
      

Creating Overtime Utility Requests & Continuing Resolution Guidance 
 

In this Quick Reference Guide, we will preview how GSA customer agencies can utilize eRETA to request GSA Estimate for 

your Overtime Utility Service. All federal customers must send Overtime Utility Requests to GSA through eRETA. External 
customers can access additional information on our website at www.gsa.gov/ereta, and continue to email 
questions to eRETA@gsa.gov .   
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1. Instructions if you do not an existing GSA Estimate for your OU Service 
1. Create an RWA Work Request (WR) by moving your cursor over the “Data Entry” dropdown and selecting “Create 

Work Request.” from the eRETA welcome screen. 
 

 

Screenshot of create work request button found on the eRETA welcome page. 

 

2. Enter all required fields (as denoted by a red asterisk), select “Yes” from the “Overtime Utilities” pull-down 

menu, and enter the requested service period. 

3. Enter any non-required fields that you are able to provide. 

4. Click Save at the bottom of the page. 
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5. Double check that all required fields are completed and click the “Submit Request” button on the bottom of the 

page. 
 

 

Screenshot of filled out and saved Customer Information Tab shortly before submission to GSA.  
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Please Note: no action will be taken by GSA for saved but un-submitted Work Requests. These requests will stay 

unprocessed in “Pre-Planning Status” until a formal submission is made.  

 

6. Acknowledge GSA Terms and conditions using the check box and click “save”. 

7. After submission, your work request will enter “Unassigned Status”. It may take up to 5 business days for GSA to 

assign you a Project Manager and begin generating an Estimate for your request.  

 

 

Screenshot of filled out and saved Customer Information Tab with Estimate shortly before submission to GSA. 
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2. Instructions if you already have a GSA Estimate for your OU Service 

1. Create an RWA Work Request (WR) by moving your cursor over the “Data Entry” dropdown and selecting “Create 

Work Request” from the eRETA welcome screen. 

2. Enter or copy/paste the Estimate Tracking Number (ETN) in the “Estimate Tracking No.” field at the top right of 

the screen. 

3. Enter all required fields (as denoted by a red asterisk). 

4. Enter any non-required fields that you are able to provide. 

5. Click Save at the bottom of the page. 

6. Double check that all required fields are completed and click the “Submit Request” button on the bottom of the 

page. 

7. Acknowledge GSA Terms and conditions using the check box and click “save”. 

3. How to process OU RWAs during a Continuing Resolution 

When operating under a Continuing Resolution (CR), customer agencies may not be able to fund Overtime  Utility (OU) 

RWAs for the normal 12 month period. The following instructions and screenshots show how to process OU RWAs and 

amendments while operating under a CR. Additional instructions as well as how to process OU RWAs and amendments 

after a full budget has passed.  

1. Determine Amount to be funded under CR : If the full authorized amount of your OU RWA cannot be funded 

due to a CR, first determine what period of performance (PoP) of the service can be funded. Then let the GSA 

Project Manager (PM) / (POC) know that the RWA Overtime Utility Estimate (OUE) needs to be adjusted to 

reflect the amount of service time that can be funded. The estimator will update both the PoP and the cost on 

the GSA provided cost estimate. 
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Screenshot of modified Miscellaneous Factors tab that incorporates a CR. 

2. Create Work Request or Amend Existing RWA with Adjusted CR amount :  

If you have an existing signed RWA which needs to be adjusted, you will process an amendment to 

the RWA.  

1. Search for your RWA, click the Edit (pencil) icon at the top right of the RWA Summary screen 

and process  an X-input code. 

2. Edit the Agency Certified Amount field on the Billing Information tab, as well as the  Authorized 

Line Amount on the Accounting Details tab to the new (lower) amount being funded under the 

CR.  

3. Save and proceed to the Customer Approval tab to enter your signatory information. 

4. Save and  proceed to the Amendment Summary tab and click “send to GSA” for processing.  

  

If your Work Request / RWA is not signed yet, you can simply enter edit mode to make the required 

changes. 

1. Search for your RWA, click the Edit (pencil) icon at the top right of the RWA Summary screen. 
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2. Edit the Agency Certified Amount field on the Billing Information tab, as well as the  Authorized 

Line Amount on the Accounting Details tab to the new (lower) amount being funded under the 

CR.  

3. Save and proceed to the Customer Approval tab to enter your signatory information. 

4. Click “Send to GSA” for processing. 

3. Amend RWA in eRETA to full amount: 

1. Once GSA has adjusted the estimate and you received the email notification, log in to eRETA 

and search for the associated RWA to initiate an amendment. 

2. Click the Edit (pencil) icon and  initiate an X-input code. 

3. On the Billing Information tab, adjust the Agency Certified Amount to the full  amount.  

4. Save and proceed to the Accounting Details tab and adjust the Authorized Line Amount to the 

full  amount. 

5.  Save and proceed to the Customer Approval tab, enter your signatory information, then save 

and  proceed to the Amendment Summary tab  

6. Send to GSA for potential acceptance.  

 

 

 

 

 

 

 For Additional Questions the following resources are available: 

● Navigate to www.gsa.gov/ereta for eRETA user guides (including this one) and FAQs  

● Email us at eRETA@gsa.gov with questions about using or navigating eRETA (once inside the application 

itself) 
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