
eRETA Quick Tips: May 2019 
 

How to Search for Work Requests and RWAs in eRETA 
 

Happy Spring!  With just four months until using eRETA becomes mandatory, hopefully you have already begun 
using the application to create and submit Work Requests (WRs) and RWAs to GSA. To make sure you are 
prepared for the October 1, 2019 conversion date, here is another Quick Tip! One of the main benefits of eRETA 
is that you can view and access your organization’s active, completed and closed RWAs, as well your active 
WRs. Use the information below to learn how to use eRETA to search for WRs and RWAs in your organization! 
------------------------------------------------------------------------------------------------------------------------------------------------------------------ 
1- Work Request / RWA Search 
After logging into eRETA, click on Search to pull up the Work Request / RWA Search page. This will allow you to search 
for any WRs / RWAs associated with your Agency Bureau (AB) code. You can search on any field and eRETA will retrieve 
RWAs that match those parameters. Since eRETA uses an AND operator, the results will match the combination of all of 
the parameters you provide.  
 
For example, if you select WR / RWA Type “W”, Region “2” and AB Code “01005”, then all Region 2 W-types associated 
with AB code 01005 will appear in your Search Results list. You can even search by User ID to locate WRs / RWAs that 
you or someone else in your Agency Bureau has submitted to GSA, as shown below. User ID refers to the eRETA user’s 
government email address used to log into the PBS Portal.  Clicking on the icon to the right of the User ID field will 
auto-populate your eRETA user ID into the search window. 
 

 
Use different fields on the WR/RWA Search to locate your WR or RWA. 

 
 



2- Financial Review Search 
You can review the commitment, obligation and expense transactions for accepted RWAs through the Financial Review 
Search screen. Selecting an RWA from this page opens the Financial Review Summary page.  

 
Use the Financial Review Search to review commitment, obligation and expense transactions for accepted RWAs. 

 
3- Documentation Search 
You can view WR / RWA documentation using the Documentation Search page. Selecting a WR / RWA from this page 
opens the Documentation Detail page where you can download documents associated with the WR / RWA (e.g. 
automated communications, customer letters, estimates, etc.)

 
Use the Documentation Search to access documents associated with WRs / RWAs. 

 
 



4- Export WR / RWA Data to Excel 
To export WR / RWA data to Excel from ​any​ of the Search pages listed above, click the “Export to Excel File” button at the 
bottom right of the search screen. This will download an Excel file of WR / RWA data based on the search parameters 
selected will and include additional columns of data not displayed on the search screen results (due to space limitations). 
 

 
Export WR / RWA Data from any of the WR / RWA Search screens. 

--------------------------------------------------------------------------------------------------------------------------------------- 
BONUS KNOWLEDGE: ​Getting eRETA access is easier than ever and takes only 1-2 business days to process! After 
your supervisor forwards your application to ​eRETA@gsa.gov​, the PBS National Helpdesk will send you a “Welcome to 
eRETA” email which no longer includes a validation form to complete. Please wait to hear from ​eRETA@gsa.gov​ before 
completing the steps in that email and we’ll get your account set up ASAP! 
 
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 

 
DOUBLE BONUS KNOWLEDGE: Training, training and more training!  
Starting in June and continuing throughout the summer, we will offer not one but TWO eRETA training sessions per 
month! One will be an “eRETA Basics” overview session, the other an “eRETA Advanced” session focused on answering 
some of the more complex questions posed by customers like you! These courses are held through GSA’s Client 
Enrichment Series and you can register by visiting ​www.gsa.gov/ces​ or by clicking the links below! 

● eRETA Basics - Overview Sessions 
○ June 27: 1-3pm (eastern) 
○ July 9: 1-3pm (eastern) 
○ August 6: 1-3pm (eastern) 
○ September 10: 1-3pm (eastern) 

● eRETA Advanced - How do I...? Feature Focus Sessions​ ​(attending an Overview session and gaining access 
to eRETA are strongly encouraged prior to attending these advanced sessions) 

○ June 11: 1-2:30pm (eastern) 
○ July 18: 1-2:30pm (eastern) 
○ August 15: 1-2:30pm (eastern) 

 
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! 
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