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RETA 9.18 Enhancements

In this Promo/User Guide, we will preview the new enhancements included with the RETA 9.18 release available
to users starting November 11th, 2024

(’ For additional RETA/eRETA questions, the following resources are available for... \‘
GSA Employees:
® Visit www.gsa.gov/RWA or the Reimbursable Services National Program page on Insite
® 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.
\'. ® Email us at eRETA@gsa.gov for all eRETA questions .,!
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1.) Allow Customer eRETA Users to Request a Revised Summary Cost
Estimate (SCE) if it Expires

Impact to:
Customers, GSA Summary Cost Estimators, GSA PM/POCs
What changed:

When an estimate expires in RETA, Customer eRETA Data Entry users now have the ability to transition
responsibility back to GSA in eRETA and request GSA provide a revised estimate.

® Added a new pop-up warning message that allows Customer eRETA Data Entry users to request a revised
SCE at the push of a button after the existing estimate has expired.
e The Message says:

'The Summary Cost Estimate has expired. You cannot fund this Work Request (WR)/RWA and send it to
GSA until an approved RETA estimate is linked to the WR/RWA. GSA can provide a revised estimate valid
for another 90 days.

Click ‘OK’ to send a request to the GSA PM/POC to review and approve the estimate. Click ‘Cancel’ to
continue modifying the WR without requesting an updated estimate. You will be asked this question the
next time you edit the WR.'

o If the customer clicks ‘ok’, they receive a confirmation message and an automated email is
routed to GSA. (Details outlined in item 3 below).
o The pop up message and button will not be offered to the customer again unless/until
the estimate expires again.
o If the user clicks ‘cancel’, they will enter edit mode on their Work Request without notifying GSA.
o The user will be presented with the same pop up message each time they log into the
WR in edit mode until the button is either clicked, or the estimate is modified by GSA.

Why it changed:

SCEs expire after 90 days to ensure the costs are properly updated to current market pricing. This upgrade was
rolled out in Spring 2024 and several features in RETA need to be updated to accommodate and make use of that
new functionality.

This warning message will provide an automated way for the Customer eRETA data entry user to contact GSA, to
request GSA take action on the expired estimate. Prior to this update, it required the user to manually email their
GSA PM outside of the system, and did not transition the ‘Pending Action’ responsibility in RETA.
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How to use it:
(see screenshots on following pages)

e Customer eRETA Data Entry user clicks the Pencil Icon on any tab to enter edit mode on Work Request
(WR) with expired SCE
e Warning Message pops up

SEARCH DATAENTRY FINANCIAL REVIEW DOCUMENTATION ESTIMATES . . . .
The Summary Cost Estimate has expired. You cannot fund this Work
Request (WR)/RWA and send it to GSA until an approved RETA estimate

is linked to the WR/RWA. GSA can provide a revised estimate valid for

CUSTOMER another 90 days.
INFORMATION
WRIRWA Number. \W1053873 Customer Request Date: 08/202019 Requested Ey || | NN
a,,#;m?m‘( Status: Planring Extmate Customer Sianature: 54 Data Entry NN Cick "OK" to send a request to the GSA PM/POC to review and apprave
INFORMATION .
Input Code: A GSA Region: 03 Estimate Tracking No: SCRADZ80I the estimate.
MTING Click "Cancel” to continue modifying the WR without requesting an
updated estimate. You will be asked this question the next time you edit
RWATyRe: W WRRWA Number: 1953073 h
CUSTOMER the WR.
APPROVAL Agency Bureay: 02800
igency Nsme: [SOCIAL SECURITY ADMINISTRATION
EBS Cancel
INFORMATION Primary Buiding State: [Pennsyivania v City: (Philadeiphi
AUTHORIZING Building Mymber, (FAS001ZZ 7| Building Name: [MIDATLAN s sy R
DETALS Ao
Address: (300 SPRING GARDEN ST Zip Coce: (10122
res. ERETINGE . p Cote: (N IR T
PBS Ru:[ﬂ qu:e-.-SFpecIF? | Bequest for muttiple buildings
APPROVAL Location in Pacilty: = (If yes,_Address in Desc. of Reqts.) Signature Requested - GSA
Request Categary: | Nonseverable (Projects) Ll ] Requested Period of ] to [}

Kahua Related RWA Accepted

Estimated FY Meeded: [2020 W Mumber(s):

(1052400 1054058 ]

This work is related to other RWA(s) Relzted RWA Number(s) : | |

Warning message displayed to Customer eRETA Data Entry user after entering edit mode

Thank you - an email has been sant, and the RWA package is now
pending action from GS5A. You will not be able to submit your RWA
funding until G5A has approved the estimate.

an Frrom :

er @

Ok
12028 Mot Approve

1 Dl Dlmmmiomm

Confirmation pop-up after requesting SCE update from GSA
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2.) ‘Pending Action’ Changes
Impact to:

Customers, GSA Summary Cost Estimators, GSA PM/POCs
What changed:

Dynamically update the ‘Pending Action’ Tracker / Search results for the ‘Pending Action’ filter after the estimate
expires, and when the customer requests an updated Estimate

e A Work Request (WR) in ‘Planning / Estimate’ status or ‘Pending-New’ RWA will be awaiting Customer
action when:

1. Customer has not clicked 'Send to GSA' (to send the fully funded WR/RWA to GSA for review)
and the WR/RWA is linked to an Approved (not expired) Estimate OR
2. The linked SCE has expired and the Customer has not yet requested an updated SCE from GSA in
eRETA.
e A WRin ‘Planning / Estimate’ status or ‘Pending-New’ RWA will be awaiting GSA action when:
1. Customer has completed Data Entry and clicked 'Send to GSA' OR
The WR does not have a linked estimate OR
The linked estimate has never been approved by GSA OR
The linked estimate has expired and the customer has requested an updated estimate OR
The linked estimate has expired and GSA has already started editing the expired estimate

vk wnN

Why it changed:

Prior to this change the ‘Pending Action’ tracker could not properly update to accommodate changes related to
expired SCEs. This caused the RWA to incorrectly state the WR / RWA required action from one party when it
really required action from another.

This upgrade will also allow GSA to correctly identify which WRs are effectively 'on hold'. WRs where the
estimate has expired and the customer has not yet requested a revised estimate could be considered 'on hold'
while the customer determines when or if they intend to fund the WR. When the customer does request an
updated estimate, or GSA begins modifying the estimate, the GSA project team will be reengaged.
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3.) Automated Email After Customer Requests SCE Revision
Impact to:

GSA Summary Cost Estimators, GSA PM/POCs, Customers
What changed:

New email to communicate GSA action to revise an expired Summary Cost Estimate
e Send the email after the customer clicks the button (outlined in item 1 of this promo guide) to request
an updated SCE
o TO:
GSA Project Manager/POC
SCE GSA PM/POC
SCE Last Modified By
SCE Approver/Reviewer
GSA Data Entry Owner

eRETA user who clicked the button to request an estimate revision
WR Agency POC
Agency RWA Mailbox
m  GSA Regional Mailbox
e Save a PDF copy of the email to the documentation/audit section of the RWA within RETA

From: eRETA user@gsa.gov

To: -

Ce: "
Attachments:

Subject: Request for GSA to Revise and Approve the SCE for WR 3283866

Body: GSA Project Manager/POC,

As the result of an expired RETA Summary Cost Estimate (SCE), external DataEntryUser has requested GSA to reconfirm the scope of work, reevaluate the SCE
and update to current market pricing if necessary.

The GSA PM/POC vijaya parre must log in to RETA and approve the SCE to allow the customer to fund the Work Request (WR).

GSA PM/POC: 23) 123-1234

PBS Data Entry

Customer Agency: DEPARTMENT OF THE TREASURY, INTERNAL REVENUE SERVICE NATIONAL OFFICE
Customer POC: (123) 123-1234

Building: DC0001ZZ, Central Htg Pint Stm, 13Th & C Sts, Sw, Washington, DC
Description: test

For more information, please log into RETA and locate Work Request Number 3283866,

Example of Request for SCE Estimate Revision Email

Why it changed:

To ensure that the correct groups are notified as soon as the customer needs a revised estimate, indicating the
customer is ready to continue moving forward with an WR after the SCE has expired.
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4.) Disallow Creation of an SCE Before the Work Request (WR) is Assigned

Impact to:
GSA Summary Cost Estimators, GSA PM/POCs, Customers

What changed:

Disallow creation of an SCE for a WR until a GSA PM is officially assigned. There have been no changes to OUEs.

Why it changed:

This validation will ensure that no automated communications can be skipped. In the rare scenario where an SCE
was linked to a WR before a PM is assigned, the customer was able to complete all funding information and click
'send to GSA' early. When this occurred, the PM assignment email could not be sent, and the 'RWA sent to GSA
for acceptance' email would appear as if GSA was sending the email to themselves. This created GSA and
customer confusion, data inaccuracies and documentation inaccuracies.

SUMMARY COST ESTIMATE

e mecman
The WR/IRWA number you entered is not yet assigned to a GSA PM/POC. The WR / RWA must
BASIC be assigned before the RETA SCE can be created.
INFORMATION

Base Project Cosis 50.00
Est. Tracking No.: Modified:
Estimate Total: $0.00 e Additional Project Costs s0.00
Status Valid Thru: — =
Creatad: Expired:
BWVA Type: (W | * RWWA Number: (2058860 | RWA Mgmt Fee 50.00
e “Esfimaie Type / Range of | Order of Magnituds (~40%. +75%) v e 50.00
“Project Phase: | 1-Frject denti 2 deiediat 5 L
Farsonal Property Costs 50.00
FIVVA Start/a - - Estimated Substantial - —_—
~|oz7iz02e | S e ]
Dae (#2722 | Completion Date: L Total Est RWA Authorized  50.00
o Amount
"Erimary Workste (Building) Na:[Wvozdezz___|[Q] Land Point Of Entry(LPOEZ: ®) No () Yes
Primary WorkSite (Building) Name: | GREENERIER VALLEY AIRPORT PASSENGER TERMINAL |
Address: |US ROUTE 219 NORTH ]
City: [LEWISBURG ] State: [West Virginia ~
Zip Code: (24801 ] Building Type: Leased
*Requesting Agency Bureau Code: (02011 1=y
) DEFARTMENT OF THE TREASURY,INTERNAL REVENUE SERVICE NATIONAL OFFICE
Requesiing Agency Bureau Name: P
z
“Either a Lease or a REXUS Froject Number is required for Lazsed and USFS locations. View Lease info
) _ T Primary REXUS Lezs2 (rmsges
Primary Lease Number: [LAR18473 | L rtimet Nurmbar, | 0AR2028 | ]

|' Additional Lease and Project Numbers ‘

Projest Contral Number: &
Project Name: |
QA Number: | =N} ASA Number. |
*BBS Organization: [P0000000 | (] * Estimate Lsbel: | RWA v
* Office Symeal: [FBC )
Customer Estimate POC: | Add newr... ~ \
Name: | | Title: | |
Contact's Phone: (| J-| | Ext| | Fax (|

Addrass1: | | AgdressZ: | |

City: | | State: | |
Zip Code: | ]- ]
G54 PMPOC Email: | Add new... ~ @l
Peint of Contact Mame: | | Paint of Contact Phone: (| | 1-| | Ext| |

Save & Proceed »»> || Reset Form

Error message when attempting to create an SCE for an Unassigned WR
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5.) Display Estimate Approval Status on the WR / RWA

Impact to:

Customers, GSA Summary Cost Estimators, GSA Overtime Utilities Estimators, GSA Data Entry Users

What changed:

The Approval status of the linked Estimate is now easily visible on the WR / RWA on the Customer Information
and Billing Information Tabs. The ‘Not Approved’ status is displayed in red.

You are in Read Only Mode Progress Tracker
CUSTOMER
INFORMATION WR/RWA Number: W1872135 Customer Request Date: 11/07/2018 Requested Ex-_ K Awaiting Astion From :

Status: Planning/Estmate Customer Signature: Gsa Data Entry | NG
BILLING Customer &
INFORMATION Inaut Code: A GSA Region: 07 Estimate Tracking No; SGNMO707120160013 Nt Aparoved!
ACCOUNTING
DETAILS RWAType: W WR/RWA Number: 1678135

Pre-Flanning
CUSTOMER Agency Buresw: 07071
APPROVAL P

Agency Mame: [DEPARTMENT OF HOMELAND SECURITY, OFFIGE OF FIELD OPERATIONS FACILITIES ] nassigni
PBS Frimary Buiding State: (New Mexico ~ City: |Saniz Teresa ~ i .
INFORMATION v g il ty . Planning/Estimate
Buikting Numboer; (FIMBSBAST | Building Mame: [USBS SANTA TERESA IMPORT DOC|

Pending-New

Slg:fglzwe tddress: (170 PETE DOMENGI HIGHWAY | Zip Code: [EEO0EIN) | ]

Fioom HumberiSy Signature Requested - Customer

e Losation in
APPROV/ Requested Perios Signature
APPROVAL Bequest Category: [Nonseverable (Projects) Cali} —“% [ Signature Requested - GSA
- N Kahua Relsted RVWA
Estimated FY Neaded: (2021 % Numberts): | | pted
This work is related to other RWWA(S) Relsted RWA Numbens) : | |
Estimated Amount: ($50.000 to 5250.000 ¥ Kahua PMPOC: | |

geney POC: G34PWPOE:
faens ‘M_ (i known} _

Mame: Torres,Denise Anne MName: Urias,Rodoffo
Fhone: (848) 643-6339 Phone: (0815) 245-3868

Agency PWA Mailbox:

Descr n of
Bequrements:

(Limited to 1,000 Characters) Changes made ato

To view any previously entered Comments lick the Commente |

&t the bottom of thiz screen.

Documentation/Audit Comments ETN:SCNMO7O7120150013

Estimate status Customer Information tab
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You are in Read-Only Mode

Progress Tracker

Awaiting Action From

CUSTOMER
INFORMATION

WR/RWA Number: W1972125 Status: Flanning/Esiimate Input Code: A

BILLING Agency Buresu Coce [BTGFTT) Sstmate Tatal 520 74205 (Mot Appraved) Customer &
INFORMATION #gency Certified Amount §(0000 ]

DEPARTMENT OF HOMELAND SECURITY, OFFICE OF
Agency Name | FIEL D OPERATIONS FACILITIES -/
ACCOUNTING
o Billing Type (CEIPAC v Agency Billing Contact [cbpinvaices@ebp.dhs go %
Pre-Planning
Billing Term (M= Monthiy ~ Billing Gontact Name:  [Inveices.GEP |
Hold Billings (T Biling Contact Fhone( (317 ) )[488 - (6762 £t | Unassigned
BS ALC (70050800 Funding Agency Gode [FPDS) (7014 i
tmrerern ac | ] [ | . Planning/Estimate
@) Acoount Code/BOAC [Tosmac | Funding Office Code (FPDS) 706021 |

P g-hew
AUTHORIZING ending-Mew
DETALS

Custor Or L] r
Billing Cffice Name (DHS CUSTOMS AND BORDER PROTECTION wstomer Craer Numasr |w1e70185

Signature Requested - Custome:
Ageney Finance Biling Address (B850 TELEGOM DRIVE ] z Signature Requested - Customer

PBS
APPROVAL Street Address |

Fiscal Station Number [ Signature Requested - GSA

Accepted

|
city [INDIANAPOLIS | Requisition 1D |
J

State Indisna Customer UEI |

Zip Code (46278 |- |

Documentafion/Audit Comments ETN:SCNMO707120150013

Estimate status Billing Information tab
Why it changed:

This change makes it explicitly clear that a user’s estimate has not been approved or is expired. When combined
with the ability for customers to automatically reach out to GSA SCE Estimators, this change eliminates confusion
and increases the usability of the system.

END

8 | Page
RETA 9.18 Promo Guide



