for
OUET questions
Customer Agencies (including non-PBS, internal GSA customers)
e Visit www.gsa.gov/ereta for eRETA training materials including user guides, video demos and
more.
e Email us at eRETA@gsa.gov for all eRETA questions
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