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The Posted Transactions application allows users to View, Print, Download and Update 
Posted Transactions.  Users will only have access to transactions that they have been 
authorized to view. 
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Prior to entering the Posted Transaction area, you must complete the FMS ESSAS form 
that is available for download from the GOALS II Website 
(http://fms.treas.gov/goals/aboutgoalsii.html).  The Posted Transactions application is 
available for all GWA applications.  The roles that can be selected are described below: 
 
Agency Preparer – This role allows the user to enter a new Non-Expenditure Transfer 
SF-1151 request specific to the requested application(s), edit a request that has not been 
submitted to their certifying officer, monitor the status of requests that they have 
completed and to respond to rejections of submitted requests.  
 
Agency All – This user role has been defined for those agencies that have limited 
resources available to separate the duties of both entering and certifying a Non-
Expenditure Transfer SF-1151 request.  Approval of the request for this role for the 
GWA BPD NET and GWA BPD Reverse NET applications is contingent upon the 
requestor having a current signature card on file at the Bureau of the Public Debt. For 
Credit Reform Borrowing.  
 
Agency Certifier – This role allows the user to certify a Non-Expenditure Transfer SF-
1151 request that has been completed by an Agency Preparer within their organization, 
and to monitor the status of requests that they have certified.  Approval of the request for 
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this role for the GWA BPD NET and GWA BPD Reverse NET applications is contingent 
upon the requestor having a current signature card on file at the Bureau of the Public 
Debt for Credit Reform Borrowing. 
  
Agency Reviewer – This user role allows the participant to monitor the status or view a 
Non-Expenditure Transfer SF-1151 request after certification by an Agency Certifier 
within their organization. 
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• To view all posted transactions, click on Posted Transactions with the left mouse 
button. 
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The Posted Transaction page will be displayed with filter and download features at the 
top portion of the screen. 
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The lower part of the screen displays all posted transactions that the user is authorized to 
view or reverse.   
 
The list will contain up to 15 transactions.  If there are more than 15 posted transactions, 
a link, Next 15 Transactions ->, will be displayed. 
 
• To view the next 15 transactions, click on Next 15 Transactions ->.  
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• The next set of transactions are displayed. To return to the transactions on the 
previous page, click on <- Previous 15 Transactions 
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Filter Transactions by Account 
 
• To filter the list of posted transactions, click on the drop down Arrow next to the 

Account box with the left mouse button.  Accounts from the list of posted 
transactions will be displayed. 
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• Next, click on the Account that you want to filter by with the left mouse button. 
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• Click on the Submit button with the left mouse button. 
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The Posted Transaction list will be displayed containing transactions meeting the filter 
criteria. 
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Filter Transactions by Control Number 
 
• To filter the list of posted transactions, enter Control Number in the box next to 

Control Number.  The entire control number can be entered or any part beginning 
with the first character. 

 
Note:  When displayed, the control number contains brackets {  }.  Do not enter the 
brackets {  } when entering the control number. 
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• Click on the Submit button with the left mouse button. 
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The Posted Transaction list will be displayed containing transactions meeting the filter 
criteria. 
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Filter Transactions by Department Regular  
 
• To filter the list of posted transactions, click on the drop dwon Arrow next to the  

Dept Reg box with the left mouse button.  The Department Regular(s) will be 
displayed.    
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• Next Click on the Dept Reg  that you want to filter by with the left mouse button.
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• Click on the Submit button with the left mouse button.
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The Posted Transaction list will be displayed containing transactions meeting the filter 
criteria. 
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Filter Transactions by Accounting Period 
 
When the user enters the Posted Transactions screen, transactions posted in the current 
accounting period are displayed automatically.  To view transaction contained in another 
accounting period, you can change the “From” and “To” accounting periods.  The 
“From” and “To” can be the same accounting period or a range can be entered. 
 
• Select the “From” Month by clicking on the drop down Arrow next to the “From” 

Month drop down box 
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• Next, select the Month that you want by clicking on it with the left mouse button. 
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• Select the “From” Year by clicking on the drop down Arrow next to the “From” 
Year drop down box and clicking on the year with the left mouse button.  Follow the 
same procedures to select the “To” Month and “To” Year 
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• Click on the Submit button with the left mouse button. 



 23

  

GWA Training Guide

Posted Transactions

 
 

The Posted Transaction list will be displayed containing transactions meeting the filter 
criteria. 
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Filter Transactions by Transaction Type 
 
• To filter the list of posted transactions, click on the drop down Arrow next to the 

Transaction Type box with the left mouse button. 
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• Next, click on the Transaction Type that you want to filter by with the left mouse 
button. 
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• Click on the Submit button with the left mouse button. 
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The Posted Transaction list will be displayed containing transactions meeting the filter 
criteria. 



 28 

 

GWA Training Guide

Posted Transactions

 
 

Filter Transactions by Legal Authority 
 
• To filter the list of posted transactions, click on the drop down Arrow next to the 

Legal Authority box with the left mouse button. 
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• Next, click on the Legal Authority that you want to filter by with the left mouse 
button. 
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• Click on the Submit button with the left mouse button 
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The Posted Transaction list will be displayed containing transactions meeting the filter 
criteria. 
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Download Posted Transactions 
 
The three download options are displayed below the filter field to the right of the screen..  
This feature will allow the user to download the detail transactions for all transaction 
appearing in the posted list. 
 
 
Downloading GWA Text Reports 
 
• First, Click on the Text file format with the left mouse button 
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A Separate browser window will appear. 
 
• Select File - Save As from your browser menu 
• Verify or enter a file name 
• Select the Directory where you want to save the file 
• Select Save 
 
The detail transactions are now downloaded to your computer in the text format 
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• After saving the information, Close the window by clicking on the X in the top 
right corner or select File - Close from your browser menu 
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Downloading GWA XML Reports 
 

• First, Select the XML file format from the application screen after all selections 
are made. 
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A Separate browser window will appear 
 

• Select File - Save As from your browser menu 
• Verify or enter a file name 
• Select the Directory where you want to save the file 
• Select Save 

 
The detail transactions are now downloaded to your computer in the XML format. 
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• After saving the information, Close the window by clicking on the X in the top 
right corner or select File - Close from your browser menu 
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Downloading GWA CSV Reports to Excel 
 

• First, Select the Excel file format from the application screen after all filter 
selections are made 
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A separate dialogue box will appear 
 

• Click Save on the dialogue box 
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• Verify or enter a file name 
• Verify or change the directory 
• Select the Microsoft Excel Workbook file format from the Save as type menu 
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• Select Save 
 
The detail transactions are now downloaded to your computer in the Excel format 
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View Posted Transaction Details 
 

• To begin, move the curser over the Control Number of the desired transaction 
and click the left mouse button 
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After the Control Number is clicked, the View Posted Transaction Details page is 
presented. 
 

• From this screen, the transaction can be viewed in the 1151 format by clicking on 
the View Form button. 

 
Note: To return to the Posted Transaction list, select on the Posted Transactions from 
the menu bar or press the back button on the browser. 
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After the View Form button is clicked, a new window showing the Non-Expenditure 
Transfer Authorization will be displayed. 
 
From this screen: 
 

• To close the window, click on the X at the top right hand corner of the window. 
 

• To print, select the printer icon from the Browser menu. 
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• From this screen, comments can be viewed by clicking on the View Comments 
button. 

 
Note: To return to the Posted Transaction view, select on the Posted Transactions from 
the menu or press the back button on the browser 



 46 

  

GWA Training Guide

Posted Transactions

 
 

After the View Comments button is clicked, a new window showing the comments will 
be displayed.  The Transaction Control Number, Posted Date and Time, Transaction 
State Code, User Name and Comment Text will be populated with information 
associated with the transaction. 
 
From this screen, 
 

• To close the window, click on the X at the top right hand corner of the window. 
 

• To print, select the printer icon from the Browser menu. 
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The menu bar can be used to navigate to other area of the system. 
 
• To go back to the GWA Homepage, click on Home with the left mouse button. 
 
• To enter a new transaction, click on New Transaction with the left mouse button.  

This will take the user to the New Transaction page. 
 
• To log off the GWA system, click on the LOG OFF button that appears in the top 

right corner of the screen. 
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