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Chapter 1 — Getting Started in WAWF

Introduction

Welcome

Purpose

Benefits

Thank you for your interest in Wide Area Work Flow. This guide will
provide you basic information on how to get started in WAWF. For more
detailed information please review the following web pages for additional
information and training on WAWF-RA Please review the following Web
pages:

WAWEF-RA Production home page
https://wawf.eb.mil

WAWEF-RA Training Database (great place to practice using WAWF-
RA)
https://wawftraining.eb.mil

WAWEF-RA On-line Training Course (great place to begin learning
WAWEF-RA)
www.wawftraining.com

The purpose of this document is to provide basic Wide Area Workflow —
Receipt and Acceptance (WAWF-RA) Vendors user guide..

WAWEF-RA supports the Department of Defense (DoD) initiatives for
paperless payment processing through the use of Electronic commerce.
WAWEF-RA meets these initiatives and provides vendors the means to create
and submit payment documents electronically in WAWF-RA to from their
system directly into all DoD entitlwement5 systems submit invoices, receipt
and acceptance documents, entitlement and payment process through data
sharing and electronic processing.

For vendors, benefits include the capability to electronically submit invoices,
and receiving reports. WAWF-RA provides global accessibility to all
WAWEF-RA users and eliminates the potential for lost or misplaced
documents during the DoD payment cycle.

Continued on next page
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Introduction, Continued

References

Department of Defense Reform Initiative Directive (DRID) #43 — Defense-
wide Electronic Commerce dated May 20, 1998.

Section 8, DoD Authorization Act FY01, mandates that DoD implement
automated invoicing, receipt and acceptance.

Office of the Under Secretary of Defense memorandum: Subject: Deployment
of Wide Area Workflow — Receipt and Acceptance (WAWF-RA), dated April
1, 2002.

Office of the Secretary of Defense memorandum: Subject: Wide Area
Workflow Implementation dated February 6, 2003.

DFARS 252.232-7003 Electronic Submission of Payment Requests

Continued on next page



Introduction, Continued

Role

The following are the different roles that may be used during the WAWF-RA
process.

e Vendor. A person, who is authorized under a government contract to
create, submit, correct, and review documents in WAWF-RA. Vendors
access to WAWEF-RA is limited by registration under the firms Cage ¢
Codes.

e Receiver/Inspector. A government representative who is responsible for
the receipt of supplies, equipment, and services A receiver can inspect,
receive, reject, modify and view documents in WAWF-RA.

e Acceptor. A government representative who is responsible for the
acceptance of goods or services. The Acceptor is authorized to inspect,
accept, reject, modify and view any document that requires acceptance.

e Local Processing Official (LPO). The LPO role is mandatory for all
Department of the Navy entitlement system payments. This role is
optional under other payment processes, with this function the LPO
reviews, certifies, and may enter lines of accounting data prior to
submission to the paying office.

e Government Payment Official. The payment official is responsible for
the payment review and processing of documents in WAWF-RA. The
payment official can recall, reject, or review certain documents in
WAWEF-RA.

e Group Administration Manager (GAM). The GAM is responsible for
activation, deactivation and can reset passwords of users who self-register
under their Cage Code in WAWEF-RA. There are vendor GAMs and
government GAMs.

Continued on next page



Introduction, Continued

Let’s Begin

Learning
Objectives

In this chapter

Before you begin to learn the basic Wide Area Workflow (WAWF-RA)
functionality it is very beneficial to learn about Electronic Document Access
(EDA) and then we will guide you through the EDA and WAWF-RA
registration process.

Upon completion of this chapter, you will be able to

1. Complete EDA registration
2. Use EDA system
3. Complete WAWF-RA registration

This chapter contains the following topics:

Topic See Page

Registration for EDA

Use EDA system

Establishing WAWEF-RA account

Verifying the EB POC in CCR

Establishing or updating EB POC in CCR

User self-registration in WAWEF-RA




Vendor Registration for Electronic Document Access (EDA)

Introduction EDA is a virtual filing cabinet for the storage and retrieval of multiple types
of government contracts. As a vendor you are authorized to view contracts
awarded under you Cage Code.

Continued on next page



Vendor Registration for Electronic Document Access (EDA),
Continued

Procedure Follow the steps below to register to use EDA:

Step Action
1 Go to the EDA web site at http://eda.ogden.disa.mil/

2 From the EDA home page, click Vendor Registration.

3 Click “EDA Registration Form” under Username/Password.

Step 2¢ Determine Aovess Method - (Ts P d or Digital Certif
Srep 30 Cownplete and Subedt Begiavation form

Click "EDA Kegistration Form”

[ Usemame Password [ Diigital Certificate

C | Emhalmnfum |>| EDA Fegistration Form |

Step 4: Wait for your Elsctronse Business Point of Contact (EB POC]) to Conkact you.

Flease allow 1-4 business days for your EB POC to review your application.
EDv4 will nosify yeu by e-mail when your account iz approved.

For Begutration Asnstance Contact your EB POC

Continued on next page
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Vendor Registration for Electronic Document Access (EDA),
Continued

Procedure (continued)

Step Action

4 Complete the EDA Registration form.

Department of Defense
Electronic Document Access

Vendor Registration - Personal Information

Home> Regisier> Yendor > Username

Enter the following data (*requ.irell):

*First Warne | Identity
“Last Mams
*TEIEphonE Eaxt Contact
“E-Mal
K Company MName
*EB POC Name Electronic Business Point of Contact (EB POC)

"EE POC Telephone Ext
EB POC E-Mal

For registration assistance, contact the Ogden Customer Application Support Center (CASC) at 866-618-5988, 801-605-7095, or DSN: 388-7095 or email to:
cscassip@ogden disa il

Note: The asterisk denotes a mandatory field.

5 Click Continue.

Result: Vendor Registration — Document Access form screen
appears

6 Optional: Enter your Duns Number

Enter your “CAGE code(s)”.

Department of Defense
Electronic Document Access

Vendor Registration - Document Access

Home= Register> Vendor > Username
Check Document Types (’re quired):

Access to

D-U-N-5 Humber CAGE Code

‘Serch for D13 b Sech for CAGE cods|

[___Addanather DUN-Seniry | [ Addanother CAGE eniy |

For registration assistance, contact the Ogden Customer Application Suppert Center (CASC) at 866-618-5988, 801-605-7095, or DSI: 388-7095 or emadl to:
cscassig@ogden. disa mil

Note: Upon unsuccessful registration refer back to step 8




Click Continue.

Result: The Vendor Registration - Confirm form is displayed.

Continued on next page



Vendor Registration for Electronic Document Access (EDA),

Continued

Procedure (continued)

Step

Action

8

e Verify/review the information entered. If correction is required,

click the Make a Change button to update information.

¢ Read the Statement of Accountability. Check the acceptance

box.

e Create your username and password. Password must be exactly

8 characters. (See next page for detail information).

Department of Defense
Electronic Document Access

Vendor Registration - Confirm

Follow the instructions at the bottom of this page to complete yowr registration.
First Mame Shari Tdentity
Last Name Swonger
Telephone 614-693-1234 Contact
DEN
E-Mail shari.swonger(@dfas.mil
Company DFAS
EB POC Name Charlie Brown Goverament Point of Contact (POC)
EB POC Telephone 614-693-5678
EBPOC DS
EB POC E-Mail chalie brovwn@dfas mil
Accessto D-U-N-§ Numbers:

CAGE Codes:
12345

ake Changes

Statement 1,4 rsang my obligation to protect my application password andfor my Public ey Infrastructure (PEI) Certificate. I assume the
of ... responsibility for the data and system to which T am granted access. T will not exceed my autherized access. Tunderstand the Government will
Accountability not be lable for unauthorized disclosure of information obtaned through the use of my application password and/or PKI Certificate.

accept this statement of accountability.

Create
Useiname
and
Password

Yo missi reiain ihis Username and Passward for access inta EDA

Username

Password Confiem Password Password Rules

For registration assistance, contact the Ogden Customer Application Support Center (CASC) at 866-618-5988, 801-605-7093, or DSI: 388-7095 or email to
cscassigfogden disa mil

Continued on next page




Vendor Registration for Electronic Document Access (EDA),

Continued

Procedure (continued)

EDA Password
Rules

Password
Expiration
and Reuse

Registration
Approval

The password must be a minimum of eight (8) characters.
The password must include the following:
e One letter
e One number
e One of the following special characters:! * +,-/:'?&; () #%$%
The password cannot contain the first three- (3) letters of the user's first or last name.

The password cannot contain the logon Username.

e EDA System Lock
After three (3) successive failed logon attempts, the system will be unavailable for a
period of time. It is recommended that you close the browser, then retry later.

e EDA Passwords are valid for 90 days.

EDA will prompt the user for a new password when the 90-day limit is met or
exceeded for a user.

e The Password Change Grace Period is set at ten (10) days.

The Grace Period is the period of time after the password has expired in
which a user can submit a change. During the grace period, the user will be
prompted to change their password each time they log on to EDA. After the
ten- (10) day grace period, the user will be denied access and can only be
reinstated by your Electronic Business Point of Contact (EB POC).

e A 365-day password reuse period is enforced within EDA.
A specific password cannot be reused within EDA until 365 days have passed
since the password's expiration.

Your EB POC will complete the EDA registration approval. The EB POCs should:

e Verifying the user’s identity

e Verifying the document access requested (based on “need to know”)
e Validating the user’s registration application

e Maintaining access documentation on each user for audit purposes.

Continued on next page
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Vendor Registration for Electronic Document Access (EDA),

Continued

Procedure (continued)

Step

Action

9

Click Submit.

Department of Defense
Electronic Document Access

Registration Acknowledgement

\\/ HODRAY!!! YDU DID IT!!! NOW DO NOT FORGET TO SEND THE EMAIL ACTIVATION REQUEST
Success! You have completed Steps 1-3 of the EDA Registration Process.

o EDA sert a notification ¢-mmal Loiyour EEPOC.
o EDA sent you a confirmation e-mail

Step 4: N
o]

» Your EB POC wil contact you shorily
o EDA will notify you by e-mal when your access 15 approved

Please allow 2-4 business days foryour EB POC to review your application.

For informaton/assistance with EDA - access the EDA User Guide,

Result: The Acknowledgement screen is displayed.

10

Your EB POC must email an activation request to
cscassig@ogden.disa.mil to activate all user registrations.

11

Users will be emailed an activation notice it is important to follow
the instructions in the email notification. Please click the
registration link in the email to activate your account in EDA.

Once account is activated, the User may enter and log into EDA
via the EDA web site.

12

If your account has not been activated within 4 business days,
contact your EB POC or the Helpdesk for assistance (866) 618-
5988, (801) 605-7095 or DSN: 388-7095 or with email at
cscassig@ogden.disa.mil (Subject: EDA Assistance).

11
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Using EDA

Introduction

Procedure

Using EDA can be beneficial to your success in WAWF-RA. The reasons are:

e EDA provides online access to virtually all of your Department of Defense
(DoD) contracts.

o WAWEF-RA uses index information listed in EDA to route your billing
documents from your location to the payment office and provides CLIN
detail to properly bill invoice and receiving reports in WAWF-RA.

EDA contracts provide you with “points of contact” for Government
Contracting Officers, Government Acceptors, and lists your payment office

Follow the steps below to access EDA.

Step Action
1 click on the Login to EDA button.
2 Select index server by username/password.1
3 Click on Contracts hyper link to open the selection sub-menu.
Step Action
4 Select Search option.
5 Enter search criteria. Click View Search Results to retrieve
contracts.
6 Click on the contract number hyper link and follow screen
instructions to open your contract.
Note: WAWF-RA uses EDA index line information to pre-populate
WAWEF-RA routing information.
8 All information circled below is information you may need to

create a document in WAWF-RA.

12



Overview of WAWF-RA Self-Registration

Introduction In order to use WAWEF-RA you must first self-register in WAWF-RA.

Procedure Follow the steps below to self-register.
Steps v Description
1 Register with the Central Contractor Registry (CCR)
2 Set up an Electronic Business (EB) Point of Contact (POC)
in CCR
3 Register for Electronic Document Access (EDA)
4 Ensure CAGE Code is added to WAWF-RA
5 Establish an Organizational Email Address
6 Designate a Group Administrator Manager (GAM)
7 Determine if batch feeds for data input is necessary
8 Set up PCs to Access WAWF-RA
9 Self Register GAM
10 Have all Users Self-Register on the WAWF-RA web site
11 Change temporary WAWEF-RA password
12 Follow-up if necessary

Continued on next page
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Overview of WAWF-RA Self-Registration, Continued

1st Step M Register with Central Contractor Registry (CCR).

All vendors must have an active be registration in the CCR at
http://www.ccr.gov/ in order to sell goods and services to the Department of
Defense (DoD).

For help with registration in CCR, contact the CCR Assistance Center at
1-888-227-2423.

2" Step Establish or verify the Electronic Business Point of Contact (EB POC) in
CCR.

To complete your registration in WAWF-RA, all vendors must appoint an
Electronic Business Point of Contact (EB POC) in CCR. The EB POC is
responsible for establishing a Group Administrator (GAM) account in
WAWEF-RA. The GAM is your company’s “Gate Keeper” and will be
responsible for authorizing access to WAWF-RA for all your company’s
employee(s).

Each vendor can establish up to two EB POCs one primary and one alternate
EB POC for each Cage/DUNS code.

Refer to “How to Establish or Verify the EB POC in the CCR” section for a
detailed procedure.

3" Step M1 Register for Electronic Document Access (EDA).

Electronic Document Access (EDA) acts as a virtual file cabinet for the
storage and retrieval of multiple types of acquisition documents to include
Purchase Orders and post-award contracts. Vendor may be authorized to
view contract documents that match their validated DUNS or CAGE codes.
To register for EDA got to http://eda.ogden.disa.mil/. Follow the Vendor
prompts.

Refer to “Vendor Registration for Electronic Document Access (EDA)”
section for a detailed procedure.

Continued on next page
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Overview of WAWF-RA Self-Registration, cContinued

4™ Step

Have your CAGE Code added to the WAWF-RA database.

Your CAGE code/s must be added to WAWF-RA structure before any personnel can
self-register in WAWF-RA. If you have multiple CAGE codes they can all be added to
your group at the same time.

Optional CAGE code extensions can be created to subdivide your CAGE code into
smaller units. Each CAGE code and extension will have it’s own organizational e-mail
address. The email addresses will be used notify your sub-groups that a document
status has changed.

To establish a vendor group for a CAGE code, Someone in your company needs to
either call the Customer Support Center-phone number (toll free 1-866-618-5988) or
send an email to DISA Ogden at cscassig@ogden.disa.mil. If your organization has
multiple CAGE codes; the WAWF-RA Customer Support Center will assist in adding
all of your CAGE codes to your group structure in WAWF.

Phoned in requests will be activated online. Emailed requests will be processed within
48 hours after receipt.

Please use the following template to email requests to WAWF Customer Support:
cscassig@ogden.disa.mil. Please fill in missing information with your company
information.

Sample Group Activation Email;

= WAWFE CAGE Code Activation - Message (Rich Text)

File Edit Wiew Insert Format Tools Actions Help

Arial -0 - A BZIU SEEIZEE,

Hzend | [H & t 3| v [gdomtons.. | [@) .

=

=

5

&

g

z

2

p=

z

g

g

g

o

(=]

g

[

&

FBE )
e

To... |cscassig@ugden.disa.mil

e ||

Subject: |WAWF CAGE Code Activation

QOGDEN STUPPORT: Please activate the following CAGE CODE(s) in WAWEF

1. Cage Codels):
2. EB POCs Name:
3. EBE PO ¢ Ernail

4. EB POC s Phone number:

Important: PLEASE NOTIFY YOUR EB POC! We will need their authorization to
activate individual accounts after the CAGE code/s are added to WAWF.

Continued on next page

15


mailto:cscassig@ogden.disa.mil
mailto:cscassig@ogden.disa.mil

Overview of WAWF Self-Registration, Continued

5th Step

Establish an Organizational email Address.
WAWE sends users email notifications on documents that action has been taken.

For example, email messages are sent when the
¢ VVendor Creates/SUBMITS a document to the government for processing.
e Emails are sent when the government processes the documents.

If you have more than one person in the company using WAWF you should create
an organizational email address. If you choose to not create an organizational
email account, the first person to register for your company will have their
personal email established as the organizational email address and they will all
system emails. To change this, the GAM or EB POC must email or call the
Customer Support Center and request the personal email address is replaced with
the company organizational email address.

Please ensure that the organizational email address is operational and can receive
emails prior to registering it with the WAWF Customer Support Center.

Continued on next page

16



Overview of WAWF Self-Registration, Continued

6th Step

7th Step

Designate a Group Administrator (GAM) for your company.

Vendors must appoint a GAM to manage their WAWEF account. It is recommended
that the EB POC be the GAM. As mentioned earlier, the GAM is your company’s
“Gate Keeper” and as such this person authorizes the activation, deactivation. When
the EB POC registers as the GAM no additional paperwork is required to establish
your WAWF GAM account.

If you appoint a GAM that is not your EB POC. The EB POC must complete a GAM
appointment letter and fax it to the customer Service Center. The fax number is
1-801-605-7453.

Determine if batch feeds for data input is necessary.

Most vendors use the manual, web entry method to input their documents directly into
WAWEF. Web entry is a good method if you have a small volume of payment
documents to create or if you have a small amount of lines on your contract/s. But for
vendors that have a large number of transactions and/or many line items per payment
document, we recommend you submit documents via the File Transfer Protocol (FTP)
or Electronic Data Interchange (EDI) method. .

WAWEF-RA FTP and EDI Guides are available after your account has been activated.
If further assistance is needed, please contact the WAWF-RA Customer Service
Center and ask for help with EDI. A trouble ticket will be created and you will be
forwarded to the Joint Interoperability Test Center (JITC) and a technician will be
assigned to assist you in testing your file layout(s).

Continued on next page
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Overview of WAWF Self-Registration, Continued

8" Step M1

9" Step M1

10th Step M

10™ Step &

12" Step &

Set up PCs to access WAWF-RA.

Your current computer configuration is usually sufficient to use WAWEF. On rare
occasions your computer’s browser setting may need to be changed.

Please try using WAWE first and then if you experience problems check your set-
up by Selecting the Setting Up Your Machine link on the WAWF-RA home page
https://wawf.eb.mil or call the Ogden Help desk for assistance, they can be reached
at: 1-866-618-5988 option.

GAM needs to Self Register in WAWF (after your CAGE Code is added
to WAWF-RA).

Refer to “How to Self Register in WAWF” section for a detailed procedure.

Have all users self-register on the WAWF-RA web site.

Once the EB POC (GAM) has been activated, All company users will need to
self-register. Now the EB POC (GAM) can activate or deactivate their own
company personnel within WAWF-RA system. Users can self-register as
Vendor and/or Vendor View Only using the same steps described for the
GAM. Every user of WAWF-RA must self-register on the WAWF-RA web
site by completing the online registration form.

Note: User accounts will not be activated until the GAM activates the
accounts. The GAM will receive an email for all registrations

Change your WAWF Temporary Password.

Refer to the “How to Change Your WAWF Temporary Password” section for
a detailed procedure.

Follow-up (if necessary).

If a user’s account has not been activated within 2 business days of self-
registering, notify your GAM or WAWF Customer Service.

18
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Verifying the EB POC in CCR

Introduction

Procedure

In order to register in WAWF you must have an Electronic Business Point of

Contact.

Follow the steps below to verify who is listed as your EB POC is in CCR.

Step

Action

1

Go to http://www.ccr.gov and click Search CCR.

.%,_

R ration|
firmation #

w Federal Agency
Registration

Oynanmic all
Busi

eni al : on tractor Registration
h =

Government Arena Small Business

Security Alert [ >

ITyou receive a letter fram the Department of
Transportation requesting your TPIMN
number, do not respond. DO MOT give your
TRIM number to anybody, Your TFIMN number
is a confidential passwoard into your CCR
information. Ifyou feel your TRIM number
has been compromised please have your
CCR Point of Contact call the CCR helpdesk
at 888-227-2423 or 269-961-4725 to request
a new one be assighed t0your company.
MNEVER give your TPIN numberto anyone

REGISTRATION ASSISTANCE:
In the event that you are utilizing a
screen reader (AWYS for VWindows) to
register in CCR, please call the
helpdesk at 1-888-227-2423 for
registration assistance.

Notice:

EFT changes may be made to Ceantral
Contractor Registration (CCR) trading
pattner profiles as a result of Mational
Agency Clearing House Association
(MACHA) notices of change (MNOC)
(EFT data) provided to DLIS by DFAS
Eead more...

CCR Handbook

28 29 30 31

egov?)s

any Governmant by Toims.

Secuvurity Noticer

CCIR Bmsina
CCR “%eior ¥
T el

Enter your “Cage Code” into the Cage Code Field or enter your

company name in the “Legal Business Name or DBA”: field and

click Search.

PIrIES|
| o= |

=] S ek =

P

|

A% 00 o || ] e saed san] sl saed san] san] sam] san] san] san sac) mnlfETE S

= [
= e L el

o e

=i|

Continued on next page
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Verifying the EB POC in CCR, Continued

Procedure (continued)

Step

Action

3

Scroll to the bottom of the page and review the inquiry Results.

Foints of Contact
smment Byginess POC Primar Govarns
RONALD SUHNEIDER
CAC, INC.FEDERAL
1100 N GLEGE RO

send Bygii POC Alterny
HONALD SCHNEIDER
CACK INC. FEDERAL

1100 N GLEDE RD

ARLINGTON ARLINGTOH
va VA
222004797 222004797

UsA UsA
703} 8417800 Ext {103) 8417800 Ext

(703) 841 TEAZ {703 841 7042

Eas Perpmance POC Pimany Fagt Perfprmance POC Altemals
WALTER MILTON 4 THOMAS HORRIGAN
CALL INC. FEDERAL CACH, INC, FEDERAL
1100 N GLEBE RD 2 1100 N GLEBE RD
AHLINGTON ARLINGTON
VA i VA
T 2XROMTIT
Usa Usa

(703 8417859 Ext {i03) B41.29% Exl

i
{703} 5287232 (103 5287232

rlronic Budingss POC Prmars 0 giness BOC
arve. C K BREWER C K DREWER
Address Line | CACL INC..FEDERAL CACI INC. FEDERAL
Address 2 1100 N. GLEBE ROAD 1100 K. GLEBE ROAD
City ARLINGTON ARLINGTON
State: VA VA
Fostal Code 2220797 2220UTIT

usa

usa

e IF someone is listed as the EB POC THEN your EB POC is
established. Procedure is complete.

e IF there is no EB POC listed at the bottom of your profile
THEN you must update your EB POC profile. Contact the CCR
Assistance Center at 1-888-227-2423 or 1-616-961-4725 for
assistance.

20



Establishing or updating the EB POC in CCR

Introduction

Procedure

In order to register in WAWF you must have an Electronic Business Point of

Contact.

Follow the steps below to verify/update your EB POC.

Step

Action

1

From the Home Page click “Update or Renew Registrations
Using TPIN” option.

o racior reaista
(9] oniracitor egls Taron
'y

@én

Vendor Corner

There
Government A_nnl

Security Alert © =

Sl  [y0U receive & letter from the Departrent of
on # Transportation reguesting your TRIN
numkber, do notrespond. DO NOT give your

Small Business CCR Handbook Access CCR Data Help

a
]
T
=
=
A
S
E
=
=
@
=
@
&
2
f=
]
=
=
=
o
2
T
L
S
z
=
=
@

nfo an Mew Data Elements
is a confidential password into your CCR

infarmatian. [fyou fael your TRIN number

has been compromised please have yaur
CCR Point of Contact call the CCR helpdesk TP
at9ea-227-2423 or 269-961-4725 o request ol
anew ane be assigned to yaur company.
NEVER give vour TPIM number to anyane

» Federal Agency
Registration

REGISTRATION ASSISTANCE:
In the event that you are utilizing 2
screen reader (JAWYS for Wyindows) to
register in CCR, please call the
helpdesk at 1-G83-227-2423 for
registration assistance

egovi’

My Dovernmant My Teims

Notice:

EFT changes may be made to Central
Contractor Registration (CCR) trading
partner profiles as a result of Mational
Agency Clearing House Association
(MACHA) notices of change (NOC)
(EFT data) provided to DLIS by DFAS.
Read more...

Security Notice »

CCR Bidrina®
CCE rss;—f):ﬂar »

N

Enter your DUNS number and TPIN code.

w

Select Points of Contact.

Scroll down to the Electronic Business Point of Contact fields.

When that page comes up, scroll down to the Electronic Business

Point of Contact fields (these should be the ones closest to the
bottom). Input your information and click the validate/save
button.
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Self Register in WAWF

Introduction

Procedure

In order to use the WAWF application you will need to self-register. There
are 3 roles you may register for GAM, Vendor and Vendor View Only.

Follow the steps below to self-register in WAWF.

Step

Action

1

Go to the WAWF production home page at https://wawf.eb.mil
Click Self Register.

‘m Arga Workflogn =

Wide Hiza Woikilow

Humu

Ci 51
I Wide Area WorkFlow Training

%A WESTHEM

Area Command Cigden

Custarmer Senice Cantar

CONUS DMLY 1-8R6-R18-5538

Warsion 3.0.8 - 23 Jul 2005

System Mezaages;
COMMERCIAL: 801-505-7095
DSN: 300-

Heelp with segistration for acoess o WAWE
Waming & Disclaimes

Hetive DoDAACs & Roles

7035 « Attention: Pluase discomgand thi: Hardware Signing Mol (HSM) Warming. This has alueady been iopord fo e WA
FAX COMMERCLAL B1-EOS Customer Support
7453
FAX DSN: 368-7453 ® Thiss o U WAWF - RA Trammg Systern The WAWE - RA Froducton System cin b acoessed ol it Gwawleb,mil
= WAWF Traming is ble during iled weekly database avery Saturday, betwaen 03:00 AM EST and 0330 AN
1] Abvout WAWF EST
[+] What's Hew
Training Iestiuctioms <
~ Logon to (Registerad user anly)
Security & Privacy Teter 1o use WAWF (New users)®

- f\ T A " i N WF
Arthve CAGE Code hote: Your computer must be 261 up to i WAWF before you can self register. See “About WAWF,

ule )

Note: The Warning Message and follow instructions.

Microsoft Internet Exploren &

"j WARMING!
.

Prior bo self-registering For the WaWF Application you must complete the
"Setting Up Your Maching" steps located in the "about WawF" link in the MNavigation Menu,

Please DO MOT use the browser BACK BUTTON within the WaWF application,

The use of the browser's BACK BUTTOM is not supported within the wWawF application when completing electronic
Farms.

Use of this button will cause the loss of data nok vet saved ko the server and will result in the application not
performing as intended.

D0 NOT use the backspace key in any uneditable field, as this will Function as the back butkon.

‘Where thew exist, use the RETURM or CAMCEL buktons to return bo a previous page within the WawF application,

Click OK.

Continued on next page

22


https://wawf.eb.mil/

Self Register in WAWF, Continued

Procedure (continued)

Step

Action

3

From the WAWEF Self Registration page fill in all required data
(all fields with the asterisk (*).

reraion 3.0 - Micrusofl iskernct Emplorer provided by FSH Cirstorn iberet Enphires b T TES
Favortes  Tods  Helo

Fie e
ek - Diowch (aievrtes 3| - G - =] T
ndton [ yier s, et =] P ek

Ll

— "_'-;_.N&_ﬂmt_a Workflggm . =

Wide Hisa Woikilow

Heme WAWF Self Registration
Custames Suppart * Indicates mandatory fleld

5 WESTHEM First Hame * Last Mame *
Con d Ogden

o
Area Command Cigd,
A

ustomar Sarvice Conler [
CONUS ONLY 18566105008 Ca phons * o
L AMERCIAL BT 505 1008 _ Commarcial Telaphons D5H Talephona
06,7096 [
Fat COMMERCLAL: 501-606-F
FA) DEN. 38.7453 T
eacassiygraadel
[

Jdab Descripiion * Title *

I
I
Rank Grade (Mandatory far Govermment Users) E-mall Addrass *
I
I

> Al WANE A
= Wit Hew =
Secuity & Privacy
Weatnlng and Disclalners
Astive DoDAAC ol Bales
WAWE-BA 200 Archive

Find DCAA DoOAAC n Audi
Office Locater
=]
el 1)
el 5 [ drkmrt

Wstare| | 8 10 B = || S s o ] ] sad s ] s ead s s s s R[ES mY O 81 ®Y ST @EBRLET  amm

Click Continue.

Select the radio button labeled User ID and Password.

WAWF Self Registration

* indicates mandatory field

Logon Method *

er 1D and Pasgward

O Dol or ECA Software Cedificate
O DoD Comrmon Access Card

anlinuel Return l Pagouolg'

Click Continue.

Type ina “User ID”. Please create your own. (It must be a
minimum of 8 characters long).

WAWEF Self Registration

* indicates mandatory field

UserlID *
sswongerhl

_GContinue | Return | Page Help |

Continued on next page
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Self Register in WAWF, Continued

Procedure (continued)

Step Action
8 Click Continue.
9 In the “Role” drop down menu, choose one of the following roles,

“Group Administrator”, “Vendor” or “Vendor View Only”

WAWF Self Registration

* indicates mandatory field

Role

Group Administrator

_Continue | _ Return | Page Help |

10 | Click Continue.

11 Enter your “CAGE Code”.

Note: Do not enter anything in the “Extension” field unless you
want to create a CAGE code subgroup.

12 Click OK when the security box appears.

Microsoft Internet Explorer

Do wiou wish bo reqgister as group administrator of this group?

» |\ The location code entered, 1M3W0, is in the YENDOR group.
\.‘:r/

Ik ] [ Cancel

Continued on next page
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Self Register in WAWFcontinued

Procedure (continued)

Step

Action

13

Review the Profile information you have entered. You may click
on the edit icon to edit the information.

T T oI T TS g TO T O T
*indicates mandatory field
Profile Information

First Name Last Name Commercial Phone DSN Phone Email Rank Title Job Descriptjon Action
Shari Swanger 614-693-B468 869-8468  shari. swongen@)dfas. mil Wendor Wendor Fd

Userid Action

sswongers3 p4
Role Information
Role Group Code Extension Action
“endor WENDOR MWD mw
&

[¥] STATEMENT OF ACCOUNTABILITY *
| understand my obligation to protect my password/certificate. | assure the responsibility for the data and system |
am granted access to. [ will not exceed my authorized access

Register Now J _ Cancel | Page Help|

Note: If you need to register for another role or additional cage

]
code click on the Add icon = under ““Role Information” and
repeats steps 8-12.

14

Click on the check box next to Statement of Accountability.

15

Click Register Now (you must submit the form for it to be valid).

Result: After registration is completed Ogden will automatically
email a self-registration notice to the registrant.

Important: Upon your activation of your account, by tour GAM,
an email will be sent to you. The email will contain a one-time
temporary password for your initial logon. You will need to
change your temporary password.
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How to Change Your WAWF Temporary Password

Introduction

Procedure

After you self-register email will be sent to your GAM. After your GAM
activates your account You will receive an email that contains a one-time
temporary password for your initial logon. You will need to change your
temporary password.

Follow the steps below to change your temporary password.

Step Action

1 From the WAWF production home page at https://wawf.eb.mil
click Logon.

2 Enter your “User ID” and temporary password from the email and
click Submit.

3 You will be prompted to change your temporary password.

4 Enter your new password and retype to confirm it.
Note: Refer to screen instruction to construct password

5 Click Submit.
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Overview

Introduction

Learning
Objectives

In this chapter

Chapter 2 - WAWF Administrative Tasks

This chapter describes how to navigate the WAWF-RA system, as well as
important features of the interface. Additionally you will learn how to log on
as a vendor.

Upon completion of this chapter, you will be able to

Use the home page and menu sidebar.

Log on to WAWF-RA with a User ID and password.
Change your password

Update your User Profile

Add additional user roles and Cage Codes.

arwE

This chapter contains the following topics.

Topic See Page

Using the menu on the WAWF Home Page

Logging on to WAWF (User ID & Password)

Logging Off WAWF

Updating Your Profile Information

Changing Your Password

Adding an Additional Role

Reset Password
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Using the menu on the WAWF Home Page

Introduction

Customer
Support

The WAWF homepage contains several important links to general information
Below is a description of each link.

Wide Hiza Workilow
Home
Customer Support
DISA WESTHEM
Area Command Ogden
Custorner Service Center
COMUS ONLY: 1-866-518-5585
COMMERCIAL: B01-605-7095
DSN: 388-7095
FAX COMMERCIAL: 801-605-
7453
FAX DSM: 388-7453
cscassig@@ogden. disa.mil
[+] About WAWF
[x] What's Hew
Training Instructions
Security & Privacy
Warning & Disclaimers

Active DoDAACs & Roles

Active CAGE Code

< 12]

ide Areo Workilowm ™ . -

Wide Area WorkFlow Training
“ersion 3.0.8 - 23 Jul 2005

Systerm Messages:

» Attention: Please disregard the Hardware Signing Module (HSM) Warning. This has already been reported to the WAWF
Customer Support.

s This is the WAWF-RA Training System. The WAWF-RA Production System can be accessed at hitps://wawf.eb.mil

o WAWF Training is unavailable during scheduled weekly database maintenance every Saturday, between 09:00 AWM EST and 09:30 Al
EST.

Logon to WAWF (Registered user only)
Self Register to use WAWF {New users)™
Help with registration for access to WAWF

*MNote: Your computer must be set up to run WAWF before you can self register. See "About WAWF."

The Defense Information Systems Agency (DISA) is available via phone or
email for your WAWF technical support. The Help Desk will issue a trouble
ticket and work to resolve the problem. Trouble tickets are used to monitor

system wide errors and are used to resolve problems and provide immediate
assistance for similar system problems.

Continued on next page
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Using the menu on the WAWF Home Page, Continued

About WAWF  The About WAWEF link contains important links for new users to WAWF —
link e Functional Information — includes background on the system and some of
the same information you saw in the overview.

e Setting Up Your Machine — Desktop — includes detailed instructions for
setting up your computer to use WAWF.

e Setting Up Your Machine — Wireless — for wireless application.

e Access Web Based Training — The Web-based training is an excellent
reference and educational site for initial training in WAWEF. It also is
excellent for refresher training, new releases and when new employees
come on board.

e Frequently Asked Questions (FAQ)

e Deployment Checklist — This deployment checklist is for DoD entities who
are new to WAWE. The checklist identifies steps necessary to begin using
the WAWF application.

What’s New Provides information about what is new in WAWF for previous and current
link system release enhancements.
Customer Service Center | ! ! T
S | Wide Area Workilowr, =

DSN: 388-7095

FAX COMMERCIAL: 801-605-
7453

FAX DSMN: 388-7453

cscassig@iogden.disa.mil

EIETE Wide Area WorkFlow Training
[] What's New
A. Version 3.0.1 “ersion 3.0.8 -- 23 Jul 2005
B. Version 3.0.1.1
C. Version 3.0.2 System Messages:
D. Varsion 3.0.2.1
E. Version 3.0.2.2 - A i Please disregard the Hard Signing Module (HSM) Warning. This has already been reported to the WAWF
E. Version 3.0.3 Customer Support.
G. Version 3.0.3.1
H. Version 3.0.4 = This iz the WAWF-RA Training Systern. The WAWF-RA Production System can be d at https-i/wawf.eb.mil
1. Version 3.0.4.1
. Version 3.0.5 » WAWF Training is unavailable during scheduled weekly database maintenance every Saturday, between 09:00 AW EST and 09:30 Al
K. Varsion 3.0.6 EST
L. Yersion 3.0.7

M. Version 3.0.8

Training Instructions
- = Logon to WAWF (Registered user only)
Security & Privacy Self Register to use WAWF (New users)*

Help with registration for access to WAWF
Warning & Disclaimers

Active DoDAACs & Roles

Active CAGE Code “Maote: ¥our computer must be set up to run WAWF befare you can self register. See "About WAWF "

e Y

Security & Provides the notice describing the security and privacy of WAWF.
Privacy link

Continued on next page
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Using the menu on the WAWF Home Page, Continued

Active
DoDAACs &
Roles link

Active CAGE
Code link

Predominately used by Vendors to verify a Ship To/Service Acceptor or LPO
codes listed on the contract are active in WAWEF-RA system.

I Aree Wil

WAWF Active DoDAACs and Roles

DoDAAC: | Extension: \ i

Enter search criteria or leave fields hlank for complete list. *Partial entries are acceptable™

Bubmill Reset ' Pagul:l-lgl

The Active Cage Code link is used when a Government user needs to
determine if a Vendor has active users registered within WAWF-RA.

Area Woikilow|

WAWF Active CAGE Code

CAGE Code: |

Enter valid CAGE Code to check the status. Partial entries are NOT acceptahle*

Submit ' Resel I Pa!oﬂalgl
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Logging onto WAWF

Introduction

Procedure

In order to create a document in WAWF you would need to Logon. You will
need to have self-registered to Logon to WAWEF. If you have not already self-
registered, refer to Chapter 1 “Self-registering in WAWF”.

Follow the steps below to Logon to WAWF-.

Step Action
1 Access WAWF at https://wawf.eb.mil
2 Click Logon on the WAWF-RA home page.
: Logon to WAWF (Registered user only)
) eqister to use WAWF (New users)”
Help with registration for access to WAWF
3 Warning is displayed alerting you to NOT use the browser BACK

BUTTON within the WAWF application.

& WWARMING!

Please DO MOT use the browser BACK BUTTOM within the WAWF application.

The use of the browser's BACK BUTTOM is not supparked within the \WAMWF application when completing electronic
Farms,

Use of this button will cause the loss of data not wek saved to the server and will result in the application nok
performing as intended.

D2 MOT use the backspace key in any uneditable field, as this will Function as the back buttan.

‘here they exist, use the RETURNM or CAN bukbans to return to a previous page within the WaWF application.

Click OK to continue

Note: When navigating within the WAWF application, always use
the WAWF navigation buttons or hyperlinks to move to new pages
or go back to previous pages. Do not use the “Back’™ and
“Forward” buttons provided by your browser, use of these buttons
may result in a user being logged out and possible loss of data.

File/Edjt\\n'iew Favorikes  Tools  Help

@%) T @ ﬁ | @Search @Favurites @Media ® ‘ @, 5 - 3%

Continued on next page
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Logging onto WAWF, Continued

Procedure (continued)

Step

Action

4

Enter your “User ID” and “Password” into the WAWF logon page.

5

Click Submit.

WAWF - Logon

User Id

Password

Select Cerificate
/am Return | Page Help|

If you have forgotten your WAWF password, please contact your group
administrator or Custorner Support.

7 N\

Result: Your user Menu page opens.

32



Logging off WAWF

Logging Off

Another important thing to learn about WAWF is how to log off.

When you are finished working in WAWF-RA, you should log off by
clicking on the Home/Log out on the top left side.

Home / Log Out

Microsoft Internet Explorer

\_‘{/ 1t is recommended that vou close your browser window to complete the log out, do vou wish to continue?

[ (2] H Cancel ]

It’s important to log off properly for security reasons. If you do not log off,
anyone with access to your computer can view and manipulate documents in
WAWE.

Important -
Session
time-out

WAWEF has a security time-out function that limits the WAWF session to
approximately 30 minutes of inactivity. If you have not used WAWF within
25 minutes, a pop-up message activates.

The pop-up window gives you a choice of selecting OK to continue working,
or Cancel to end the session at the regularly scheduled loss of session (in
approximately 5 minutes).

If you do not Click OK when the pop-up window activates, your session will
be timed out. All data that you have entered but not submitted will be lost.
You must log back in to continue working.

Microsoft Internet Explorer, P§|

€ | ‘four Session will expire in S minutes. ..
\".»J‘/ Pressing OF will refresh the session,
Pressing CAMCEL and nat submitting your
transaction within 5 minukes will result in
the loss of all information pertaining ko this kransaction.

I [9]9 l [ Cancel
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Updating Your Profile Information

Introduction

Procedure

My Profile Maintenance lets you update your profile information.

Follow the steps below to change your WAWF profile information:

Step Action
1 From the sidebar menu, click My Profile Maintenance.
=5 Wide Aigo Workflogm =
Eustomer Support
SEeG18-5988 Profile Information
pSh: 388-7095
: * = Required Fields
e NF;?E Nl:;te Cﬂ';[:’;i’:ial P?fn:e ) ok lile Desgrc;:ﬁun Il
A 2 Weny  “endor 1111111 wawl_undel@ecedi.nit. disa. mil wendor wendor £
Add Additional Role a Logon Information
] Vendor §
—
Userid
Wendor!1
ETP/EDI Guides & Other
bupporting Documents
™ STATEMENT OF ACCOUNTABILITY"
Software User's Manual | understand my obligation to protect my paseword/certificate. | assume the responsibility for the data and system
| am granted access to. | will not exceed my authorized access.
i"hm:' = D"""h"r'"'ﬂ;' : y Suhlml I Page Help |
Result: Profile information page appears.
Note: In the top section, you can make changes to your profile
information: your name, phone number, emails address, rank,
title, or job description. In the bottom section, you can change
your method of logging on to WAWF-RA from User ID and
password to certificate or from certificate to User ID and
password.
2 Click the Edit icon under “Action” under “Profile Information”
section.
Action
Result: The User Profile Information form is displayed.

Continued on next page
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Updating Your Profile Information, Continued

Procedure (continued)

Step

Action

3

Update profile information by clicking in appropriate field and re-
entering correct information.

ETP/EDI Guides & Other
upporting Documents

Software User's Manual

i Mo u......:,.r.....jd

| - :_55‘.;
Ulide Area Workilow | =

Customer Support
1-865-518-5068 User Profile
DSN: 388-7025
UserlD: Vendor11 " = Required Fields
\Home / Log Out Eirst Name* Last Name*

[eny 1 [vendor
My Profile Maintenance Commercial Telephone™ DSH Telephone
\Add Additional Role IHHH]H |
L] Vendor - RankiGrade E-mail Address*

[ [wawf_undel@ecedinit disa.mil
[Vendor View Only Job Description™ Title™

[vendar [vendar
IETP/EDI Guides & Other
Supporting Documents _Gentinus | _Bewm_| Page Helo)
|Software User's Manual
T T '"j:"

4 Click Continue to submit the changes.
Result: The Profile Information page appears again.
5 Click on the check box next to Statement of Accountability.
s
Uide Aiea Workilow
Fustomer Support
BEG616.6058 Profile Information
DSN: 388-7095
* =Required Fields
UserlD: Vendor11 o :
First Last Commercial DSH 4 5 =
Name Name Phone Phone Email pank Al Description Son
Homz / Lug Out Weny  Wendor T wawf_undel@ecedi.nit. disa. mil wendor wendor £
By Profile Maintenance
Add Additional Role Logon Information
1] Yendor
Logon Type % Action
Wendor View Only Userid and Password £
Userid
“endor! 1

ATEMENT OF ACCOUNTABILITY*
pfstand my obligation to protect my password/certificate. | assume the responsibility for the data and system

A granted access to. | will not exceed my authorized access,
" submit | Page Help|

Continued on next page
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Updating Your Profile Information, Continued

Procedure (continued)

Step Action

6 Click Submit.

Result: Message appears stating “Your profile information has
been successfully updated”.




Changing Your Password

Introduction From the user submenu menu page, you can change your password.
Procedure Follow the steps below to change your password in WAWF.
Step Action
1 From the sidebar menu, click Password Maintenance.

7/ \

= 'ﬁ-; Wide Area Workflogm = - =
Wide Hiza Woikilow
[lustomn e SUpHETE WAWF Password Confirmation
1866 RIR-A063
DEN: 3887005
UzerlD: MOCASvend] Usaee Ik MOCASwvend1
Hoeme / Log Out Password:
[y Profilis Maintenanc: Gentinus | _ Cancgl | Page Help)
:m\wn‘l Mlinlnnunu\/ *

Enter your current password in the text entry box.

Click Continue.

The Password Maintenance appears. Type your new password
twice. Password formatting guidelines require that every password
must:

Password Maintenance

Password Rules:

Minirmurm 8 characters

Wust contain at least 1 capital letter
Must contain at least 1 lower case letter
Must contain at least 1 number

Must contain at least 1 special
character

Cannot contain consecutive characters
(abc or cha)

Cannot contain repeating characters
(aa, bh, etc)

Cannot contain the same character
more than twice

Entered password must be different from
last 10 passwords used

Cannot be changed within 24 hours

Hew password Confirm new password

Submit_J _ Return | Page Help)

Click Submit.
Result: Your User Menu page appears again.

Note: After you have clicked the Submit button, the change is
effectively immediately.
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Adding an Additional Role

Introduction Add Additional Role allows you to add additional
1. Userroles
2. Cage Codes

Procedure Follow the steps below to add an additional role in WAWF:

Step Action
1 From the sidebar menu, click Add Additional Role.

Wide Arga Workilogn . =

ey

User Rale: User Role

Customer Support

1-BB6-518-5956

DSH: 3887055 Add Role
IUserlD: MOCASvend1 * indicates mandatory field
Home / Log Out Role

My Pr aintenance

< Add Additional Role
I~

Password Maintenance

[+] Vendor = %

ETP/EDI Guides & Other
Bupporting Documents

Software User's Manual

Submit New Requirements

N

From the drop down list, click on desired role.
3 Confirm that your selection is highlighted, click Continue.

Result: The Add Role screen appears

Continued on next page
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Adding an Additional Role, continued

Procedure (continued)

Step

Action

4 Enter CAGE Code.

de Rica Workfloy

ustomer Support

-866-618-5958
SN: 388-7095

serlD: Vendor11
llome / Log Out

iy Profile Maintenance

hdd Additional Role
H Vendor

Fendor View Only

TP/EDI Guides & Other
lupporting Documents

boftware User's Manual

bt b D"""i'"r""_:‘iﬂ

Add Role

* indicates mandatory field

CAGE Code* Extension

Continue | Bn!urnkl Pags Help |

5 Click Continue.

6 Click on the check box next to Statement of Accountability.

fdd Additional Role

k Vendor

Kfendor View Only

[TPEDI Guides & Other Suppo
locuments

Boftware User's Manual

Bubmit New Requirements

| [

TG Aree Wer =
S u ¢ fiea Weo kfl =
Wide Hiza Woikilow

lustomer Support

-BEB6-618-5988 Add Role

S 388-7085

serlD: Vendorl1 * indicates mandatory field

liome fLog Out Role Informati3n

v Profile Maintenance Role Group Code Extension Action
&

[EMENT OF ACCOUNTABILITY*
gtand my obligation to protect my passwardfcertificate. | assume the responsibility for the data and system
arrgranted sccess to. [will not exceed my suthorized access,

Submit_| Page Help|

7 Click Submit.

Resetting Password
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Introduction If you have forgotten your password, you can reset your password.

Procedure Follow the steps below to reset password
Step Action
1 Logon to WAWEF,
2 Click Reset Password.

s

= 'Wide Areo Workilogm . =

Uiide @rea Uiotkilow User ID: =rter Jser ID

Home
Customer Support

LIS ¥E= HEM WAWF - Lagon
Ar2a Command Ogden
Custaner Sanice enter
CONLS (IR - 1 -ARR-RIFAIRR
COWM=RCIAL ELT-bls-/ L5t
CSK 338 7095

AN COMNCRCLIAL: CO1-605-

User 11

F453 Paseword
FAXCSH: 388-745=
cscassiggeogden disa.mil ,—
] Abuut WAWF
Scloct Cetficate
L] What's New

Sorurity & Privacy Belurn | Fzge keip|

Warming & Disclaimers

Eesgel Pagsworg

Active DoDAACS & Roles

Active CAGE Code

e 1 |

Result: This link will take you to a window where you can input
your User ID and your CAGE.

Enter your “User ID” and “Location Code (CAGE)”.

Self Reset Password

User ID

“Yendorl

Location Code %

1R 30

Submit | Beturn | Pais ]:[aIE|

Continued on next page
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Resetting Password, Continued

Procedure (continued)

Step

Action

4

Click Submit.

Note: On a successful submit, you will receive a success message
and an email will be sent you that will contain a temporary
password. If you do not receive email shortly, you will need to
contact your GAM or the WAWF Help Desk.
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Overview

Introduction

Learning
objectives

In this chapter

Chapter 3 - Creating Documents

The information you need to create a document in WAWEF-RA comes from
your contract via hard copy or EDA and your knowledge of the applicable
business process listed in the invoicing/payment instructions on your contract.

If you currently create paper-based documents, you’ll find that creating
documents in WAWF-RA doesn’t require any new or different information.

The most challenging part of creating a document is generally answering the
question; “What documents do | need to create in WAWF-RA, and who do |
send it to”. The answer to this question will differ from contract to contract
but the contract will our “Road Map” to this new electronic billing process in
WAWEF-RA.

WE MUST review each contract’s invoicing/payment instructions to
determine what documents we will create and who we need to route them to
in WAWEF-RA system.

Note: For convenience future references to EDA will be cited this reference
will include reference to your hard copy contract if you do not have an EDA
contract available.

Upon completion of this chapter, you will be able to:

Locate invoicing/payment instructions

Determine type document to create in WAWF-RA
Determine if DODAACSs have active users in WAWF-RA
Determine when an invoice can be created inactive DODAACS
Create Stand Alone Invoice

Create a 2-N-1

Cost Voucher

Combo

. Create Using a Template

10. Create From Invoice

11. Create From Receiving Report

CoNoUA~WNE

This chapter contains the following topics.

Topic See Page

Locate invoicing/payment instructions

Determine type document
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Determine active DoDAAC

Determine if DoODAACS have active users

Determine if stand alone invoice can created

Create Stand alone Invoice

Create 2-N-1

Create Cost VVoucher

Create Combo

Create From Template

Create Receiving Report with UID

Create Receiving Report with Pack

Create Receiving Report From Invoice

Create Invoice From Receiving Report

L

ocating Invoicing/Payment Instructions

Introduction Vendors have a wide array of documents available to create in WAWF-RA.
Choosing the appropriate documents depends entirely the type of contract
you are billing against and the Federal Acquisition Regulation (FAR) clauses

in

corporated into your billing instructions on the contract.

The intent for this guide book is to provide you basic information on how to
choose the proper documents to create by reviewing your contract. The
guide is not all encompassing and may not cover all payment situations after
reviewing the information in this section, if you still have questions, please
contact the contracting officer listed on your contract for detailed

in

formation on your particular contract.

The first portion of this chapter will list the most commonly seen FAR
clauses that are used to determine the payment documents you will need to
create in WAWF-RA to properly bill under your contract.

FAR Clauses
Document type DFAR/FAR Clause
Invoice FAR 32.905: Payment Documentation and Process
Address Tab The Address Tab lists all of the mailing addresses that correspond to the

DoDAACs/CAGE Codes that were used when creating the document.

Discount Tab

The Discount Tab allows you to add a discount on your invoice. Vendors
offering cost effective discounts should receive payments within the given
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invoice discount period.

Mark For Tab

The “Mark For” tab provides you a field to enter supplemental shipping
addresses and can be used anytime a shipment needs forwarded to a
location other the “delivery address” located on the first page of your
contract..

Comments Tab

The Comments Tab provides you a field to enter additional comments on
your document.

Line Item The Line Item Tab is where your enter your detail billing information
(mandatory tab) based upon your contracts line item information.
CLIN/SLIN CLIN/SLIN level information. the Initiator details his/her request for

(mandatory entry)

payment and material/services that are provided based on his/her contract.

ACRN

The ACRN Tab is for those contract that cite more than one acrn per clin

Milstrip The MILSTRIP Number is a government-assigned number used to
identify a specific piece of material. The MILSTRIP Number for all parts
is to be reported as part of the Line ltem.

MISC Amounts The MISC Amounts tab allows you to enter miscellaneous charges,

credits, and taxes, if authorized under your contract.

Misc. Info.

Misc. Info. Tab appears after you have created your document in
WAWEF-RA. The Misc. Info tab provides you a complete document
history on all documents created against your contracts. Here you will
find information such as Invoice receipt dates, acceptance dates, and
contact information for any one that has taken action on your documents.
This is also where you add attachments to you documents.

ORDER FOR SUPPLIES OR SERVICES PAGHLOE. 7
1. CONTRACT PURCH. ORDERS 2, DELIVERY ORDER/ CALL MO, 3. DATE OF ORDER/ICALL 4 REQ. PURCH. REQUEST NO. S PRIORITY
AGREEMENT NO. (VYTTMMMDD)
VTITPRSESA WB81K00-05-F-0061 2004 Oct 01 WSACFRAQOONGS
6. ISSUED BY CODE | V45919 7. ADMINISTERED BY (if wther than 6) CODE |W“56‘5‘\
GREAT PLAINS REGIONAL CONTRACTING OFFIC] GREAT PLAINS REGIONAL CONTRACTING CFFICE [ DELIVERY FOR
MCAAGP BAMC MCAAGP BAMC J RINDORF
3851 ROGER BROCKE L21-9V 3851 ROGER BROCKE L31-9v DEFTINATITN
210-516-5180 210-916-2227 | | oTHER
FORT SAMHOUSTON TX 78234-6200 FORT SAM HOUSTON TX 78224-6200
(See Schedule if other)
9. CONTRACTOR C-UDE !aHBsz ; I 10, DELIVER TO FOB POINT BY (Duate} 11, MARK IF BUSINESS 18
(YYPEMMMDD) SMALL
CACI CLINICAL DIAGNOSTICS SEE SCHEDULE o
NAuE JUNT TERMS DISADVANTAGED
AND 100C A C | CREEK DR 12 DHSC ik 3 d 2
ADDRESS CAC TX 9926-5101 HET-AAYE WOMEN-OWNED
13. MAIL INVOICES TO THE ADDRESS IN BLOCK
——— Ses llem 16
14. SHIP TO CODE |FU441T 15. PAYMENT WILL BE MADE BY GEDE !Houam ;
fT LEQNARD WCOD DFAS SAN ANTONIO MARK ALL
CENTRALIZED INST AND PBO ARUT VENDOR PAY PACKAGES AND
DFAS-SA-FPA BBE-478-5636 o
126 MISSOURI AVENUE R T e PAPERS WITH
FT LEONARD WOOD MO 55473 e e N, IDENTIFICATION
NUMBERS IN
BLOCKS 1 AND 2.
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11

Click the “Register Now” button (you must submit the form for it to be valid).

Result: After registration is completed Ogden will automatically email an
activation notice to the registrant.

Important: Upon Ogden activating the account an email will be sent to the EB
POC (GAM). The email will contain a one-time temporary password for your
initial logon. You will need to change your temporary password.

Continued on next page
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Creating a 2-N-1 Invoice

Stage 1 Entering Contract information

Introduction In Stage 1 of creating a 2-in-1 we will learn to enter contract information.
Procedure Follow the steps below to load contract information.
Step Action
1 Logon to Wide Area Workflow.

2

Click Create New Document in the VVendor section of the menu
in the left sidebar.

-] Yendor
Create Misc. Pay
View Vendor Documents

Access Rejected Receiving
Reports

Access Rejected Invoices

Result: The Contract Number, Delivery Order, and Cage
Code/Ext. fields appear.

Continued on next page
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Creating a 2-N-1 Invoice, Continued

Procedure (continued)

Step

Action

3

Enter all required and optional information.

Important: All fields with an asterisk (*) is a required field. You
must enter information in the required fields.

Create New Document

= Required Fields

Contract Number * Delivery Order CAGE Code/Ext. *
| HEE?2

IFDQEDSDECDDED

_anlirlusl Reset | Page ﬂale|
[

Note: Although the Delivery Order field is optional in WAWF-RA,
If your contract has a delivery order number you must enter it in
WAWE-RA otherwise leave field blank.

Click Continue.

e If contract is not in EDA or you have not entered the contract
number correctly an alert box will appear.

e |f the contract is located in the EDA system, then the WAWF
system would will pre-populate certain location code fields
(DoDAAC) on this document.

Create New Document

" = Required Fields

Contract Number Delivery Order (rpuaeressemmrrs
Microsoft Internet Explorer ﬂ
FO960305C0050 d The contract data is nok available in Dol EDA.
Flease enter contrack information,

Continue | Return || Res Click: the Return button ko enter a different Contract Number

or conkinue creating the doacument,
Q

Click OK.

Continued on next page
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Creating a 2-N-1 Invoice, Continued

Procedure (continued)

Step

Action

6

Enter the Pay DoDAAC from
from EDA.

your contract if not pre-populated

" = Required Fields

Create New Document

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC =

FO2B0305C0050 OHBS2

Continue | Return | Regset
o— o— —

| Page Eu

Click Continue.

Continued on next page
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Creating a 2-N-1 Invoice, Continued

Procedure (continued)

Step

Action

8

Select Invoice as 2-in-1 (Services Only).

7 T Wide Arca Workilogry -

Create New Document
[ = Required Fields

Contract Number Delivery Onder CAGE Code /Ext. Pay DoDAAC
FIESRESCIED (HEAD 8700

Search For:
Imeolce Ho.
™ Template

 Agtive Documents  © frchived Documents

Select Document to Create: ©

wenscer ard Hocenang Hoport (Combe)

I
Cost Moucher (FAR 82 167 82 MB350 216 14, 52 230.7)

Centinue | Return | Rasot | Pags Hll!'

Note: Determine the method with which you populate the data in

the 2-in-1.

You have two choices:

1.Create a new 2-in-1 (continue on step nine).
2. Create a 2-in-1 from template refer to “Create a document

from Template”.

Click Continue.

Continued on next page
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Creating a 2-N-1 Invoice, Continued

Procedure (continued)

Step

Action

10

If not pre-populated, fill in all the require fields.

Create New Document

" = Required Fields, Date = YYYY/MMWDD

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

Document Selected:

Invoice as 2-in-1 (Services Only)

FOSB0305C0050 OHB5Z F25700

Issue Date IssueBy DoDAAC Admin DoDAAC * InspectBy DoDAAC / Ext.
| | [FeoaT —

Service Acceptor =/ Ext. Ship Erom Code / Ext. LPO DoDAAC / Ext.
ffu4417 | | | | |

Continue | Return | Reset
——

| Page Help|

Note : WAWF electronically routes the document based on the
location code (DoDAAC/CAGE) fields, so make sure the
information is accurate according to the latest contract

information.

11

Click Continue.

Result: You are now on the Header Tab

Continued on next page
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Creating a 2-N-1 Invoice, Continued

Header Tab

Procedure Follow the steps below to input your information into your Header Tab.

Step Action
1 Enter in all the required fields.

| [ Header | Addresses Y Discounts | Comments | Line Item JMisc. Amounis)

Data Capture - Invoice 2-in-1 {Services Only)
I' = Required Fields, Date = Y¥Y¥MMDD [%

Contract Number Delivery Order Issue Date
FO9BE0305C0050

Shipment No. Shipment Date  Final Shipment? Invoice No.* Invoice Date* Final Invoice?
NZ [osEm7 [eoos/08r7 NE

Document Totali

Currency Code

uso

Create Document| _ Return | Page Help)

Note: If your Pay Office is a MOCAS Pay Office the shipment
number will be prefix with SER.

2 Verify whether or not this is a Final Shipment and annotate as such
in the Drop Down Menu.

Result: Header information complete click on

Continued on next page
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Creating a 2-N-1 Invoice, Continued

Reviewing Tabs

Introduction

The only 2 tabs that are mandatory in WAWF are the Header tab and the
Line Item tab. All other tabs are optional but may be required by your
contracts specific invoicing instructions. We will list in the following
section all tabs that are displayed on the 2-in-1 document.

Tab Name Description
Header The Header Tab is the first tab used on a WAWF document. It contains,
(mandatory tab) “First page”, information such as shipment number/dates, invoice
number/dates, and other information required by an “*” in fields listed on
your particular document.
Address Tab The Address Tab lists all of the mailing addresses that correspond to the

DoDAACs/CAGE Codes that were used when creating the document.

Discount Tab

The Discount Tab allows you to add a discount on your invoice. Vendors
offering cost effective discounts should receive payments within the given
invoice discount period.

Mark For Tab

The “Mark For” tab provides you a field to enter supplemental shipping
addresses and can be used anytime a shipment needs forwarded to a
location other the “delivery address” located on the first page of your
contract..

Comments Tab

The Comments Tab provides you a field to enter additional comments on
your document.

Line Item The Line Item Tab is where your enter your detail billing information
(mandatory tab) based upon your contracts line item information.
CLIN/SLIN CLIN/SLIN level information. the Initiator details his/her request for

(mandatory entry)

payment and material/services that are provided based on his/her contract.

ACRN

The ACRN Tab is for those contract that cite more than one acrn per clin

Milstrip

The MILSTRIP Number is a government-assigned number used to
identify a specific piece of material. The MILSTRIP Number for all parts
is to be reported as part of the Line ltem.

MISC Amounts

The MISC Amounts tab allows you to enter miscellaneous charges,
credits, and taxes, if authorized under your contract.

Misc. Info.

Misc. Info. Tab appears after you have created your document in
WAWEF-RA. The Misc. Info tab provides you a complete document
history on all documents created against your contracts. Here you will
find information such as Invoice receipt dates, acceptance dates, and
contact information for any one that has taken action on your documents.
This is also where you add attachments to you documents.

Continued on next page
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Line Item Tab

Procedure Follow the steps below to complete you Line Item Tab.
Step Action
1 Click the Add icon under the 'Actions' heading to enter the first

line item.

[~ Header | Addresses | Discounts | Comments | Line [tem | Misc. Amounis)

Line Item Details:

Item No. Stock Part No. Type Oty. Shipped Unit Unit Price Amount Actions

=
i

Result: The Add CLIN/SLIN page appears.

Enter in all the required fields (please refer to your contract).

i )
=
CLIN/SLIN ACRNs

Add CLIN/SLIN

[ = Required Fields

Item No.*  Stock Part No. * Type * Oty. Shipped*  Unit*  Unit Price =

[ooat [none [5N-Serial Number | [58 EA & [0

SDN ACRN Amount

§[1.120.00
Description *
Landscapping =)

Save Clin/Slin_Jj _ Raturn | Pags Hslp

Note: Based on the payment office DoDAAC different tabs may
appear. Refer to “CHAPTER ???” for details of each optional

tab. In this example the CLIN/SLIN and ACRN tabs are displayed.

Continued on next page
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Creating a 2-N-1 Invoice, Continued

Procedure (continued)

Step

Action

3

Click Save CLIN/SLIN.

4

Add additional Line Item Numbers if necessary by repeating steps
1-3.

(~ Header Y Addresses ) Discounts Y Comments ) Line ltem |Misc. Amounts)

Line Item Details:
|At least one Line ltem is required
Item No. Stock PartNo. Type Qty.Invaiced Unit UnitPrice Amount Actions
oot none SN 80 EA §10 gm0 L1 I
=
Page Help |

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
[SUBMIT.

Notel: The ﬁfvsymbol you can click on to edit your previously
entered line item number.

Note 2: The Msymbol you can click on to delete your previously
entered line item number.

Enter any additional information on any optional tabs required for
the 2-in-1 document.

Continued on next page
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Creating a 2-N-1 Invoice, Continued

Procedure (continued)

Step Action
6 Click on the “Header Tab” after entering all the information scroll
to the bottom of the page and click Create Document to continue.

N

L~ Header Y]I Addresses Y Discounts | Comments Y Line ltem ) Misc. Amounts)

Pata Capture - Invoice 2-in-1 (Services Only)
= Required Fields, Date = Y¥YYMW/DD

Contract Number Delivery Order Issue Date

FO9B0305C0050
Shipment No. Shipment Date  Final Shipment? Invoice No.* Invoice Date™ Final Invoice?
N [osEm? [eousman? N
Document Total:
£1,120.00
[Currency Code
usD
Create Documen t) __Return | Page Help)

Result: The Created 2-in-1 Invoice screen appears for you to
review.

Continued on next page
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Creating a 2-N-1 Invoice, Continued

Procedure (continued)

Step

Action
6

Verified information is correct. Scroll down to the bottom of page.

Note: Now you can add any needed attachments if applicable,

refer to “Adding an attachment” section for a detailed
procedure.

g H!% A okl - e
=& A e Workfiggms . -3
Header ine Tltam ACRNS doressns iac_info
INVOICE 2-in-1
* = Requirad Fialds
Contract Humber Delivery Order lssue Date
FOAG0205C0050
Invoice Number Invaoice Date Final Invaice Invoice Received Date
QSEDT 20050817 N 20050817
Summary of Detail Livel Infommation Tutal
1 CLINASLIMIE) $1.12000
o Miscellaneous Armount(s) £0.00
51,1200
Shipment Humber Shipment Date Final Shipment
OSEM? ANBRAEN S ]
Houling Information:
Prime Contractor Administered Dy
CAGE Code: DHB52  Extenslon: DoDAAC: HC1001
Mame: CACHINTERHATIONAL INC Hame: DISA INTERHAL SUPPORT HHANCH
Sarvice Accaptor Paymeant Official
Code: FIM417  Extension: DoDAAC: F25700
Hame: FIM417 16 UX SCHHE FCO DHA 2800 Hame: ACCTG DISH STA NH 524910
=]

Submit I aturn Page HllE'

Click Submit..

Continued on next page

56



Creating a 2-N-1 Invoice, Continued

Procedure (continued)

Step

Action

7

Confirm that you have received a message that your document has
been created successfully.

lhe Invoice 2-in-1 {Services Only) hs heen submitted successfully.

Contract Number Delivery Order Shipment Number Invoice Number

FO9E0305 CO050 OsEDNY DsEDMY

Email sent to Acceptor: wawf _undel@ecedi nit.disa mil
Email sent to Vendor wawf_undel@ecedi nit.disa mil

send More Email Notifications

Return I PaisﬂaIEI

Note: You have the capability to send more emails to users who
are not in the workflow or as listed on your contract. Refer ““Add
Additional E-mail” section for detailed procedures.

Creating a Cost Voucher
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Loading Contract Information

Introduction

Procedure

In this section we will be creating a Cost Voucher and we will learn to load
contract information.

Follow the steps below to load contract information.

Step

Action

1

Logon to Wide Area Workflow.

2

Click Create New Document in the VVendor section of the menu
in the left sidebar.

] Yendor
Create New Document
Create Misc. Pay
View Yendor Documents

Access Rejected Receiving
Reports

Access Rejected Invoices

Result: The Contract Number, Delivery Order, and Cage
Code/Ext. fields appear.

Enter all required and optional information.

Important: All fields with an asterisk (*) is a required field. You
must enter information in the required fields.

Create New Document

= Required Fields

Wer = Delivery Order CAGE Code/Ext. *

FO360305C00%

_anlirlusl Reset | Page ﬂalel

[

Note: Although the Delivery Order field is optional in WAWF-RA,
If your contract has a delivery order number you must enter it in
WAWEF-RA otherwise leave field blank.

Click Continue.

Continued on next page
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Creating a Cost Voucher, continued

Procedure (continued)

Step

Action

5

e If contract is not in EDA or you have not entered the contract
number correctly an alert box will appear.

If the contract is located in the EDA system, then the WAWF
system would will pre-populate certain location code fields
(DoDAAC) on this document.

Create New Document

" = Required Fields
Contract Number Delivery Order Cppaeesreseessmssmrnnnnn
E
FO360305C0050 d The contract data is nok available in Dol EDA.
Pleass enter conkrack information,
Continue | Return || Res Click the Return button ko enter a different Contract Number
o conkinue creating the docurment.
Click OK.

Enter the Pay DoDAAC from your contract if not pre-populated
from EDA.

Create New Document

" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC *
FO9E0305 CO0S0 OHBESZ |f25?DD

I_anlinuell_ﬂaturn [ | Reset | Page ﬂalel

Click Continue.

Continued on next page
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Creating a Cost Voucher, continued

Procedure (continued)

Step

Action

8

Select the Cost VVoucher button.

rtfe Arga Workflogm .=

S

Create New Document
[ = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC
FO9E0305C0050 OHBS2 F25700

Search For:
Voucher No.
™ Template

@ Agtive © Archived

Selact Document to Create: *
€ lwoice
© Invoice as Zrin-1 (Services Only)

©  Construction Payment |nvoice

T e s e s e e e =

Commercial ltem Financing

-
©  Performance Based Payment
€ Progress Payment
o

Recsiving Report

Continue | _ Return | _ Reset | Page Help|

woice and Receiving Report (Combo)
& _Ghst Moucher (FAR 52.216-7, 52.216-13, 52.216.14,622327)  Final Voucher|N =

Note: Determine the method with which you populate the data in

the 2-in-1.

You have two choices:

1.Create a new Cost Voucher (continue on step nine).
2. Create a Cost Vocher from template refer to “Create a

document from Template”.

Click Continue.

Continued on next page
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Creating a Cost Voucher, continued

Procedure (continued)

Step

Action

10

If not pre-populated fill in all the require fields.

Create New Document
[ = Required Fields, Date = ¥y vhiDD

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

FOSB0305C0050 OHES2 F25700
Issue Date IssueBy DoDAAC Admin DoDAAC * DCAA Audjtor DoDAAC =/ Ext.
I [ [HCTooT HAAATF

Service Approver */Ext. LPO DoDAAC / Ext.

|HC10m |

Document Selected:

Cost Woucher

Continue | Return | Reset | Pl!s ﬂale|

s

Note: WAWF electronically routes the document based on the
location code (DoDAAC/CAGE) fields, so make sure the
information is accurate according to the latest contract
information.

11

Click Continue.

Result: You are now on the Header Tab

Continued on next page
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Creating a Cost Voucher, continued

Reviewing Tabs

Introduction

The only 2 tabs that are mandatory in WAWF are the Header tab and the
Line Item tab. All other tabs are optional but may be required by your
contracts specific invoicing instructions. We will list in the following
section all tabs that are displayed on the 2-in-1 document.

Tab Name Description
Header The Header Tab is the first tab used on a WAWF document. It contains,
(mandatory tab) “First page”, information such as shipment number/dates, invoice
number/dates, and other information required by an “*” in fields listed on
your particular document.
Address Tab The Address Tab lists all of the mailing addresses that correspond to the

DoDAACs/CAGE Codes that were used when creating the document.

Discount Tab

The Discount Tab allows you to add a discount on your invoice. Vendors
offering cost effective discounts should receive payments within the given
invoice discount period.

Mark For Tab

The “Mark For” tab provides you a field to enter supplemental shipping
addresses and can be used anytime a shipment needs forwarded to a
location other the “delivery address” located on the first page of your
contract..

Comments Tab

The Comments Tab provides you a field to enter additional comments on
your document.

Line Item The Line Item Tab is where your enter your detail billing information
(mandatory tab) based upon your contracts line item information.
CLIN/SLIN CLIN/SLIN level information. the Initiator details his/her request for

(mandatory entry)

payment and material/services that are provided based on his/her contract.

ACRN

The ACRN Tab is for those contract that cite more than one acrn per clin

Milstrip

The MILSTRIP Number is a government-assigned number used to
identify a specific piece of material. The MILSTRIP Number for all parts
IS to be reported as part of the Line Item.

MISC Amounts

The MISC Amounts tab allows you to enter miscellaneous charges,
credits, and taxes, if authorized under your contract.

Misc. Info.

Misc. Info. Tab appears after you have created your document in
WAWEF-RA. The Misc. Info tab provides you a complete document
history on all documents created against your contracts. Here you will
find information such as Invoice receipt dates, acceptance dates, and
contact information for any one that has taken action on your documents.
This is also where you add attachments to you documents.
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Header Tab

Introduction

Procedure

Continuing on from Stage 1 — Loading Contract Information you should now
be on the Header Tab.

Follow the steps below to input your information into your Header Tab.

Step

Action

1

Enter in all the required fields

I TEWide Areo Workilogm =

Header ddrassas iseounts .ammania ine ltam Tse_Amounis

Data Capture - Cost Voucher
[" = Raquired Fislds, Date = YYY(MMTD

Contract Number Delivery Order Issus Date

FOOED305C0050

Vouchar No.* Voucher Date®  Final Vouchar?

[aeco feoosmonz  [EE) N

Mandor lnvaice Numbar Service Start Date *  Service End Date *

wlll [ennsmzm i8] Foosmem [32]]

Government B/L Humber Task Order

Currency Code

uUsh

Gramts Documanty _ feturn | Page Help|

Document Total:

-  _ sm

Note: If the Payment Office is a MOCAS pay office the Voucher
Number will be prefix with BVN.

Verify whether or not this is a Final Voucher and annotate as such
in the Drop Down Menu.

Proceed to Stage 3- Line Item Tab

Continued on next page
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Creating a Cost Voucher, continued

Stage 3 — Line Item Tab

Introduction Continuing on from Stage 2- Header Tab we now have to load in our Line
Item Tab Information.

Procedure Follow the steps below to complete you Line Item Tab.
Step Action
1 Click the Add icon under the 'Actions' heading to enter the first
line item.
[~ Header | Addresses | Discounts | Commenis | Line [tem | Misc. Amounis]
Line Item Details:
Item No. Stock Part No. Type Oty. Shipped Unit Unit Price Amount Actions
Result: The Add CLIN/SLIN form page appears.
2 Enter in all the require fields.
[ W Argo Workflowm .=
Add CLIN/SLIN
. e T R B
= = IACi‘ o $[800.00
Note: Based on the payment office DoDAAC selected different tabs
may appear. Refer to the “Reviewing Tabs” section for details of
each tab. In this example the CLIN/SLIN and ACRN tabs are
displayed.
3 Click Save CLIN/SLIN.

Continued on next page
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Creating a Cost Voucher, continued

Procedure (continued)

Step Action
4 Add additional Line Item Numbers if necessary by repeating steps
1-3.
( Header Y Y b ts Y Ci Y Line ltem [Misc. Amounts]

Line Item Details:
|4t least one Line ltem is required

Item No. Stock PartNo. Type Qty. Invoiced Unit UnitPrice Amount Actions

o001 nane SN 80 EA $10 gsmoo Z B
&
Plie lillg.

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
[SUBMIT.

Notel: The afsymbols you can click on to edit your previously
entered line item number.

Note 2: The l]]symbols you can click on to delete your previously
entered line item number.

Continued on next page

65



Creating a Cost Voucher, continued

Procedure (continued)

Step

Action

5

Return to your “Header Tab” after verifying all the information is
correct click Create Document.

§ EElide Arge Workflogm s - =

Header ddrassas iseounts .ammania e ltam Tse_Amounis

Data Capture - Cost Voucher

[" = Raquired Fislds, Date = YYY(MMTD

Contract Numbar Delivery Order Issus Date

Currency Code

uUsD

imlll‘.‘luumlnl' Raturn | Page Halp|
=l

FOOED305C0050
Vouchar No.* Voucher Date®  Final Vouchar?
[aeco feoosmonz  [EE) N
Mandor lnvaice Numbar Service Start Date *  Service End Date *
mll fenns ozt i8] Foosmem [32]]
Government B/L Humber Task Order Document Total:
-  _ sm

Note: Now you can add any needed attachments if applicable,
refer to “Adding an attachment” section for a detailed procedure.

Continued on next page
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Creating a Cost Voucher, continued

Procedure (continued)

Step

Action

6

Verified information is correct. Scroll down to the bottom to the
document.

§ e lide Arge Workilogm s =

Header ina itam ACRNS garessss ise_Info

COST VOUCHER (DIRECT BILL)

* = Raquirad Fislds

Contract Numbar Delivery Order

Issua Date
FOSEESCIOR0
Voucher Number Voucher Date Final Voucher Imvolce Recelved Date
ABC ANBAENT N ANBABNT
WVendor lnvoice Number Sarvica Start Date Servica End Date
2005070 200540721
HA Humber Task Order
Summary of Detall Level Information Total
1 CLINFSLINGS] sHnm
i Miscellaneous Amount(s) 000
$800.00

[Routing Information:

Prime Contracion

Administered By

CAGE Code: 0HO52  Cxtension: DoDAAC: HC1001

Name: CACH INTERNATIONAL INC
DCAA Auditor

Hame: DISA INTERNAL SUPPORT BRANCH
Service Approvar

DoDAAC: HABTF  Extenslon: Code: HCI001  Extension:

Namp: DUAA FAIHFAX HHANCH OFFICE Name: DISA INTEHNAL SUPPORT BRANCH

Payment Official

DoDAAC: F25700

Name: ACCTG DISH STA HR 529700
& submit ) Return ) Page Helo)

Click Submit.

Continued on next page
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Creating a Cost Voucher, continued

Procedure (continued)

Step

Action

7

You will receive a message that your documents have been created
successfully. Emails will be sent the to appropriate workflow user

e Cost Voucher has been submitted successfull

Contract Number Delivery Order Voucher Number

FOSEO0305C0050 ABCO1

Email sent to Yendor wawf_undel@ecedi nit disa mil
Email sent to Pay Official wawf_undel@ecedi nit.disa.mil

Bend More Email Notifications

Return l Paisﬂalel

Note: You have the capability to send more emails to users who
are not in the workflow. Refer “Add Additional E-mail’ section
for detailed procedure.
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Creating a Combo

Stage 1 — Loading Contract Information

Introduction

Procedure

Creating a combination invoice and receiving report (Combo) we will begin
with learning how to the load contract information.

Follow the steps below to load contract information.

Step

Action

1

Logon to Wide Area Workflow.

2

Click Create New Document in the Vendor section of the menu
in the left sidebar.

I Wendor
Create Misc. Pay
View Vendor Documents

Access Hejected Heceiving
Heporis

Access Rejected Invoices

Result: The Contract Number, Delivery Order, and Cage
Code/Ext. fields appear.

Enter all required and optional information.

Important: All fields with an asterisk (*) is a required field. You
must enter information in the required fields.

Create New Document

= Required Fields

Contract Number * Delivery Order CAGE Code/Ext. *

IFDQEDSDECDDED

_anlirlusl Reset | Page ﬂale|
[

Note: Although the Delivery Order field is optional in WAWF-RA,
If your contract has a delivery order number you must enter it in
WAWEF-RA otherwise leave field blank.
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4 Click Continue.

Continued on next page
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Creating a Combo, continued

Procedure (continued)

Step

Action

5

e If contract is not in EDA an alert box will appear.

e |f the contract were in EDA system, then the WAWF system
would automatically populate certain location code fields
(DoDAAC/CAGE) on document.

Create New Document

" = Required Fields
Contract Number Delivery Order (puaseressmsressmn
Microsoft Internet Explorer ﬂ
FO860305C0050 g The contract data is nok available in Dol EDA,
Flease enter contract information.
Continue | Return || Res Click the: Return button o enter a different Contract Nurnber
o continue creating the document,
Click OK.

If not populated, enter your “Pay DoDAAC”, as it is a required
field.

Create New Document
" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC =

FOSE0305C0050 OHES2 |f25?DD

Continue | Return | Reset | Page ﬂale'

~

Click Continue.

Select Invoice and Receiving Report Combo.

Continued on next page
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Creating a Combo, continued

Procedure (continued)

Step

Action

9

Select “Inspection” and “Acceptance” points according to your
contract.

Select Document to Create: *
© lnwoice

0 lnvoice as 2-in-1 (Sewices Only)

© Receiving Report

@ Invoice and Receiving Report (Combo)  Inspection: ISDurce 'l Acceptance:
 Cost Voucher (FAR 62.216-7, 52.216-13, 52.XE. 14|

estination
|Other

Destination 'l

Source
[Diestination

Other

Reference:

Source to Source is a one step process. The same person may
inspect and accept. Source/Source workflow

Source to Destination is a two-step process. One person may
inspect, and another person will accept. Source/Destination workflow

Destination to Destination may be a one-step or two-step process
(depending on contract).Destination/Destination workflow

Other permits the receipt of items at a location other than Origin
or Destination; I.E. a third party location as listed on the contract.
The goods or services will be shipped to a location named in the
contract and final acceptance may occur at destination.

10

Click Continue.

Continued on next page
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Creating a Combo, continued

Procedure (continued)

Step

Action

Note: Determine the method with which you populate the data in
the
Cost Voucher.

You have two choices:
1. Create a new Cost Voucher from scratch (type in
all fields yourself).
2. Create a Cost Voucher with data pre-populated
from a previously submitted Cost Voucher
(Template method). Refer to “Create a document
from Template”.

11

If not populated fill in all the require fields.

Create New Document
[ = Required Fields, Date = YYYY/MWDD

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

FOSB0305C0050 0HBS2 F25700

Issue Date IssueBy DoDAAC Admin DoDAAC = InspectBy DoDAAC =/ Ext. Mark For Code / Ext.
[ | [Rcinot EEE|

Ship To Code =/ Ext. Ship From Code / Ext. LPO DoDAAC f Ext.

[Fu4417 | | [ | [

Document Selected:

Imvoice and Receiving Report (Combo)  Source Inspection / Source Acceptance

anlinuu. Return ' Reset ' P-is HeIE'

Note: WAWF electronically routes the document based on the
location code (DoDAAC/CAGE) fields, so make sure the
information is accurate according to the latest contract
information.

Continued on next page
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Creating a Combo, continued

Procedure (continued)

Step

Action

12

Click Continue.

13

Proceed to Stage 2- Header Tab.

Continued on next page
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Creating a Combo, continued

Stage 2 — Header Tab

Introduction Continuing on from Stage 1 — Loading Contract Information you should now
be on the Header Tab.

Procedure Follow the steps below to input your information into your Header Tab.

Step Action
1 Enter in all the required fields.

‘-m;; Arga Workflogy . =

Data Capture - Invoice and Receiving Report (Combo)

* = Requirad Fields, Date = Yy MMIDD

Contract Humber Delivery Order lssue Date Inspection Polnt Acceptance Point [~ CoC [T ARF

FOOE0305C0050 g s & Supplies T Serces
Shipment No.* Shipment Date®  Estim. Final Shipmeni? Invoice Ho* Invoice Date® Final Invoice?
Recz oo [ [ [ R = T I
Government B/L Humber TCN Gross Welght FOB
il [ [ 53
First Line: Haul Mode Document Tatal:
| El 00

Curnency Codee

st -«

Gramte Dacument] _ Return | Pags Heip|

Note: If the CoC (Certificate of Conformance) or ARP (Alternate
Release Procedure) applies, click the checkbox. If the Receiving
Report is for supplies, then leave the 'Supplies' button selected. If

the Receiving Report is for services, then click the 'Services'
button.

If you select CoC, you must later add an attachment (your CoC).

2 Verify whether or not this is a Final Shipment and annotate as such
in the Drop Down Menu.

Proceed to Stage 3- Line Item Tab.

Continued on next page
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Creating a Combo, continued

Stage 3 — Line Item Tab

Introduction Header Tab we now have to load in our Line Item Tab Information.
Procedure Follow the steps below to complete you Line Item Tab.
Step Action
1 Click the Add icon under the 'Actions’ heading to enter the first
line item.

[~ Header | Addresses | Discounts | Commenis | Line [tem | Misc. Amounis)

Line Item Details:

Item No. Stock Part No. Type Oty. Shipped Unit Unit Price Amount Actions

[E]

2 Enter in all the require Fields.

I ‘m Rrga Workflogm - =

CLIN/SLIN ACRNS [T]I] ILETRIF

Add CLIN/SLIN

[* = Raquired Fislds

Item Ho.*  Stock Part No. * Type * Oty Shipped *  Unit*  Unit Prica *
[io0tes | [1Z34sereaniza [F&-Hational Stock Humber E| [30 a1 s |
SDN ACHN  GFF?  Advive Code Amount
[ [ I E | s oo
Description =
lhoits =l

=

Gova CliniSlin § _ Return | Pages Holp|

Note: Based on the payment office DoDAAC selected different tabs
may appear. Refer to the “Reviewing Tabs” section for details of
each tab. In this example the CLIN/SLIN and ACRN tabs are
displayed.

3 Click Save CLIN/SLIN.

Continued on next page
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Creating a Combo, continued

Procedure (continued)

Step Action
4 Add additional Line Item Numbers if necessary by repeating steps
1-3.
[ Header Y s | Discounts | MarkFor Y C Y Line item | Pack Misc. Amounts)

Line Item Details:
fit least one Line Item is required

Item No. Stock PartNo. Type Oty. Shipped Unit Unit Price Amount UID Actions

0001aa 1234567830123 FS 300 EA §2 §B0000 N 21
=) R
Page Help |

HPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
BUBMIT.

Notel: The fsymbols you can click on to edit your previously
entered line item number.

Note 2: The ]]]symbols you can click on to delete your previously
entered line item number.

Continued on next page
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Creating a Combo, continued

Procedure (continued)

Step Action
5 Return to your “Header Tab” after verifying all the information is
correct. Click Create Document.

W Aega Workflogn, =

Data Capture - Invoice and Receiving Report (Combo)

* = Requirad Fields, Date = Yy MMIDD

Contract Humber Delivery Order lssue Date Inspection Polnt Acceptance Point [~ CoC [T ARF

FOOE0305C0050 g s & Supplies T Serices
Shipment No.* Shipment Date®  Estim. Final Shipmeni? Invoice Ho* Invoice Date® Final Invoice?
Recz oo [ [ [ R = T I
Government B/L Number TCN Gross Welght FOB
il [ [ 53
First Line: Haul Mode Document Tatal:
| | 00

imuuw| Roturn Pags Heip|

Result: The Created Combo screen appears for you to review.
Now you can add any needed attachments if applicable, Refer to
“Adding a Attachment” section for detailed procedure.

Continued on next page
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Creating a Combo, continued

Procedure (continued)

Step

Action

6

document.

Verify information is correct. Scroll down to the bottom of the

T Wide Ao Wodkilogn s .

Header ina itam ACRNs dressss ise_Info
* = Raquirad Fislds
Contract Numbar Delivery Order lssue Date
FOOEN305C0050
Invoice Humber Invoice Date Final Invoice Invaice Recaived Data
ABCOZ 200508418 N 2005408418
Summany of Detail Level Information Tatal
1 CLINASLIMIE) $600.00
o Miscellaneous Armount(s) £0.00
B
Shipment Number Shipment Date Final Shipment
ABCO2 ABARMAR ]
[Houting Information:
Prima Contractor Administarad Oy
CAGE Code: OHBS2  Extension: DoDAAC: HC1001
Name: CACHINTERNATIONAL INC Namez: DISA INTEHNAL SUPPORT BRANCH
Ship Ta Paymant Official

Code: FU4417  Extenslon:

Name: FUA4TT 16 CS SCHEE FCO DRA ZE00 Name: ACCTG DISE STA NR 5249700
E Submit Helurn ' Pagh H.Ig’

DoDAAC: F25700

Click Submit.

Continued on next page
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Creating a Combo, continued

Procedure (continued)

Step

Action

7

You will receive a message that your documents have been created

successfully. Emails will be sent to appropriate workflow user.

I'he Invoice and Source Inspection and Acceptance Receiving Report has been submitted successfully.

Contract Number Delivery Order Shi t Humk Invoice N

FOSB0305C0050 ABCO2 ABCO2

Email sent to Vendor, wawf_undel@ecedi .nit.disa.mil
Email sent to Inspector; wawf_undel@ecedi nit.disa.mil
Fmail sent to Vendor wawf_undel@ecedi nit disa mil

Bend More Email Notifications

Return ' Pags hale'

Note: You have the capability to send more emails to users who
are not in the workflow. Refer “Add Additional E-mail’ section
for detailed procedures.
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Creating a Document Using a Template

Stage 1 — Loading Contract Information

Introduction Using the create from template saves you time. It reduces repetitive
keystrokes and data errors. The templates allow you to use a previous
document that was submitted in WAWF with pre populated fields or change
information by entering a new invoice and/or shipment number.

Procedure Follow the steps below to use the template.

Step

Action

Logon to Wide Area Workflow.

Click Create New Document in the VVendor section of the menu
in the left sidebar.

I Yendor
Create Misc. Pay
View Vendor Documents

Access Rejected Heceiving
Reporis

Access Rejected Invoices

Enter all required and optional information.

Important: All fields with an asterisk (*) is a required field. You
must enter information in the required fields.

Create New Document

= Required Fields

Contract Number * Delivery Order CAGE Code/E=t. *

IFDQEDSDECDDED

_anlirlusl Reset | Page ﬂale|
[

Note: Although the Delivery Order field is optional in WAWF-RA,
If your contract has a delivery order number you must enter it in
WAWE-RA otherwise leave field blank.
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Continued on next page
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Creating a Document Using a Template, Continued

Procedure (continued)

Step Action
4 Click Continue.

5 e If contract is not in EDA an alert box will appear.

e |f the contract were in EDA system, then the WAWEF system
would automatically populate certain location code fields
(DoDAAC) on this document.

Create New Document

" = Required Fields

Contract Number Delivery Order Cppg e
5
FO960305C0050 d The contract data is nok available in Dol EDA.
Flease enter contrack information,

Continue | Return || Res Click: the Return button ko enter a different Contract Number
or conkinue creating the docurment.

s
Click OK.
6 If not populated, enter your “Pay DoDAAC” as it is a required
field,

Create New Document

" = Required Fields

Contract Number Delivery Order CAGE Code /Ext. P AAC™
FOSE0305C0050 OHES2 |f25?DIJ

_aniinusl_ﬂaturn [ | Reset | Page ﬂalel

7 Click Continue.

Continued on next page
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Creating a Document Using a Template, Continued

Procedure (continued)

Step Action

8 Select the document type you are creating. In this procedure we
will use “Combo”.
9 Click in the check box next to “Template”.

[ ide Arca Workilogm =

o

¢ |[Create New Document
[ = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

FO9B0305C0050 OHBA2 F25700
Search For:

Shipment No. Invoice No.
7 Template ABCOT lsBC01

# Active Documents " Archived Documents
Select Document to Create: *

© Imoice

O Invoice as 2-in-1 (Senvices Only)

€ Construction Payment Invoice

€ Commercial ltem Financing
| | © Eerformance Based Payment
€ Progress Payment
€ Receiving Report

@ Invoice and Receiving Report (Comba) Inspection: |Destination x| Acceptance: |Destination =

€ Cost Youcher (FAR 52.216-7, 52.216-13, 52.216.14, 52.232-7)

anlinuq' Return | Reset ' Plilﬂalg'

‘;I
10 Enter a “Shipment No.”, “Invoice No”, or leave these fields blank
to retrieve all documents created under this contract/delivery order
number.

Click Continue.

Continued on next page
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Creating a Document Using a Template, Continued

Verifying Document

Introduction Verifying Document

Procedure Follow steps below to verify information from template

Step Action
1 Select the radio button of the document you would like to retrieve.

Create New Document
" = Reguired Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

FO9B0305C0050 OHES2 F25700

Invoice and Receiving Report (Combo) Destination Inspection / Destination Accey, from T
Invoice Number Invoice Status Ship Numt Shif Status Date Created

® ABCO1 Submitted ABCI Submitted 2005-08-02

Continue | Return | Reset | Pli! ﬂale'

2 Click Continue.

3 Verify the Routing Information is still correct, make changes as
necessary.

Change Routing Information
[ = Required Fields

Contract Number Delivery Order Issue Date Shipment Ho. Shipment Date Invoice No. Invoice Date

FOSE0305C0050 ABCOT 20050902 ABCO 2005,/09/02
IssueBy DoDAAC Admin DoDAAC * InspectBy DoDAAC / Ext.  Mark For Code / Ext.

[ [so512A | | | |

Ship To Code =/ Ext. Ship From Code / Ext. LPO DoDAAC / Ext. Pay DoDAAC =
[Hc1om | | | | |J‘b [Fes7oa

Continue | Return | Reset | Pais Hale|

Click Continue.

Continued on next page
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Creating a Document Using a Template, Continued

Procedure (continued)

Step Action
4 Fill in all required fields on the “Header Tab” page.

T Wide Argo Workflogm . =

[ Header Discounts

Pata Capture - Invoice and Receiving Report (Combo)
= Required Fields, Date = YYYYiMWMDD

Contract Number Delivery Order Issue Date Inspection Point Acceptance Point

FO260305C0050 o} D @ Supplies C Services
|Shipment No.* Shipment Date*  Estim. FEinal Shipment? Invoice No.* Invoice Date* FEinal Invoice?
\ O [E | [WE]
|Government B/L Number TCH Gross Weight FOB
I | [5H N
First Line Haul Mode Document Total:
d $115.00

Currency Code

usD

Prior to clicking create document at the bottom of the page; You
have the option to edit any information, on any tab, or you are not
required to make any changes to your document.

5 Click Create Document.

6 An alert box appears letting you know information was pre-
populated from a template.

= Required Fields, Date = YYYYMM/DD

Contract Number Delivery Order Issue Date Inspection Point Acceptance Point

FO260305C0050 o} D @ Supplies © Senices
|Shipment No.® il nvoice?
BER The data in this document was populated based upon a template and all data from that kemplate was brought onta this ]
A\ B
|Government B/L Humber Please ensuie that you have updated all appicable data to reflect desied values for this submission
First Line Haul Mode Document Total:|
j $115.00,

Currency Code

uso

B

Click OK.

Continued on next page
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Creating a Document Using a Template, Continued

Procedure (continued)

Step

Action

7

Document form will appear, verify information Scroll down to
bottom of document.

Click Submit.

You will receive a message that your documents have been created
successfully. Emails will be sent to appropriate workflow user.
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Creating a document with UID

Introduction

Procedure

Creating a document With UID, continued

Stage 3 — Line Item Tab

Step

Action

1

Click the Add icon under the “‘Actions’ heading to enter the first
line item.

(— Header | Addresses | Discounts Comments: Line Item | Misc. Amounts)

Line Item Details:

fit least one Line ltem is required.

ltem No. Stock Part No. Type OQty. Shipped Unit Unit Price Amount Actions
) ks
Fl’oﬂ.le'

HPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
BUBMIT.

Result: The Add CLIN/SLIN from page appears.

Enter in all required fields.

w Riga Workflogm =

CLIN/SLIN AGTNS uio WILETRIE

Add CLIN/SLIN

[ = Raquired Fislds

Item Ho.*  Stock Part No. * Type * Oty Shipped *  Unit*  Unit Prica *

[io0tes | [1Z34sereaniza [F&-Hational Stock Humber E| [30 a1 s |
SDN ACHN  GFF?  Advive Code Amount
M WA T e s o
Description =
lhoits =l

=

Gova CliniSlin § _ Return | Pages Holp|
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3 | Click UID tab to open sub-processing menu.

Continued on next page
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Creating A Receiving Report With UID, continued

Procedure (continued)

Step

Action

4

Click the Add icon under ‘Action’ heading to enter the first line
item.

[T CLIN/SLIN | ACRNs | uiD Y MILSTRIP )

UID
[ = Required Fields

Enterpise Identifier Issuing Agency Code UID Type Original Part Number Actions
&
Page Help |
UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION.

Continued on next page
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Creating A Receiving With UID, continued

Procedure (continued)

Step Action
8 Enter all required fields.
Add UID N
= Required Fields
ulD Type = Issuing Agency Code *
|UID1 - DoD Construct 1. Serialization within the Enterprise j |D -CAGE Code
Original Part Number Enterprise ldentifier *
[12 [ohs2]
At least one UID Number and Serial Mumber is required
UID Humher Serial Number Actions

%.a
Save UID ' Return | Plis ﬂele'

Click the Add icon under ‘Action’.

Enter the UID Number and Serial Number.

[

L

Add UID

[ = Required Fields

UID Humber *

B

Serial Humber®

[12

Save UID | Return | Pais ﬂale|

Click Save UID.

Continued on next page
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Creating A Receiving Report With UID, continued

Procedure (continued)

Step

Action

8

Add additional UID Number and Serial Number if necessary.

[ = Required Fields
UID Type = Issuing Ayency Code *
UID1 - DoD Consiruct 1, Serialization within the Enterprise ID - CAGE Code j
Original Part Number Enterprise ldentifier *
IB R

At least one UID Number and Serial Number is required

UID Number Serial Number Actions
12 12 ZT
%ﬂ

Save UID l Return ' P-ie Helgl

Click SAVE UID.

Click CLIN/SLIN Tab.

[T CLIN/SLIN Y~ ACRNs Y uiD Y MILSTRIP

uID
I' = Required Fields

Enterpise ldentifier lssuing Agency Code Type Original Part Number Actions

OHBS2 D uDt 12 ZM
UID Number Serial Numhber
12 12
%ﬂ
Px!u H"E'

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION.

10

Click Header Tab.

Header Addresses Discounts Comments Line item [Misc. Amounts)

Line Item Details:
fit least ane Line ltem is required

Item No. Stock Part No. Type Qty. Shipped Unit UnitPrice Amount Actions

0001 none SN 56 EA $20 112000 A 10
=
Page HIIE'

BUBMIT. Iy

HPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO

Continued on next page
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Creating A Receiving Report With UID, continued

Procedure (continued)

Step Action
11 | Verify all the information is correct; Click Create Document.
i e Aree Workilagm . =

r_f Headar | Y markFor Y Y tineitem Y  Pack )

Data Capture - Receiving Report
[" = Raquired Fislds, Date =YY YWMMTID

Contract Number Delivery Ordar lssue Date Inspaction Point Acceptance Point

FOSIE0SCINEL 0 o © Supplies O Senices

Shipment No.® Shipment Date”  Estim. Einal Shipment?

[facm [eonsmarzr K] [ [nE]

Government B/L Number TCH Gross Welght FOB

[ [ [ (53

First Line Haul Madi Dagument Tatal:
i g 000

Cutrenty Code

SeSaeuysn) Eseven) (TSR

=]

Result: The Receiving Report screen appears for you to review

Note: Now you can add any needed attachments if applicable refer
to “ Adding an attachment” screen for a detailed procedure.

Continued on next page
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Creating A Receiving Report with UID, cContinued

Procedure (continued)

Step

Action

12

Verify information is correct. Scroll down to the bottom of

document.
I T lide Aiee Workilogm =

Contract Numbar
FOOED305C0050
Shipmant Number
ABCO2

Shipmant Date
20050818
B/L Numbar TCH

‘Summary of Detail Level Information
1 CLINSLING)
Invaica Humber

AECI

Houting Information:

Prime Contractor

|~ | CAGE Code: OHB52? Extenslon:

Name: CACHNTEHNATIONAL INC

Inspact Dy
DoDAAC: SOS12A  Exienslon:

Name: DUMA VAN NUYS

Paymant Official
DoDAAC: F25700

Name: ACCTG DISE STA HR 929700

&)

RECEIVING REPORT

* = Raquirad Fislds

Delivary Ordar

Final Shipmant
N

First Line Haul Mode

Invoice Date

AMBARNE

Issue Date F Supplies

™ Semces

Inspection Paint

-]

Acceptance Point

Gross Waight
Tatal
Final Invoica
N
Administarad Dy
DoDAAC: HC1001
Name: DISA INTEHNAL SUPPORT BRANCH

Ship Ta
Code: FU4T  Exension:

Name: FLA417 16 CS SCEBE FCO DRA 2800

Submit | _ Beturn | Print ' Pln Hllg'

ot
ARP

FOO

£600.00

Click Submit.

13

You will receive a message that you document has been created
successfully. Emails will be sent to the appropiate workflow users.

Note: You have the capability to send more emails to users who
are not in the workflow. Refer to “Add Additional Email” section

for detailed procedures.
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Creating a Receiving Report with Pack

Introduction

Procedure

Stage 1 — Loading Contract Information

Step

Action

1

Logon to Wide Area Workflow

2

Click Create New Document in the Vendor section of the menu
in the left sidebar.

I Wendor

Create New Document
Create Misc. Pay

View Vendor Documents

Access Hejected Heceiving
Heporis

Access Rejected Invoices

Enter all required and optional information.

Important: All fields with an asterisk (*) is a required field. You
must enter information in the required fields.

Create New Document

= Required Fields

Contract Number * Delivery Order CAGE Code/Ext. *

IFDQEDSDECDDED

_anlirlusl Reset | Page ﬂale|
[

Note: Although the Delivery Order field is optional in WAWF-RA,
If your contract has a delivery order number you must enter it in
WAWE-RA otherwise leave field blank.

Continued on next page
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Creating a Receiving Report with Pack, Continued

Procedure (continued)

Step Action
4 Click Continue.

5 e If contract is not in EDA an alert box will appear.

e |f the contract were in EDA system, then the WAWF system
would automatically populate certain location code fields
(DoDAAC/CAGE) on document.

Create New Document

" = Required Fields

Contract Number Delivery Order (puaseressmsressmn
E
FO860305C0050 g The contract data is nok available in Dol EDA,
Flease enter contract information.
Continue | Return || Res Click the: Return button o enter a different Contract Nurnber
o continue creating the document,
Click OK.
113 ” H H
6 If not populated, enter your “Pay DoDAAC” as it is a required
field.

Create New Document
" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC =

FOB0305C0050 OHBS2 IfEE?DD

_anlinusl_ﬂaturn [ Reset | Page Jjalei

7 Click Continue.

Continued on next page
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Creating a Receiving Report with Pack, Continued

Procedure (continued)

Step

Action

8

Select Receiving Report
|

W Arga Workflogn

G

Create New Document
[' = Raquirad Fislds

Contract Humber Delivery Order CAGE Code / Ext. Pay DoDAAC
FOSREOSCINS0 [HES? Faa70

Swearch For:
Shipment Ho.

I~ Template Ii
& fgtive Documents T Archived Documents
Sebeet Document to Create: ™

Imvgice

krvoice ag 2in-1 (Senices Only)

Constrection Payment [rvoice

Copmescial ltem Financing

Progress Payment

o

[

o

([

© Perfurmance Based Payment
~

&

€ Invaice and Recening Repart (Combo)
.

Cost Youcher (FAR 52.216-7, 52.216-13, 52.216.14, 52.232-T)

Gontinua | _ Raturn | _ Rgsat | Page Help

Recering Report Inspestion; [Destnation =] Acceptance [Destinetion 2] T Evom e

Note: Determine the method with which you populate the data in

the Receiving Report.

You have two choices:

1.Create a new Receiving Report from scratch (type in

all fields yourself).

2.Create a Receiving Report with data pre-populated
from a previously submitted Receiving Report (Template method).

Refer to ““Create a document from Template”.

Click Continue.

Continued on next page
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Creating a Receiving Report with Pack, Continued

Procedure (continued)

Step

Action

10

If not populated fill in all the required fields.

Create New Document
[ = Required Fields, Date = YYYYMM/DD

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

Document Selected:

Receiving Report  Destination Inspection / Destination Acceptance

Continue | Return |

FO9E0305C0050 OHES2 F25700

Issue Date IssueBy DoDAAC Admin DoDAAC * InspectBy DoDAAC / Ext. Mark For Code / Ext.
[ [ [FciooT [ [

Ship To Code * / Ext. Ship Erom Code / Ext. LPO DoDAAC / Ext.

[Hctoo | | | | |

Regset | Pli;uale|

Note: WAWEF electronically routes the document based on the
location code (DoDAAC/CAGE) fields, so make sure the
information is accurate according to the latest contract

information.

11

Click Continue.

12

Proceed to Stage 2 — Header Tab

Continued on next page
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Creating a Receiving Report with Pack, Continued

Procedure (continued)

Stage 2- Header Tab

Step

Action

1

Enter in all required fields.
o

Wﬂme Workflogn, .=

r_f Headar | Y markFor Y Y tineitem Y  Pack )

Data Capture - Receiving Report
[" = Raquired Fislds, Date =YY YWMMTID

Contract Number Delivery Ordar lssue Date Inspaction Point Acceptance Point

FISE TR IO 8] o @ Sypplies © Sendces
Shipment Ho.™ Shipment Date”  Estim. Einal Shipment?
[racm | @ [ M -|
Government B/L Number TCH Gross Welght FOB
[ [ [ 55
First Line: Haul Modi
it 3
Curneney Codo
= |
Croats Documant t) _ Return | Page Help)
=l

Document Total:

Verify whether or not this is a Final Shipment and annotate as such

in the Drop Down Menu.

Proceed to Stage 3 — Line Item Tab

Continued on next page
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Creating a Receiving Report with Pack, Continued

Procedure (continued)

Stage 3 — Line Item Tab

Step Action
1 Click the Add icon under the “‘Actions’ heading to enter the first
line item.
[ Header Y Addresses Y Discounts Y Comments | Line ltem [Misc. Amounts)

Line Item Details:

Rt least one Line Item is required
tem No. Stock Part No. Type Qty. Shipped Unit Unit Price Amount Actions
& ks

Page Hel

HPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
BUBMIT.

Result: The Add CLIN/SLIN from page appears.
2 Enter in all required fields.
i ‘m Arga Workflogm ™ =

CLIN/SLIN AGRNS ["[I] MILSTRIF

Add CLIN/SLIN

[* = Raquired Fislds

Item Ho.*  Stock Part No. ® Type * Oty Shipped *  Unit*  Unit Prica *
[io0tas  [iz3d5G7Ea0IZ3 [F5 - National Stack Number k| [0 B s
SDN ACHN  GFF?  Advive Code Amount
M W3 | E | s oo |
Description =
lhoits =l

=

Gova CliniSlin § _ Return | Pages Holp|

&

Note: Based on the payment office DoDAAC selected different tabs
may appear. Refer tot he “Reviewing Tabs” section for details of
each tab. In this example the CLIN/SLIN and ACRN tabs are
displayed.

Click Save CLIN/SLIN.

Continued on next page
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Creating a Receiving Report with Pack, Continued

Procedure (continued)

Step Action
4 Add additional Line Item Numbers if necessary by repeating steps
1-3.
[ Header Y s | Discounts | MarkFor Y C Y Line item | Pack Misc. Amounts)

Line Item Details:

fit least one Line Item is required

Item No. Stock PartNo. Type Oty. Shipped Unit Unit Price Amount UID Actions

0001aa 1234567830123 FS 300 EA §2 §B0000 N 21
=) R
Page Help |

HPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
BUBMIT.

Notel: The fsymbols you can click on to edit your previously
entered line item number.

Note 2: The l]]symbols you can click on to delete your previously
entered line item number.

5 If you have Pack information that needs to be entered click on the
PACK Tab.

4= e Riga Workflown, =

[ Header Y Addresses | Discounts Y Mark For Y Comments Y Line ltem | Pack [Misc. Amounts =

Pack Data
I Pack Later Pack CLIN |
Package ID Package Type Action

B
B
Page Help|

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE
HEADER TAB TO SUBMIT.

6 Click the Add icon under the ‘Action’ heading.

Continued on next page
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Creating a Receiving Report with Pack, Continued

Procedure (continued)

Step

Action

Enter the Package 1D number

HEADER TAB TO SUBMIT.

([ Header | Addresses | Discounis | Mark For | Comments Y Line item ) Pack \Misc. Amounis)
Pack Data
[ Pack Later _Pack CLIN|
Package ID Package Type Action
[EFABCD0192837465 RFID - BX
=
Page Help | %

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE

Click Save icon

Click on Pack Clin

CLIN/SLIN Data

" = Required Fields

[%

Stock Part No. uip
1234567890123 M 300

Item Ho.
0001aa

Oty. Shipped

Continue | Page Help

IWPON COMPLETION OF WORK IN THIS AREA, CLICK ON THE SUBMIT BUTTON TO UPDATE THE PACK STRUCTURE.

a3
Total Oty. Packed Difference Actions

0 300

B

Enter information

Click Continue

Continued on next page
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Creating a Receiving Report with Pack, Continued

Procedure (continued)

Step

Action

10

Enter Package ID-Type and Quantity Packed

CLIN/SLIN Data

" = Required Fields

Item No. Stock Part No. uip Qty. Shipped Total Qty. Packed Difference Actions
D001aa 1234567890123 il 300 a 300
Package ID- Type Quantity Packed Actions
EFABCDO192837465 - RFID = il EHx
¥

Continue | Page Help |

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON THE SUBMIT BUTTON TO UPDATE THE PACK STRUCTURE.

Click Save icon.

11

Click Continue.

12

Verify information

CLIN/SLIN Data

* = Required Fields

Item No. Stock Part No. uip Qty. Shipped Total Qty. Packed Difference Actions
00012 1234567890123 N 300 1 299
Package ID Package Type Quantity Packed Actions
EFABCDO192837465 RFID 1 Fa|
Continue | Page Help %

PPON COMPLETION OF WORK IN THIS AREA, CLICK ON THE SUBMIT BUTTON TO UPDATE THE PACK STRUCTURE.

Click Continue.

Continued on next page
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Creating a Receiving Report with Pack, Continued

Procedure (continued)

Step Action
13

[~ Header Y Addresses | Discounts | MarkFor | Comments | Line ltem Pack [ Misc. Amounts]

Pack Data
[T Pack Later Pack CLIN
Package 1D Package Type Action
EFABCO0192037 455 RFID Fail=
CLIN Quantity
0001as 1
b =3

Page Help |

HPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE
HEADER TAB TO SUBMIT.

14 Click Header Tab.

[~ Header Y Addresses Y Discounts | Comments ) Line ltem |Misc. Amounts)

Line Item Details:

fit least ane Line Item is required

Item No. Stock PartNo. Type Qty. Shipped Unit Unit Price Amount Actions

0001 none SN 56 EA $20 $112000 Z 10
=0
Page Help |

HMPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TQ
BUBMIT. I

Continued on next page
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Creating a Receiving Report with Pack, Continued

Procedure (continued)

Step Action
15 Verlfy all the information is correct; Click Create Document.

w Arga Workflogn

r_f Headar | Y markFor Y Y tineitem Y  Pack )

Data Capture - Receiving Report
[" = Raquired Fislds, Date =YY YWMMTID

Contract Number Delivery Ordar lssue Date Inspaction Point Acceptance Point

FOSIE0SCINEL 0 o © Supplies O Senices

Shipment No.® Shipment Date”  Estim. Einal Shipment?

[facm [eonsmarzr K] [ [nE]

Government B/L Number TCH Gross Welght FOB

[ [ [ (53

First Line Haul Madi Dagument Tatal:
i1 g 000

Cutrenty Code

m

Greate Documant)  Relurn | Page Hel
=]

Result: The Receiving Report screen appears for you to review

Note: Now you can add any needed attachments if applicable refer
to ““ Adding an attachment™ screen for a detailed procedure.

Continued on next page
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Creating a Receiving Report with Pack, Continued

Procedure (continued)

Step Action
16 | Verify information is correct. Scroll down to the bottom of

- -g "Wide Area Workflogn, . =
- e al e Tl
Header Lina itam ACRNY adressas lse_Infa Pack
* = Raquirad Fislds

Contract Numbar Delivary Order lssue Date ¥ Supplies
FOOED305C0050 ™ Semces

Shipmant Number Shipmant Date Final Shipmant Inspection Paint Acceptance Point ot
ABCn2 20050818 [ ] s AR
O/L Numbar TCH First Line Haul Mode Gross Waight FoO
‘Summary of Detail Level Information Total

1 CLINSLING) $500.00
Invaica Humber Invoice Date Final Invoica

ABCI2 ANBABAR ]
{Houting Information:

Prime Contractor Administarad Dy

|~ | CAGE Code: OHB52? Extenslon: DoDAAC: HC1001

Namm:  CACHINTEHNATIONAL INC Name:  DISA INTEHNAL SUPPORT HRANCH

Inspact Dy Ship Ta

DoDAAC: SOS12A  Exienslon: Code: FU4T  Exension:

Name: DURMA VAN NIYS Name: FIM41/ 16 C8 SCHEE FCO DHA 2800

Paymant Official
DoDAAC: F25700

Name: ACCTG DISE STA HR 929700

-
Click Submit.

17 | You will receive a message that you document has been created
successfully. Emails will be sent to the appropiate workflow users.

Submit | _ Beturn | Print ' Pln Hllg'

Note: You have the capability to send more emails to users who
are not in the workflow. Refer to “Add Additional Email” section
for detailed procedures.
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Creating a Invoice From Receiving Report

Introduction

Procedure

Step

Action

Logon to Wide Area Workflow

Click Create New Document in the Vendor section of the menu in
the left sidebar.

I ¥endor

Create New Document
Create Misc. Pay
View VYendor Documents

Access Rejected Receiving
Reports
Access Rejected Invoices

Result: The Contract Number, Delivery Order, and Cage
Code/Ext. Fields appear.

Enter all required and optional information.

Important: All fields with an asterisk (*) is a required field. You
must enter information in the required fields.

Create New Document

= Required Fields

Contract Number * Delivery Order CAGE Code/Ext. *

IFDQEDSDECDDED

_anlirlusl Reset | Page ﬂalel

[

Note: Although the Delivery Order field is optional in WAWF-RA,
If your contract has a delivery order number you must enter it in
WAWE-RA otherwise leave field blank.

Click Continue.
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Continued on next page

108



Creating a Invoice From Receiving Report, Continued

Procedure (continued)

Step Action
5 e If contract is not in EDA an alert box will appear.

e |f the contract were in EDA system, then the WAWF system
would automatically populate certain location code fields
(DoDAAC/CAGE) on document.

Create New Document

" = Required Fields

Contract Number Delivery Order (puaseressmsressmn
5
FO860305C0050 g & The: contract data is nok available in DoD EDA,
Flease enter contract information.
Continue | Return || Res Click the: Return button o enter a different Contract Nurnber
o continue creating the document,
Click OK.
6 If not populated, enter your’Pay DoDAAC” as it is a required
field.

Create New Document
" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC =

NOO1049701234 1234 098 IHODSSB

Continue | Return | Reset | Paie ﬂalel

7 Click Continue.

Continued on next page
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Creating a Invoice From Receiving Report, Continued

Procedure (continued)

Step

Action

8

Select Invoice.

ide Rrea Workflogm .

it

)
o

Create New Document
" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

NOD10497D1234 1234 09vys HQ0333
| | Search For:
- o
1 Invoice No.
L [T Template
L
| || @ Active D " Archived D
L 1| select Document to Create: =
j @ nvaice I Fast Pay (FAR52213-1) @ From Receiving Report
1 0 Inwoice as 2-in-1 (Services Only)
|

© Commercial ltem Financing

0 Performance Based Payment

' Progress Payment

' Receiving Report

©  Inwvoice and Receiving Report (Compao)

©  Cost Youcher (FAR 52.216-7, 52.216-13, 52.216.14, 52.232.7)

Continue | Return | Reset || Page Help|

-l

Click check box “From Receiving Report”.

Screen will display all Receiving Reports that is associated with

Create New Document
" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC
MOO10497 01234 1234 09YY8 Ha0338

Invoice from Receiving Report: =
@ CARODO1

Continue | Return | Reset | Page Help|

Select appropriate Receiving Report

Continued on next page
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Creating a Invoice From Receiving Report, Continued

Procedure (continued)

Step Action

10 Click Continue

11 | The information from the Receiving Report is displayed. Verify all
tabs

|
\t:
0]

Header | Addresses | Discounis | Commenis | Line liem ] Misc. Amounts]

Data Capture - Invoice

[ = Required Fields, Date = Y¥YY/MM/IDD

Contract Number Delivery Order Issue Date

NOOMO49701234 1234

Shi Ho. Shiy it Date Final Ship ? Invoice No.® Invoice Date™ Final Invoice?

L
|1
| 1| caroom 20508720 N [CARDOOT [eonsmzzn [NE
=
| |
1

Government B/L Number Document Total:

$100.00

Currency Code

usD

Create Dncnm.nl. Return | Page ﬁolgl
=1

Click Create Document
Scroll down and Submit.
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Creating Receiving Report From Invoice

Introduction

Procedure

Step

Action

Logon to Wide Area Workflow

Click Create New Document in the VVendor section of the menu
in the left sidebar.

H Yendor
Create New Document
Create Misc. Pay
View Vendor Documents

Access Rejected Heceiving
Reporis
Access Rejected Invoices

Result: The Contract Number, Delivery Order, and Cage
Code/Ext. fields appear.

Enter all required and optional information.

Important: All fields with an asterisk (*) is a required field. You
must enter information in the required fields.

Create New Document

= Required Fields

Contract Number * Delivery Order CAGE Code/Ext. *

IFDQEDSDECDDED

_anlirlusl Reset | Page ﬂalel

[

Note: Although the Delivery Order field is optional in WAWF-RA,
If your contract has a delivery order number you must enter it in
WAWEF-RA otherwise leave field blank.

Click Continue.

Continued on next page
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Creating Receiving Report From Invoice, Continued

Step Action
5 e If contract is not in EDA an alert box will appear.

e |f the contract were in EDA system, then the WAWF system
would automatically populate certain location code fields
(DoDAAC/CAGE) on document.

Create New Document

" = Required Fields

Contract Number Delivery Order (puaeeresssssressm
g
FOBE0305C0050 d The contrack data is nok available in Dol EDA,
Fleass enter contract information.
Continue | Return | Res Click the Return bukton to enter a different Contrack Mumber
o conkinue creating the docurment.
Click OK.
13 7 H H H
6 If not populated, enter your “Pay DoDAAC” as it is a required
field.

Create New Document
" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC =

MNOO1049701234 1234 028 IHODSSQ

Continue | Return | Reset | Paie ﬂale|

7 Click Continue.

Result: Create New Document screen appears
8 Select Receiving Report.

Continued on next page
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Creating Receiving Report From Invoice, Continued

Step

Action

Select “Inspection” and “Acceptance” points according to your
contract.

I =S Uide Argo Workflogms . >

Create New Document
[" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC
DAABO797DEE0S 0014 09vye F25700

Search For:
Shipment No.
[T Template

@ Active D © Archived D

Select Document to Create: *
C |nvoice
©  Invoice as 2-in-1 (Services Only)

©  Construction Payment Invoice

| C0 T T T ) T T e

© Commercial ltem Financing

' Performance Based Payment

' Progress Payment

& Receiving Report Inspection Im Acceptance: IWI ! Eram Invoice
©  Invaice and Receiving Repart (Comba)

© Cost Voucher (FAR 52.216-7, 52.216-13, 52.216.14, 52.232.7)

Continue | Return | Reset | Page Help|

-l

Reference

Source to Source (DCMA only) is a one step process. The same
person will inspect and accept. Source/Source workflow

Source to Destination is a two-step process. One person will
inspect, and another person will accept. Source/Destination workflow

Destination to Destination can be a one-step or two-step process
(depending on contract).Destination/Destination workflow

Other permits the acceptance of destination documents at a
location other than the "Ship to.” The goods or services will be
shipped to one location, and the paperwork will be routed to
another location for the actual acceptance.

10

Click the checkbox next to From Invoice

Continued on next page
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Creating Receiving Report From Invoice, Continued

Procedure (continued)

Step Action
11 Click Continue
12

Create New Document
" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC
DAABOTIFDBEOS 0014 09a F25700
nspectBy DoDAAC/ Ext. Mark For Code / Ext.

I
|Receiving Report Destination Inspection / Destination Acceptance from Invoice: *

@ NVOICES21 %
CINVOICES20

Continue | Return | Reset | Paisﬂale|

13 Information from Invoice appears. Verify information is correct on
all tabs. Click Create Document.

I = = - de Arca Workil =
= | - - R
Header | Addresses Y Mark For | Comments Y Line ltem Y  Pack )

Data Capture - Receiving Report

[ = Required Fields, Date = YYYYMM/OD

Contract Number Delivery Order Issue Date Inspection Point Acceptance Point
:I DAABO7S7DEE0S 0014 1998/08/13 o D @ Supplies © Services
1 Shipment No.* Shipment Date*  Estim. Final Shipment? Invoice No. Invoice Date Final Invoice?
L] I\NVO\CEBZW |ZEIEIE/[IB/ZW N INVOICES2T  2005/03/19 il
||
L Government B/L Number ICN Gross Weight FOB
|| | [FH
H| First Line Haul Mode Document Total:
||
= I d §1,000.00

Currency Code

uso

Create Document _ Return | Page Help|

Continued on next page
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Creating Receiving Report From Invoice, Continued

Procedure (continued)

Step Action

14 | Scroll down to the bottom of the document, click Submit

15 | You will receive a message that your document has been created
successfully. Emails will be sent to appropriate workflow user.

Note: You have the capability to send more emails to users who
are not in the workflow. Refer ““Add Additional Email’” section for
detailed procedures.

Chapter 4 — View Vendor Document Folder
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Overview

Introduction This section covers locating the document ready for acceptance, viewing the
document information, and finally electronically accepting or rejecting the
document.

Learning Upon completion of this chapter, you will be able to

Objectives 1. Use of the Search Criteria Screen

2. View Documents
3. Review Tabs
4. Recall Documents

Contents This chapter contains the following topics.

Topic See Page
Using the Search Criteria Screen
View Documents
Review Tabs
Recall Documents

Using the Search Criteria Screen
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Introduction

Procedure

Understanding how to use your Search Criteria Screen is crucial to your
success in WAWF. Becoming skilled at searching for information or
documents in WAWF can save you a lot of time in the long run.

The Search Criteria screen lets you retrieve only documents that meet certain
criteria. For example, if you enter a contract number in the “Contract
Number” field; only documents with that contract number will be retrieved.
If you enter nothing in these fields, all documents are retrieved.

Response times vary depending on the number of documents that must be
queried as well as the user’s connection speed.

Follow the steps below to search for document in the View Vendor Folder

Step Action
1 Logon to WAWF.
2 Click on the [+] symbol next to “Vendor”.

EhmefLugﬂut

My Profile Maintenance
Add Additional Role
Password Maintenance

+] ¥endor

|

Result: Your drop down features will appear.

118



Continued on next page

Using the Search Criteria Screen, Continued

Procedure (continued)

Step Action
3 Click View Vendor Documents

I Yendor
Create New Document
Create Misc. Pay

View Vendor Documents

Access Rejected Heceiving
Reports

Access Rejected Invoices

Result: Search Criteria screen is displayed.
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Select a CAGE from the “Select Location Code.”
(It is the only required field when searching for a document)

b

TR Wide Aceo Wodkilawn | - >

Search Criteria - Vendor Documents Folder By Vendor (Payee)

 Archived Documents
Dulbvery Drder

Ship From / Extension

Irvaicn Nimbor

Typs Documant

Status

[#Documents
Craate Date (OCYYMBID D)

[ Documants =]

Crnate Date End {9y y/MMDD}
@ — &
Date (Y Date End (Y
[ ] 1]
Imenlce Dt (VY ) Invaicn Date End (¥Y
@ R

_Submit_| Pags Heip)

DoD Wide Area Workflow

Note— In the drop down box will be all the cage codes you have
been activated for within WAWF-RA. You may only search under

your active Cage Codes that you have registered for.

Continued on next page

Using the Search Criteria Screen, Continued

Optional
Search Criteria
fields

Search by any of the other optional fields.

For example, if you enter a contract number in the “Contract Number field,
only documents with that contract number will be retrieved.

If you enter nothing in these fields, all documents are retrieved. Example
given will apply for the shipment number, invoice number, document type or
document status.

You can enter wild card characters in the optional fields as well.
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Wildcard You can use wildcard characters to enter partial information. The percent sign
characters (%) and underscore (_) are wildcard characters.

For example,

e Entering %A or A% returns documents that have “A” anywhere in the selected
field.

Entering _BC returns documents that begin with any character and have “B” and
“C” in the 1st and 2nd positions of the selected field.

CAGE =

T30 -]

Search For %

% Active Documents O Archived Documents
Contract Numher Delivery Order
| |
Vendor (Payee) / Extension Ship From / Extension
ErS— |
Shipment No. Invoice Humber

| [

Continued on next page

121



Using the Search Criteria Screen, Continued

Important

Active
Documents

WAWEF-RA stores documents according to a document age and status in
either the active or archived document folder.

WAWE-RA Active Document folder contains all documents.

Important: For documents that are in a void or processed status for longer
than 90 days you will be able to locate these in the Archive Documents
folder see page ??

Search by dates
for Active
Documents

Search For
* Active Documents " Archived Documents
ﬁuntram Humber Delivery Order

Document search without date range will retrieve documents 0-30 days.

Once a document becomes 30 days or older you need to search by using a
specific date range.

To search for a document older than 30 days old:

e Select Active Documents AND.

e Enter a specific date range in one of the following “Create Date”,
“Acceptance Date”, or the “Invoice Receive Date.”

Create Date (YYYY/MM/DD) Create Date End (YYYY/MM/DD)

|

Meceptance Date (YYYY/MM/DD) Acceptance Date End (YYYY/MM/DD)

[

Invoice Received Date (YYYY/MM/DD) Invoice Received Date End (YY" Y/MM/DD)

[

Continued on next page
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Using the Search Criteria Screen, Continued

3 ways to enter
dates

- Calendar - Microsoft Inte... E@@

pune/zond | x|

June 2004 Fix

[2=] [£] [Print] [Today] (=] [==]

Sun |Mon Tue |Wed Thu Fri |Sat
i 2 -

7 8 8 10 11 12

Archived
Documents

When searching by the “Create Date”, “Acceptance Date”, or the “Invoice
Received Date” there are 3 ways to enter the dates.

1. You can enter the date yourself by typing the year first, then the month and
day (YYYY/MM/DD).

2. Use the calendar feature, which allows you to retrieve documents within a
specific date range. Click on the date from the pop-up calendar feature. The
calendar feature disappears, and the date you have chosen appears in the
field.

3. Enter today’s date by entering an asterisk in the date field and then tab out of
the field.

Tip — Use a range when entering date searches instead of putting in one date
when looking for a document. Use possibly the month prior to that document as
your begin date and today’s date as the end date.

Documents that have been in “Processed” or “Void” status 91 days or longer
are generally Archived. These documents are accessible to the user in a view-
only mode; and they are no longer available for recall for further processing.

Documents which have been related to another document (e.g., stand alone
invoice related to a previously submitted stand alone receiving report) will
remain in the active database until both documents are in “Processed” or
“Void” status for 91 days or greater. Both documents will be reflected on the
same line on the Search Result screen. Documents may be archived for up to
6 years.

Search For

" Active Documents &+ Archived Documents

Continued on next page
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Using the Search Criteria Screen, Continued

Search by dates  To search for documents have been in “Processed” or “Void” status 91 days
for Archived or longer you must:
Documents
To search for a document older than 90 days old:
e Select Archived Documents AND older than 90 days
e Enter a specific date range in one of the following “Create Date”,
“Acceptance Date”, or the “Invoice Receive Date.”

Create Date (YYYY/MM/DD) Create Date End (YYYY/MM/DD)
=

Meceptance Date (YYYY/MM/DD) Acceptance Date End (YYYY/MM/DD)
|

Invoice Received Date (YYYY/MM/DD) Invoice Received Date End (YY" Y/MM/DD)
|

Note: After 90 days documents cannot be recalled/reject by any user. Any
correction after this time will have to be done manually.

View Vendor Documents Folder
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Introduction

Procedure

“View Vendor Documents” is the history folder. Once a document has been
submit the document moves to the View Vendor Documents Folder.

Follow the steps below to retrieve documents. In this procedure we will use a
Receiving Report as example.

Step

Action

1

Click View Vendor Documents.

I-] Yendor
Create Mew Document
Create Misc. Pay

View Vendor Documents

Access Rejected Receiving
Reports

Access Rejected Invoices

Result: Search Criteria screen is displayed

Continued on next page
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Viewing Documents, Continued

Procedure (continued)

Step

Action

2

Select a CAGE from the “Select Location Code”.

-

W Riea Workflowy, =

- m-------=-=- - F -

b

Search Criteria - Vendor Documents Folder By Vender (Payee)

[ = Required Fields

Select Location Code =)
© Brchived Docume s
Contract Humber Dalivery Order
Vendor [Payen) / Extiension Ship From / Extension
[ [ [ [
Shipment No. Involce Humber
[ [
Type Document Status
[ Dncamnt: | [ Documents =]
Create Date (Y7Y/HMM/DD) Create Date End (YYYY/MM/DD)
&l 3]
Accap Data (¥YY ) Accap Data [nd (YYYY/MM/DD)
Imvnica ived Date (VY vt ived Date End ¥V
HE [4E]
Gunmit_| Page Help|
DoD Wide Area Workflow

Click Submit.

Continued on next page
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Viewing Documents, Continued

Procedure (continued)

Step Action

4 Below is an example of the document search results in the VVendor
View Document Folder. The information on the top of the screen
displays the number of items in the folder.

Each of the column headings has a title. Several titles are in blue
hyperlink. These columns control the sort order of the documents.
By clicking on the blue hyper-linked column title, the documents
will re-sort alphanumerically based on the contents of that column.

m dide Aree Workfiggms =

]

Vendor Documents from Active Fq{der By DoDAAC for "{M3W0' (5 itemns, sorted by Contract
Numbern)

Invoice

vendor Delivery Shipment Acceptance Recall  Void
rem: e der  No Date

D Recall Void Invoice
Contract Number RR AR

(Payee) © on HEID Pack number RECENed SIS ypice mwoice AMOUM
1 Invoice 2in1 1M3W0 DAABO7O7DBE0S 001¢  PDI1111 Submited R ¥ PDI111 2005-07-25 Submited R ¥ 52500000
2 Inwoice 2in1 1M3W0 DAABO797DRG0S 0014 PDI222 2005-07-25 Frocessed PDIZZZ2 2005-07-25 Processed $25,000.00
3 Invoice 2in1 MWD DAABO7S7DRGOS 001¢  PDI3333 Submitsd R ¥ PDI3333 2005-07-25 Submited R v 52700000
4 Invoice 2in1 1M3W0 DAABO797DB608 0014 PDI44dd 2005-07-25 Processed PDI4444 2005-07-25 Processed $24,000.00
5 Comao  1M3WO FAG22104MD0D2 00001 2005-04-0 Accepted KING39 2005-04-28 Submitted $625.00
Eirst | Next | Previous | Last |

Return | Page Help|

Refer to “Column Heading” page??? for description of each
column

Continued on next page
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Viewing Documents, Continued

Procedure (continued)

Step

Action

5

Click on the shipment number under the “Shipment No” column to
open the Receiving Report.

== Wide Arga Workflggms =

= o

]

Vendor Documents from Active Fq{der By DoDAAC for "{M3W0' (5 itemns, sorted by Contract

Numbern)
s n vendor o Numper DEIVETY Shipment Acceptance Recall Void . Invoice RL""“,i““u = Recall  void
e S IVRE S Dy SONTACINEIDET o e Date U5 R RR PO number  RESENE U jnwoice Imoice MY
1 Imvaice 2in1 1M3W0 DAABO7O7DBE08 0014 Submited R ¥ PDIM111 2005-07-25 Subrmited R ¥ $25,000.00
2 Imoice Zin1 1M3W0 DAABO797DB608 0014 2005-07-25 Processed PDIZ272 3005-07-35 Processed §25,000.00
3 Imvoice 2in1 1M3W0 DAABO7I7DBE0S 0014 Submited R ¥ PDI3I33 2005-07-25 Submited R ¥ 52700000
4 Imvaice 2in1 1M3W0 DAABOTI7DBE0S 0014 005-07-25 Processed PDId44d 2005-07-25 Processed §24,000.00
5 Comho 1M3WOD FA622104MO00Z 005-04-06 Accepted KING38  2005-04-28 Submitted $626.00
Eirst | Mext | Preyious | Last |

Return ' Page Helg'

Result: Receiving Report is opened.

Continued on next page
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Viewing Documents, Continued

Procedure (continued)

Step

Action

6

Review the document and click Return.

Home =1

My Pri S

Add A

Passw Header Line Item ACRNs Addresses | Misc_Info | Pack B

L1 Ven
: RECEIVING REPORT
Cr
Cr * = Required Fields
Vi || Contract Number Delivery Order Issue Date W Supplies
Ac || FAB22104M001 20050501 I"&envices
Ac || Shipment Number Shipment Date Final Shipment Inspection Point Acceptance Point oo
Ac || 10000000000 2005/08/02 N D D T aRP
A
;E B/L Number TCN First Line Haul Mode Gross Weight FOB
Ac
Ac 3
Ac || Summary of Detail Level Information Total
Ac |1 CLIN/SLINGS) §1,000,050.00
Ac || Invoice Number Invoice Date Final Invoice
= 100000000 20050801 K
Ac
Ac
Ac | [Routing Information:
Ac
A Prime Contractor Administered By
Ac
Ac
Re || CAGE Code: 1M3WO0  Extension: DoDAAC: FAG221
Ac || Mame: CACI, INC.-FEDERAL Name: FA6221 127 WG LGC

Ship To Payment Official
Code: HC1001 Extension: DoDAAC: F25700

FTP/E

Suppo Name: DISA INTERNAL SUPPORT BRANCH Name: ACCTG DISB STA NR 503000

Softw Issue By

Subm | DoDAAC: FAG2M

Displa Name: FAB6221 127 WG LGC

al ] > = Submit J  Return | Print | Page Help |
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Reviewing Tabs

Introduction The only 2 tabs that are mandatory in WAWF are the Header tabs and the
Line Item tab. All other tabs are option but information may need to be

entered based on your contract. Below is description of the common tabs.

Tab Name

Description

Header

Header Tab is information that is entered on this page is applied/refers to
the document as a whole. Some of this information can be used to provide
information to the Contracting Officers, Inspectors, Acceptors or other
government officials. Most of these data elements are not covered here
and the user should consult with the Contracting Officer responsible for
his/her contract if he/she is unsure what to enter.

Address Tab

The Address Tab gives you a breakdown of all the mailing addresses that
correspond to the DoDAACs/CAGE Codes that were used when creating
the document.

Discount Tab

The Discount Tab allows you to add a discount on your invoice to get
paid before the Prompt pay Act payment date

Mark For Tab

The Mark for Tab will get your product or package to the general
destination the Mark For Tab is designed to allow you to specify a more
detail delivery location.

Comments Tab

The Comments Tab allows you can leave additional comments regarding
your 2-1 Invoice, or tell the world how much you love WAWF.

Line Item The Line Item Tab is where the Initiator details his/her request for
payment and material/services that are provided based on his/her contract.

CLIN/SLIN

ACRN The ACRN Tab is for those contract that cite more than one acrn per clin

9]]»)

Milstrip The MILSTRIP Number is a government-assigned number used to
identify a specific piece of material. The MILSTRIP Number for all parts
is to be reported as part of the Line ltem.

Pack The Pack Tab is where the Initiator can provide packing information for

Receiving Report and COMBO documents. The Pack Data page is used to
illustrate how the various packaging containers are put together

MISC Amounts

The MISC Info Tab allows to add transportation charges, and different
fees

Continued on next page
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Reviewing Tabs, Continued

Introduction (continued)
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Column Headings

Column
Headings

Description

Item

WAWEF numbers the documents displayed on the search results
screen. A maximum number of 25 items will be displayed on the
search results screen at a time. To navigate to other sets of 25
items, click on the “First Page,” “Next Page,” “Prior Page” or
“Last Page” links under the last item displayed on the screen.

Type

This column will identify the type of document. The document
types currently accommodated are Invoice, Fast Pay Invoice,
Invoice 2-N-1, Combo, Cost VVoucher, Performance Payment,
Progress Payment, Commercial Finance Invoice, and Receiving
Report. Refer to the WAWF-RA document section for more
information regarding these documents.

Vendor (Payee)

The CAGE code of the vendor submitting the document.

Contract Number

The contract number for which the document is associated. This
element also is link to EDA to view the contractual
documentation. Refer to the Electronic Document Access links
section for more information regarding the EDA links.

Delivery Order

The SPIIN associated with the document.

Shipment No

The Shipment No column provides the shipment number assigned
to the receiving report and also a link to the WAWF-RA document
image. To view the receiving report image in WAWF-RA, click on
the “Shipment No” link for the associated item. Note the shipment
numbers in this column are in blue underscored text, indication a
link to the image.

Acceptance Date

The Acceptance Date column reflects the date the shipment was
accepted. The search results may be resorted using column as a
sort parameter. The column header is underscored blue text,
indicating that the data may be sorted on this field. To resort the
data on this field, click on the column header. The search results
will be presented in ascending order.

Continued on next page

132



Column Heading, Continued

Description of the status

Status Description

The document status in the workflow. Document status include:

Submitted A document has been created by the vendor and is awaiting
government action.

e Inspected The Inspector role has digitally signed the document,
indicating that the goods/service inspected is accurately
depicted. If the designated acceptor is at a different DODAAC,
the status will be reflected as “Inspected” prior to the Acceptor
role taking action on the document.

e Accepted Has been accepted and is no longer in the Acceptance
Folder and is either in the LPO’s folder (if in the workflow) or in
the Pay Office.

OR

Has been made ready for recall by payment office on EDI
enabled entitlement systems, or is waiting processing by
Payment Office if sent on non-EDI entitlement system

e Certified The LPO role has digitally signed the document,
indicating that the document has been certified

e Reviewed The document has been reviewed by the Payment
Office

e Processed Has been processed by the Pay office and is within
the entitlement system. Payment will be in accordance with
Prompt Payment terms.

e Resubmitted Has been corrected by the Initiator and
resubmitted for action. (Only seen following a rejection by the
government)

e Rejected Has been sent back to the Initiator by the government

e Hold The document has been placed on Hold pending research.

¢ VVoided The vendor has voided the document

Continued on next page
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Column Heading, Continued

Column Description
Heading
Recall RR The receiving report recall function is available from the Vendor

View Document folder. This column will contain a blue
underscored R when the recall function is available. Receiving
Report can be recalled as long as no government personnel have
taken action.
Void RR The Void receiving report function is available under the View
Vendor Document folder and Access reject folder. Only the
initiator, the contractor, may void a receiving report.)
Invoice Number | The Invoice Number column provides the invoice number
assigned to the invoice and also a link to the WAWF-RA
document image. To view the invoice image, click on the “Invoice
Number” link for the associated item.
Invoice Received | The date the WAWF-RA system received the invoice. Date
Date appears in red means a discount was offered

Recall Invoice | The invoice recall function is available from the View Vendor
Document folder. This column will contain a blue underscored R
(R) when the recall function is available.
Void Invoice Only the vendor (contractor) may void invoices. The Payment
Official may only void invoices after reject action
Amount The amount of the receiving report or invoice.
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Recalling, Correcting and resubmitting a Document

Introduction

Procedure

If you want to correct the information on a document that was have created,
you can recall it and make changes from the View Vendor Document if the
document is in a status that allows you to recall. (If the next workflow user
has not taken action on it).

This is available only if the document you created has an active (R) under
Recall available on the document index file.

Follow the steps below to Recall, correct and resubmit a document. In this
procedure we will use a Receiving Report as an example.

Step

Action

1

Click View Vendor Document Folder

H Yendor
Create New Document

Create Misc. Pay

View Vendor Documents

Access Rejected Receiving
Reports

Access Rejected Invoices

Result: Search Criteria screen displayed

Continued on next page
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Recalling, Correcting and Resubmitting a Document, Continued

Procedure (continued)

Step

Action

2

Select CAGE from the “Select Location Code” and enter any
additional search criteria if applicable.

I

)
S
¢ |Search Criteria - Vendor Documents Folder By Vendor (Payee)
* |f" = Required Fields
[
L&
Select Location Code ~

1 || Search For
| @ Active Documents " Archived Documents
i Contract Number Delivery Order
| ]
| Vendor (Payee) / Extension Ship From / Extension
1l I I I
1 || Shipment No. Inveice Number
L[] [
| || Type Document Status
1 || [ Documents E| [l Documents =
I || Create Date (YYYY/MM/DD) Create Date End (YYYY/MM/DD)
T
| Acceptance Date (YYYY/MM/DD) Acceptance Date End (YYYY/MM/DD)
- Invoice Received Date (YYYY/MM/DD) Invoice Received Date End (YYYY/MM/DD)

Submit l Page HnlE'

DoD Wide Area Workflow

Click Submit.

Result: History Folder results displayed.

Continued on next page
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Recalling, Correcting and Resubmitting a Document, Continued

Procedure (continued)

Step

Action

4

Identify document to Recall and click on the “R” under the Recall
RR column.

i

{
)

.

{

== Wide Areo Workllggn
]

Vendor Documents from Active Folder By DoDAAC for 'IM3W0' (2 items, sorted by C

Number)
Vendor  Contract  Delivery Shipment Acceptance Recall Void Invoice Inice Recall Vo
i Type (Payee) Number  Order No " Date atits RR Eatk Number Re;:::w Sl Invoice Invoi
1 Combo M3V FAGZ2104M001 10000000000 Submitted( R | ¥ 100000000 2005-07-26 Submitted

Result: Data Capture Receiving Report-Screen is opened.

Click on any of the tabs to correct or add information

¢ Arga Workilogr . =
First Line Haul Mode Indicator. First Line Haul Mode Indicator

|~ Header | Addresses | Mark For | Commenis | Lineltem | Pack |
Data Capture - Receiving Report

= Required Fields, Date = YYYYWMMDD

Contract Number Delivery Order Issue Date Inspection Point Acceptance Point

FABZ2104M001 20050501 D D & Supplies © Senices

Shipment No. Shipment Date Estim. Einal Shipment? Invoice No. Invoice Date Final Invoice?

10000000000 2005/08402 I_ Nz 100000000 2006408101 bl

Government B/L Number TCN Gross Weight FOB

I | 54

First Line Haul Mode Document Total:
| [% j $1,000,050.00
ICurrency Code

Uso

Note: From the Data Capture - Receiving Report screen, you can
not change the contract number, shipment (invoice) number or
any of the dates.

Continued on next page

137



Recalling, Correcting and Resubmitting a Document, Continued

Procedure (continued)

Step Action

5 In this procedures we will use line item tab. Click on the
appropriate action icon. Once action is complete return to “Header
Tab”.

~ . dide Arga Workflogyy . =

[ Header Y Addresses Y Mark For | Comments Line ltem | Pack =

Line Item Details:

it least one Line Item is required

Item No. Stock Part No. Type Qty. Shipped Unit Unit Price Amount UID  Actions
1000 ) (=5 75 EA $13.334 $1000050.00 N Fai|
B k
Page Help |

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER
[TAB TO SUBMIT.

]
Note: Your choices are edit £ , delete o , or add = line item
information.

Continued on next page
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Recalling, Correcting and Resubmitting a Document, Continued

Procedure (continued)

Step

6

Click Header tab.

i

\
]
14

Header ddresses Mark For | Commenis Y Lineltem )  Pack |
¥

ta Captlre - Receiving Report

[ = Required Fields, Date = YyYYMMDD

Contract Number Delivery Order Issue Date Inspection Point Acceptance Point
FAR22104M001 2005/05/01 D D

Shipment No. Shipment Date Estim. Final Shipment? Invoice No. Invoice Date Final Invoice?

10000000000 2005/08/02 ,_ N = 100000000 200540801 YE
Government B/L Number TCH Gross Weight FOB
| | s
First Line Haul Mode

_||Currency Code
usD

Create Document)  Return | Page Help|

@ Supplies © Senices

Document Total:

$1,000 080.00

Scroll down to bottom of screen.

Click Create Document.

Continued on next page
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Recalling, Correcting and Resubmitting a Document, Continued

Procedure (continued)

Step

Action

8

Review your changes.

Header

| Lineltem | ACRNs

Y Addresses | Misc.info |  Pack |

¥ii || Contract Number
Ac || FABZ2104M001

RECEIVING REPORT
* = Required Fields

Issue Date

20050511

Delivery Order ¥ Supplies

™ Senices

Re || CAGE Code: 1M3WD

1

Ac || Shipment Number Shipment Date Final Shipment Inspection Point Acceptance Point M CoC:
Ac |1 4ponnnooonn 00608412 N D D arp
Ac

; B/L Number TCN First Line Haul Mode Gross Weight FOB
Ac

Ac s

Ac || Summary of Detail Level Information Total

Ac (|1 CLIM/SLIN(z) $1,000 050.00
Ac || Invoice Number Invoice Date Final Invoice

B 100000000 200508/ ¥

Ac

Ac

Ac |[Routing Infarmation:

Ac

= Prime Contractor Administered By

ac

Ac || Name: CACI, INC.-FEDERAL

Ship To
Code: HC1001  Extension:
ETRIE
Suppo Name: DISA INTERNAL SUPPORT BRANCH
Softw: Issue By
Subm DoDAAC: FA6221
Displa Name: FA6221 127 WG LGC

Extension: DoDAAC: FA6221

Name: FAG221 127 WG LGC
Payment Official

DoDAAC: F25700

Name: ACCTG DISB STA NR 503000

® Return | Print | Plﬁaﬂulg'

Click Submit.

Continued on next page
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Recalling, Correcting and Resubmitting a Document, Continued

Procedure (continued)

Step Action

9 You will receive a message that your document has been recalled
and submitted successfully.
Emails will be sent to appropriate workflow user.

’-;_";.k;! ‘Wide Arco Workflogn .=

iving Report has been recalled and submitted successfully.

Contract Number Delivery Order TP Tce Number

FABZ2104m001 10000000000 100000000

Email sentto Acceptar wawf_undel@ecedi nit.disa mil
Email sent to Wendor: harmon@ecedi nit.disa mil

Bend More Email Motifications

Relurn Page Help |

Result: The changes will be reflected in the Receiving Report that
is waiting in the Inspection Folder or the Acceptance Folder to
resubmitted documents must be reprocessed by applicable
Inspector/Acceptor and/or LPO.
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Overview

Introduction

Learning
Objective

Contents

Chapter 5 - Accessing Reject Folders

This chapter contains the following topics.

Topic

See Page

Resubmit

Changing DoODAAC

Voiding a Docuemnt
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Introduction

Procedure

Resubmit

In this section you will learn how to resubmit a rejected document. In this
procedure we will use the receiving report as our example.

Follow the steps below to access and resubmit rejected receiving reports in
WAWEF.

Step Action

1 From the Vendor Side bar menu, click the “Access Rejected
Receiving Reports”.

I Yendor
Create New Document
Create Misc. Pay

View Vendor Documents

#iccess Rejected m,

orts

Access Rejected Invoices

Result: Search Criteria screen is displayed.

Continued on next page
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Resubmit, continued

Procedure (continued)

Step

Action

2

Select CAGE from the “Select Location Code” and enter any
additional search criteria if applicable.

-; im Arga Workflowy =
¢ |(Search Criterila - Vendor Doecuments Felder By Vendor (Payee)
LT = Required Fieids
1
Ll || caGE -
| Setect Location Code =]
I || Search Far
f & Betive Docaments © Brchived Docume s
l Contract Humber Dalivery Order
0 | — [
1 || Vendor @ayee)  Extension Ship From / Extension
y |1 [ [ [
1 || Shipment Ho. Involee Humber
1|l [
1 || Iype Document Status
1 (| [ Docasnints | |
1' || Create Date (ryyY/MIDD) Create Date End (YYYY/MM/DD)
r 2t 3]
| | Ascep Data (¥YY A Data [nd (YYYY/MM/DD)
2E] ]
| s wired Datee {YYY Imenice iwerdd Date End (YYY
[35] 18
bty Pugujieip)
DoD Wide Area Workflow
b
H 13 HR1]
3 Click “Submit”.

Result: Vendor Rejected Receiving Report results is opened.

Continued on next page
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Resubmit, continued

Procedure (continued)

Step

Action

Click on the shipment number hyperlink under the “Resubmit?”
column.

=% Are ikiflogrs -
S “ide Areo WodkMlghils - .
=
el
Vendor Rejected Receiving Reports Folder for '0HB52 (1 items, sorfed
by Conftract Number)
Item Type V(EZ;‘;:;; %‘?"::Iﬁ:: Delivery Order Resubmit? Shipment Date Change DoDAAC Void? Amount R':ij:]c"t
ITEMS NO
RECEMNELC
PLEASE
RESUBMIT
WWYHEN
: ITEMS ARE
1 Recelving Report OHES2 GSAZSTO1689M Y91 15105FD Yes ¥ §123960.00 DELERE
OR ATTAC
Q PROQF OF
DELWERY
AND
RESUBMIT
o) Emiieea) EEmIouTg) Lt )
Return ' Page n-|=|

Result: Data Capture screen is displayed.

Continued on next page
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Resubmit, continued

Procedure (continued)

Step

Action

5

Click on any of the tabs to make corrections. Ente

information as necessary to satisfy the reason for rejection.

r or change

| &

ide Rrgo Workflogn =

= o
o

Header | Addresses | Mark For | Commenis | Lineltem |

Data Capture - Receiving Report
" = Required Fields, Date = YYYYIMMDD

Contract Number Delivery Order Issue Date Inspection Point Acceptance Point

hON3A305CAR56 ] ] @ Supplies O Senices
Shipment No. ShipmentDate Estim. Final Shipment?

57 menzs | [N

Government B/L Number TICN Gross Weight FOB
S Ml

First Line Haul Mode

Currency Code

UsD v

guataDncnmen!' Return l Pl!. HGIB'

Document Total:

§10.00

Note: You cannot correct the contract number, shipment
number, invoice number and dates, you have to void the

document and recreate a new document.

Click “Create Document”.

Result: The completed form displays in a Receiv

template.

ing Report

Continued on next page
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Resubmit, continued

Procedure (continued)

Step

Action

7

Review the document to make sure it is correct.

ide Arca Workflowr =~ . =

=
o=

L~ Header | Lineltem ) Addresses | Misc Info |  Pack |

RECEIVING REPORT

* = Required Fields

Contract Numher Delivery Order Issue Date ¥ Supplies
DAABD7S7 DEEDS oo14 1998/08A13 Senices
Shipment Number Shipment Date Final Shipment Inspection Paint Acceptance Point rcoc
SHARDD1 2005/04/04 N D D arp
B/L Number TCH First Line Haul Mode Gross Weight FOB
5
Si ¥ of Detail Level Infe d Total
1 CLIN/SLIN(S) $50.00

Routing Information:

Prime Contractor Administered By

CAGE Code: 06481 Extension: DoDAAC: HC1001

Scroll to the bottom of the page; click the “Submit”.

Note: Reattach any attachments (on the Misc. Info tab) See
page???.

You will receive a message that the document has been created
and resubmitted successfully. Emails will be resent to the
appropriate workflow user.
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Introduction

Procedure

Changing DoDAAC

If you have submitted a document with an incorrect DODAAC “Changing
DoDAAC?” is another option you can do under the reject folder.

Follow the steps below to change a DoDAAC

Step Action
1 From the Vendor side bar menu, click “Access Rejected Receiving
Report”.
I-] ¥endor
Create Hew Document
Create Misc. Pay
View Yendor Documents
Access Hejected Receivin >
Repors
Access Bejected Invoices
Result: Search Criteria screen is displayed
2 Select CAGE from the “Select Location Code” and enter any

additional search criteria if applicable.

de Rrgo Workflown ™ . =

=

Search Criteria - Vendor Rejected Receiving Reports Folder

>Required Fields

GE =
Select[T ode -
Contract Number

—

Vendor (Payee) / Extension

Delivery Order

—

Ship From / Extension

Shipment No.

Invoice Number

Type Document

Status

|AII Documents j |AH Diocuments j

Create Date (YY" YY/MM/DD) Create Date End ("YY/MM/DD)
(<] =

Acceptance Date (YYYY/MM/DD) Acceptance Date End (YYYY/MM/DD)
= I

Lnyoice Bocpiyed Nate YYD Inunice Baceived Date End OOy y/MM/D0

Continued on next page
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Changing DoDAAC, cContinued

Procedure (continued)

Step

Action

3

Click “Submit”.

Result: Vendor Rejected Receiving Report results are displayed.

Click on “YES” under “Change DoDAAC”.

ide Arga Workflowr ™ . =
|
=
Vendor Rejected Receiving Reports Folder for '0HB52" (1 items, sorted
by Contract Number)
Item Type V(El!a;i‘:a; %?;:;:: Delivery Order Resubmit? Shipment Date Change DoDAAC Void? Amount R':Zj;[:
ITEMS MO
RECEIVELD
PLEASE
RESUBMIT
WHEN
1 Recehing Report OHES2 GSAZSTO1689M W5115105F0132 CBL12009 v stzas00n JENE A
DR ATTAC
Iy PROGF OF
DELIWERY
AND
RESLIEMIT
Eirst | Next ' Preyious ' Last '
Return ' Page H.llg'

Result: Change Routing Information is displayed

Correct any incorrect DODAACS.

Change Routing Information
= Required Fields

Contract Number Delivery Order Issue Date Shipment No. Shipment Date
[SA25TO1EE9M  WI115105F0132 2005/09/02 CBL12005 20050510

ssueBy DoDAAC Admin DoDAAC * InspectBy DoDAAC / Ext. Mark For Code / Ext.

[rg1161] fivar 187 [wiaxas | | [
Ship To Code */ Ext. Ship From Code / Ext. LPO DoDAAC / Ext. Pay DoDAAC
wricaas | | | | | [HG0304

Continue | _ Return | _ Reset | Page Help|

Click “Continue”
Results: Data Capture screen is displayed.

Continued on next page
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Changing DoDAAC, continued

Procedure (continued)

Step

Action

6

Click “Create Document” after correction is made.

Note: click on any other tabs to make corrections if necessary.

o~
>
c Header | Addresses | Mark For | Commenis | Line ltem | Pack =)
L
= Data Capture - Receiving Report
Us " = Required Fields, Date = YYYYMMIDD
Ho || Contract Number Delivery Order  Issue Date Inspection Point Acceptance Point
| GBA5TO1EEEM  WOT15105F0132  2005/09/02 D D & Supplies © Senices
...j Shipment No. Shipment Date Estim. Final Shipment?
7| ceLizs 2msmsno [ RIE
.
MJ Government B/L Number TICH Gross Weight FOB
S
] [ [ ol
Ad First Line Haul Mode Document Total:
1! I 5 §123,960.00
Currency Code
Uso -
Create Document] _ Return | Page Help|
T

Result: The completed form displays in a Receiving Report

template.

Continued on next page
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Changing DoDAAC, cContinued

Procedure (continued)

Step

Action

7

Scroll to the bottom of the page, click “Submit”.

]

]

Routing Information:

G]

5]

Prime Contractor

& an

CAGE Code: 1M3WD  Extension:

Home =l
B )
My Pr B
Add A
Passw Header Line Item ACRNs Addresses ) Misc. Info |  Pack |
[l Ven
RECEIVING REPORT
Cr
Cr * = Required Fields
¥ii || Contract Number Delivery Order Issue Date P Supplies
Ac || FAB22104M001 2005/05M1 I Semices
Ac || Shipment Number Shipment Date Final Shi I ion Point Paint oo
Ae | ypoonooonon 20050802 N o D ARp
Al
:: B/L Number TCH First Line Haul Mode Gross Weight FOB
Ac
Ac =
Ac || Summary of Detail Level Information Total
Ac |1 CLIN/SLINGS) §1,000,050.00
Ac || Invoice Number Invoice Date Final Invoice
= 100000000 2005/08/01 Y
A
A
A
A
A
B
Ri
A

Name: CACI, INC.-FEDERAL

5]

Ship To

Code: HC1001  Extension:

ETPE
Suppo | Mame: DISA INTERNAL SUPPORT BRANCH

Softw: Issue By

Subni DoDAAC: FA6221

Displa Name: FA6221 127 WG LGC

Administered By
DoDAAC: FAG221

Name: FA6221 127 WG LGC
Payment Official

DoDAAC: F25700

Name: ACCTG DISB STA NR 503000

_.|_|;|"I Print__J Page Help|

Note: You will receive a message that the document has been

created resubmitted successfully. Emails will be sent to the

appropriate workflow user.
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Introduction

Procedure

Voiding a Document

Documents can be voided from your View Vendor Documents, Access Reject
Receiving Reports and Access Reject Invoice folders. The user can void any
document that has a blue “V”" hyperlink visible in the “Void RR” column.

For example, suppose a Receiving Report was created with an incorrect
contract number if the “V” is active you can void this document.

Follow the steps below to VVoid a document. In this procedure we will use a
Receiving Report for the example

Step

Action

1

Click “Access Reject Receiving Report” Folder

I ¥endor
Create Mew Document
Create Misc. Pay

View Yendor Documents

Access Rejected Receiving
eports

Access Rejected Invoices

Result: Search Criteria screen displayed

Continued on next page
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Voiding a Document, Continued

Procedure (continued)

Step

Action

2

Select CAGE from the “Select Location Code” and enter any
additional search criteria if applicable.

¢ |(Search Criteria - Vendor Documents Folder By Vendor (Payee)

equired Fields

CAGE*

Select Location Code -

" Archived Documents

@ Active Documents

Contract Number

——1

Vendor (Payee) / Extension Ship From / Extension

Delivery Order

Shipment No. Invoice Number
Type Document Status
|AIIDocumems j |AI\ Dm:umemsj
Create Date (YYYY/MM/DD) Create Date End (YYYY/MM/DD)
2
| Acceptance Date (YYYY/MM/DD) Acceptance Date End (YYY/MM/DD)
k Invoice Received Date (YYYY/MM/DD) Invoice Received Date End (YYYY/MM/DD)
| |
Submit ' Pl!! HCIE '
DoD Wide Area Workflow

b

Click “Submit”.

Result: View Vendor Document Folder results displayed.

Continued on next page
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Voiding a Document, Continued

Procedure (continued)

Step

Action

4

Identify document to Void and click the “V”” under the Void RR
column.

Aiea Workflay

=

3

Vendor Documents from Active Fq:'der By DoDAAC for "1M3WO' (b items, sorted by Contract
Number)
Invoice

Wendor Delivery Shipment Acceptance Recall  Void
T ate

D Recg o
item  Type (Payee) Contract Number "0 No D Status oo Pack wumber R?;::tl;led Status | oice Imvoice  Amount
1 Imvoice 2int 1M3WW0 DAABO797DB608 0014  PDI1111 Submitted R PDI1111 2005-07-25 Submitted R ¥ $25000.00
2 Imvoice 2in1 1M3WO DAABO797DB608 0014  PDI2222 2005-07-25 Processed PDI2222 2005-07-25 Processed $25,000.00
3 Imvoice 2in1 1M3WO DAABO797DB608 0014  PDI3333 Submitted R PDI3333 2005-07-25 Submitted R ¥ §27,000.00
4 Imoice Zin1 1M3W0 DAABO797DBG08 0014  PDI4444 2005-07-25 Processed PDI4444 2005-07-25 Processed §24,00000
5 Combo  1M3W0 FAG22104M0002 00001  2005-04-06  Accepted KING39 2005-04-28 Submitted $525.00
Eirst ' Next | Preyious | Last )
Return_| Page Help

Result: Warning box is displayed.

Click “OK” to void the document.

Microsoft Internet Explorer,

f AR NIMG!
\_:{/ The Following action pertains to:
Conkrack Mumber (DAABOTFITDCEZ3)
Delivery Order [
You are about ko void a Receiving Report (SHARI123) document,

Please click ©F to permanenth: ¥2I0 this document,
Ctherwise ko rekurn bo the previous screen, please dick Cancel.

&OK b[ Cancel ]

Note: To return to the history folder without voiding, click the
“Cancel” button.

Continued on next page
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Voiding a Document, Continued

Procedure (continued)

Step

Action

6

You will receive a message that your document has been
successfully voided.

Note: Once you have voided a document in WAWF-RA the
invoice or shipment can be used to create a new document.

The Void Action on the Destination Inspection and Accept Receiving Report was successful.

Contract Number Delivery Order Shipment Number Invoice Number

DAARDTI7 DCE23 SHARINZS

Return | Pagsﬂal“

Result: The status of the document is now Voided.
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Chapter 6 - WAWF Common Functions

Overview
Learning Upon completion of this chapter, you will be able to perform some of the
Objectives common functions

In this chapter  This chapter contains the following topics.

Topic See Page

Extracting an Attachment
Adding and Removing an Attachment
Add Additional E-mail
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Introduction

Procedure

Extracting an Attachment

To view the file that other parties have attached, you need to extract the file
from the WAWF-RA system and place it in your own computer” file system

to view it.

Follow the steps below to extract an attachment.

Step Action
1 Select “Misc. Info” tab.
o
e SRS
Header [ Line ltem Y| Addressed Y Misc. '"ful
S ——
RECEIVING REPORT
* = Required Fields
Contract Number Delivery Order Issue Date F Supplies
DAABO737DEEDS o014 2004/08/02 ™ Benices
Shipment Number Shipment Date Final Shipment Inspection Point Acceptance Point I cod
12675878 200410719 Y D D ™ ARP
B/L Number TCN First Line Haul Mode Gross Weight FOB
D
Summary of Detail Level Information Total
2 CLIN/SLIN(s) $4 61010
Invoice Number Invoice Date Final Invoice
15KJ6 20040802 % ¥
Routing Information:
2 Click the drop down arrow on the Attachments drop-down box.
Attachments: %ﬂ
3 Highlight the desired attachment.

Attachments:

v BI&
LAttachments: k
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Extracting an Attachment, Continued

Procedure (continued)

Step

Action

4

Click the Extract Attachment icon.

v %ﬂ

WAWF flowdoc |

Attachments:

Result: A File Download alert box appears that asks if you
would like to open the file or save the file to your computer.

Important: It is possible to simply view (clicking the “Open”
button) the attachment instead of saving the attachment to your
computer. Be aware that the attachment(s) may be large in size
so — depending on the speed of your Internet connection — it may
take a while for the attachment to open.

Recommendation: We recommend saving the attachment(s) to
your computer instead of viewing them.

A Save As window appears. Select location to save attachment

Click “Save” to save attachment to your PC.

Result: When the download is finished, a Download complete
window will appear.

Click “close”. You may go to the location on the hard drive where
you saved the attachment to view it.
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Introduction

Procedure

Adding an Attachment

If supporting documentation is to be attached (i.e. spreadsheets, expense
receipts, etc) you can add it to a WAWF document

Follow the steps below to add an attachment

Step Action
1 Select “Misc. Info” tab. At the top of the page before submitting
the receiving report.
4
| [~ Headsr | Lineliem Y Addresses !.{ Misc. Info | !
\REQEW(NG REPORT
" =Required Fields
Contract Number Delivery Order Issue Date ¥ Supplies
DAABD7S7 DBG0G 0014 200408102 I™ Serices
Shipment Number Shipment Date Final Shipment Inspection Point Acceptance Point I coc
12575878 2004407119 Y D D I &rP
B/L Number TCN First Line Haul Mode Gross Weight FOB
D
Summary of Detail Level Information Total
2 CLIN/SLINGS) $4,610.10
Invoice Number Invoice Date Final Invoice
15K 20040802 [% Y
Routing Information:
2 Click the Add icon next to the “Attachments” drop down box as

shown below.

Attachments: %ﬂ

Result: A Form Attachments screen is displayed.

Continued on next page
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Adding an Attachment, continued

Procedure (continued)

Step Action
3 Click on the Browse button on the Attachments page to search for
document to attach.

Form - Attachments

Pick up a file to attach‘ (|[ Browse. |

Qonlinna' Return | Pagaucle]

Result: A Chose File screen will appear.

4 Click on the down arrow on the “Look in:” line and choose the
File dialog box to indicate the drive and directory where the
attachment is currently filed.

2=
Look in: I@ngram Files j - £ B2
) Accessories (1 JawaSoft (TestLogsaa
C1adaptec Clmicrosoft fn:ul%pﬁge CaTivali
21 Adoke CIMicrosoft Office 1 Uninstall Info
|21 BizFlaw A Mawnt s s
| Citrix Cnetteeting CwWindows Mec
I=1 Common Files ClInMetscape Cvwindows tes
21 ComPlus Applications Cloracle Chwwindows NT
|21 Data Access (I 0utlook Express CIwinZip
ZaDen CAPhotaOp Cws_FTF
|- directx CI1PureEdge = DESKTOP.IN
nstaliShield Installation Information £ Symantec '@Dlgltal_ 3564 |wse. |
Zintel CaSynaptics % FOLDER. HT"
[JInternet Explorer (TechSmith gmpﬂ e
L | 21
File hama: || j Open I
Files of type: IAII Files (“*) j Cancel
A

5 Select document to attach by highlighting and click open or double
click on the highlighted file.

weokn [ EC -l BB T -
-.b jFrocessng Duclcste Fay ek E] Derie D —————— — _"
AW fiem dox,
i A S fteo Workilowr, =
]
My Computer
« - * | Attachments
WPI‘::a File e [ = Cipen |
Tisctype [P - Corcd |
1 Accepter Fick up a fie to amach, [Browse_ |
Create Rucsiving Report
EIIM’ EIII[I ' FIE Hl!.
Arccess Aceaptance Falds

Continued on next page
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Adding an Attachment, continued

Procedure (continued)

Removing an
attachment

Step Action

6 Click “Open”
Note: Path to document is displayed in the dialog box.
7 Click “Continue”.

I LT T

Uide Aiea Warkflow |
Customer Support

15656185568
DN 3887095

UseriD: GovAcedD
H I Log Oul
oty Form - Attachments

My Proflls Malnienance

Add Additlenal Rale
] Aeceptor Pick up a e 13 attach C\Documents and SetingeiShen Swongeiby Docu | Browse

Create Recehving Repon

Hatsrn J ﬂ'u Hetp ]
fccess Accapiance Fold
Access History Faldos by
DaDAAC
Access History Foldur by
User

Access Accoplance Held
Folder

8 Verify that document is displayed in Attachments: drop down
menu.

Attachments: v~ B ME

YA flow doc

Note: You may repeat these steps to attach additional documents.
Each file should not exceed 5 MB of data.
9 When finished, click the Header tab to submit the document.

To remove an attachment that you added, select the attachment in the drop
m

down box, then click the Remove Attachment ™ icon.

Note: If there is only one file that was attached, there is no longer a Remove

Attachment icon or an Extract Attachment icon to the right of the
Attachments drop-down box.

Add Additional Emails
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Procedure
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Step

Action

1 Click on “Send More Email Notifications
Result: “Initiator Email Distribution” is displayed.
2 All emails that you have already established will appear. Your

options are “No Action”, “Send”, “Delete” or add new e-mail
address.

Initiator Email Distribution

Pl ha Appraqeriats Fuis Buuttend e imdl e e ctiond o fo dedals un Adiress Sres yous w8 bl

Mo Action Senl Dlistar
dickb@deeed com & o o
dickb1@prodigy net & o o
gayl gansf@rnda md & o o

Vre don Finkds Tydeo by iy adilifiernad gasil wdidemses
Phuuss wdil vy cre wibdsoms pon fisdd

Submit | _ Return | Rawel | Page Help|

Ll

Click “Submit”
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