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Introduction to Using WAWF for Vendors

Overview

Introduction Welcome to Using WAWF for Vendors. In this course you will gain the
knowledge and skills needed to perform the functions associated with the
Vendor role in Wide Area Workflow (WAWF).

The class and student guide focus on basic WAWF document processing and
may not cover all of the documents your business submits to DFAS. It does
cover how to create a:

e Stand alone Invoice

e Combo Invoice

e 2-in-1 invoice

¢ Receiving Report

e Cost Voucher, and

e Creating Documents via Templates

Additional This guide will provide you basic information on how to get started in
WAWF WAWEF-RA. For additional information and training on WAWF-RA please
training go to the following Web pages:

WAWEF-RA Production home page
https://wawtf.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
WAWF-RA) __ www.wawftraining.com

Continued on next page
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https://wawftraining.eb.mil/
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Overview, 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.

In this course This course contains the following sections:

Chapter See Page
Chapter 1 — Getting Started in WAWF 1-1
Chapter 2 — Creating a Stand Alone Invoice 2-1
Chapter 3 — Creating a Combo Invoice 3-1
Chapter 4 — Creating a 2-in-1 Invoice 4-1
Chapter 5 — Creating a Receiving Report 5-1
Chapter 6 — Creating a Cost VVoucher 6-1
Chapter 7 - Creating Documents via Templates 7-1
Chapter 8 - View Vendor Document Folder 8-1
Chapter 9 - Accessing Reject Folders 9-1
Appendix A - Additional Information A-1
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Overview

Introduction

Learning
objectives

In this chapter

Chapter 1

Getting Started in WAWF

Before you begin to learn the basic WAWF functionality it is very beneficial
to learn about Contractor Central Registry (CCR) and the Electronic
Document Access (EDA). We will then guide you through the EDA and

WAWEF registration process.

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

Identify your company’s EBPOC

Register in WAWF

Log on and off WAWF

Navigate the WAWF Homepage.

Identify how to update your WAWEF profile.

This chapter contains the following topics.

Topic See Page

Verifying the EB POC in CCR 1-2

Establishing or updating the EB POC in CCR 1-4

Registering in WAWF 1-5

How to Change Your WAWF Temporary Password 1-9

Using the menu on the WAWF Home Page 1-10
Logging onto WAWF 1-13
Logging off WAWF 1-15
Description of the Side-Bar Menus (after log-on) 1-16
Description of the Side-Bar Menus (after log-on), Continued 1-17
Updating Your Profile Information 1-18
My Role Maintenance 1-20
Adding an Additional Role 1-22
Changing Your Password 1-25

Chapter 1: Getting Started in WAWF
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Verifying the EB POC in CCR

Introduction In order to register in WAWF you must have an Electronic Business Point of
Contact.
Procedure Follow the steps below to verify who is listed as your EB POC in CCR.

Step

Action

1 Go to the CCR web site http://www.ccr.qov

Result: Home page screen opens.

T

2 Click Search CCR.

=y

& onfractor Registration
b

Vendor Carner

Government Arena Small Business COR Handbook

Security Alert (>

Ifyou receive a letter from the Department of
Transportation regquesting your TRPIMN
number, do not respand. DO MOT give your
TRIM number ta anybody. Your TRIM number
is a cormidential password into your CCR
Infarmation. IT you feel your TRIM number
has been compromised please have your
2GR Point of Contact call the CCR helpdesk

Info on Hew Data Elements

At 888-227-24233 or 269-961-4725 to request
anew one be assigned to your company.
MNEVER give your TPIN number io anyvone

REGISTRATION ASSISTANCE:
In the event that you are utilizing a

screen reader (LAWS for Windows) to
register in CCR, please call the
helpdesk at 1-888-227-2423 for
registration assistance.

Motice:

EFT changes may be made to Central
Contractor Registration (CCR) trading
partner profiles as a result of MNational

Security Notice ¢

Agency Clearing House Association CCR w&ngzd'
(MACHA) notices of change (MOC)

(EFT data) provided ta DLIS by DFAS CCR “3%° ior ¥
Read more. .. co P

3 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.

O .
hsaact]|| a8 o0 FTA 2o || FEA] amtvd dte] smae] cupn] sl san) sin] o] sao] sk sae] sac) wynl[EE Eu| S vl L)

e
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Verifying the EB POC in CCR, Continued

Procedure (continued)

Step

Action

4

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

7 ment Business POC Primary
Mamg ROMALD SCHNEIDER
v 1 CACH INC. FEDERAL

1100 N GLEDE RD

ARLINGTON
VA
222004797

UsA
(03} 8417800 Exy

{703} 8417082

P81 Perfarmance POC Primasy
Marne WALTER MILTON
Addrees Line 1 CACL INC. FEDERAL
Address Line 2 1100 N GLEBE RD
Ciy AHRLINGTON
State va
IpPostal Code:  2220MTIT
Country
UE Phone {703} B41.7H59 Exf
Norel) 5. Phone:
Fax: 703} 528 7232
cloonic Business POC Primar
Marne: C K BREWER
Address Line 1 CACL INC.FEDERAL
Address Line 2. 1100 N. GLEBE ROAD
C ARLINGTON
VA
00T
usa

703} 8417979 Eat

Points of Contact—

i P

Narmi:
Address Line 1
Adiress Line 2

City
State
Tip/Postal Code
Courary

Nama:

Addrass Line 1
Address Line 2
City

State
Tip/Postal Code

Courdry
U5 Phona

rurng Busniss POC
C K BREWER

s Bysinsgs POC Avern
HONALD SCHHEIDER
CACHL INC.FEDERAL
1100 N GLEBE RD
ARLINGTOM
VA
2207
usA
{103) 3417800 Ext
{703 841 7802

erfprmance POC ARgmae
THOMAS HORRIGAN
CACH, INC. FEDERAL
1100 N GLEBE RD
ARLINGTON

VA

2EROUTIT

wsa

{103 8412996 Ext

{103 5287232

CACH INC.FEDERAL
1100 M, GLEBE RODAD
ARLINGTON

VA

20T

usa

703) 841.7979 Eut

e IF someone is listed as the EB POC THEN your EB POC

is established. Procedure is complete.

e |F there is no EB POC listed at the bottom of your profile
THEN refer to the “Establishing or updating the EB POC
in the CCR” section for a detailed procedure.

Chapter 1: Getting Started in WAWF
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Establishing or updating the EB POC in CCR

Introduction

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

Procedure

Follow the steps below to establish/update your EB POC in CCR.

Step

Action

1

Go to http://www.ccr.gov

Result: Home page screen opens.

Click Update or Renew Registrations Using TPIN option.

H./‘ﬁ g
@eéntral€onfractor Registration
sl N |

There

Vendor Corner Government Arena Small Business

Security Alert (>

‘CCR Handbook Access CCR Dats Help

Ifyou recelve a letter from the Department of
Transportation reguesting your TRIMN

- W numkber, do not respand. DO NOT give your
SR IET RO LR et TR number toanyhody, Your TRIM nurber
| iz a confidential password into your CCR
information. If you feel yaur TRIN number
has been compromised please have your

nfo on Mew Data Elements

CCR Point of Contact call the CCR helpdesk 12 34568

§ Fodoral A a1888-227-2423 Or 269-951-4725 10 request Ak

Registration anew one be assigned to your company. 22223 3 3626 3
mwioN

MEVER give your TPIN number o anyone

REGISTRATION ASSISTANCE:
In the event that you are utilizing a
screen reader (JAWS for Windows] to

register in CCR, please call the
helpdesk at 1-B88-227-2423 for
registration assistance.

egovf)s

By Governmant My Teims

Naotice:

EFT changes may be made to Central Security Notice b
Contractor Registration (CCR) trading

pattner profiles as a result of Mational .

Agency Clearing House Assaociation CGR wmgan&d’
(MACHA) notices of change (NOC)

(EFT data) provided to DLIS by DFAS, CCR "0
Read mare... averment Indusiry Data Ma

Enter your DUNS number and TPIN code.

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.

Chapter 1: Getting Started in WAWF
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Registering in WAWF

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

Procedure Follow the steps below to self-register in WAWF.

Step Action
1 Go to https://wawf.eb.mil

Result: Home page screen opens.
2 Click Self-Register.

Wide Area Workflow Training

“ersion 3.0.10, 3 June 2006

System Messages:

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

o WAWF Training is unavailable during scheduled weekly database maintenance every Saturday, between 09:00 AM EST and 09:30 Ad EST.
Logon to WAWF (Registered user only)

Self-Register to use WAWF (New users)”
Help with registration for access to WAWF

*Mote: Your computer must be set up to run WAWF before you can selfregister. See "About WAWF "
[a302]

Note: The Warning Message and follow instructions.
3 | Click OK.

Microsoft Internet Explorer §|

) WARNING!
LAY

Prior to self-reqistering For the WAMWF Application you must complete the
"Setting Up Your Machine" steps located in the "About WAMWF" link in the Mavigation Menu.

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

The use of the browser's BACK BUTTOM is not supported within the W awWF application when completing electronic
Forms.

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

DO MOT use the backspace key in any uneditable field, as this will Function as the back button,

wwhere they exist, use the RETURM or CAMCEL buttons ko return to a previous page within the WAWF application,

Result WAWEF Self-Registration screen opens.

Continued on next page
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Registering in WAWEF, Continued

Procedure (continued)

Step Action
4 Enter in all required fields. Everything that has an asterisk (*) is a
required field.

WAWF Self-Registration

* Indicates mandatory field

Eirst Name™ Last Name™
Commarcial Telephone™ DSH Telephone
Rank/Grade Bandatory for Government s Eanail Addross
Drganication™ Titte™
ontinue Return | Flll ﬁ"l J

5 Click Continue.
6 Click the radio button labeled User ID and Password.

WAWF Self Registration

* indicates mandatory field

Logon Method *
® User 1D and Password
O DaD ar ECA Software Certificate
(O DoD Comrnon Access Card

Continue | Return | Paisﬂale|

~

Click Continue.
8 Enter in a “User ID”. Please create your own. (It must be a
minimum of 8 characters long).

WAWF Self-Registration

* indicates mandatory field

User ID*
wianfuser]

Continue | Return | Page Help |

Continued on next page
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Registering in WAWEF, Continued

Procedure (continued)

Step Action

9 Click Continue.

10 | Inthe “Role” drop down menu, choose one of the following roles,
“Group Administrator”, “Vendor” or “Vendor View Only”.

WAWF Self-Registration

*

indicates mandatory field

Role
“endor -

Continue | Return || Page Help |

11 | Click Continue.
12 | Enter your “CAGE Code”.

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

Click OK.

Result: The Comment Box is displayed.
13 | Comments or attachments are optional, but if desired, this is the
screen to add them. Click continue to proceed.

WAWF Self-Registration
“indicates mandatory field
Commen ts

Add a new comment:

Attachmen 15

Continued on next page
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Registering in WAWEF, Continued

Procedure (continued)

Step Action
14 | Review the Profile information you have entered. If you need to
register for another role or additional cage code click on the Add

W
icon = under “Role Information” and repeats steps 8-12.

-
L WAWTF Self-Registration
* indicates mandatory field
Profile Information
First Name Last Name Commercial Phone DSHN Phone E-mail Rank Title Joh Description Action
John Doe 9999999999 e @rwanf. com WEAMYE WEAVYE ,f’
User ID Action
wawfluser! Z
Role Information
Role Group Code Extension Action
“endar WENDOR 1M3W0 m
=
[ISTATEMENT OF ACCOUNTARI ITY* bt

Note 1: The edit icon £ allows you can edit your profile
information

Note 2: The delete icon I allows you to delete your previously
entered information.

15 | Check Mark the “Statement of Accountability” box.

16 | 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 and the GAM.

Important: Upon your activation of your account, by your
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.

Chapter 1: Getting Started in WAWF Page 1-8



How to Change Your WAWF Temporary Password

Introduction After you self-register, an 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. Use this password for your initial logon. You will need
to change this temporary password to your permanent password.

Procedure Follow the steps below to change your temporary password.

Step Action
1 Go to https://wawf.eb.mil

Result: WAWF Home page screen opens.

2 Click Logon

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

4 You will be prompted to change your temporary password.

5 Enter your new password and retype to confirm it.

Note: Refer to page instruction to construct password.
6 Click Submit.

Chapter 1: Getting Started in WAWF Page 1-9
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Using the menu on the WAWF Home Page

Introduction  The WAWF homepage contains several important links to general information
for all users. This information is also updated with each new release of WAWF
so it will remain current.

Homepage Below is the WAWF homepage. Note the system messages. This message will change
as needed. It is important to read this each time you log into WAWF so that you stay
current on any important messages.

Home

Custemer Suppent

[4] About WAWF Wide Area Workflow Training

[1 What's New Wersion 3.0.10, 3 June 2006
A. Version 3.0.1
B. Version 3.0.1.1
L. Version 3.0.2
D. Version 3.0.2.1 System Messages:
E. Version 3.0.2.2
E. Version 3.0.3 o This is the YWAWF-RA Training System. The WAWF-RA Production System can be accessed at https://wawf.eb.mi
G, Version 3.0.3.1
H. Version 3.0.4 « WAWYFE Training is unavailable during scheduled weekly database maintenance every Saturday, between 09:00 AM ES
L Version 3.0.4.1
J. Version 3.0.5 Logon to WAWF (Registered user only)

K. Version 3.0.6 Self-Register to use WAWF (New users)*
L. Version 3.0.7 Help with registration for access to WAWF
M. Version 3.0.8
N. Version 3.0.9
0, Version 3.0.10
*Mote: Your computer must be set up to run WAWF before you can selfregister. See "Ahout YWAWF "
Training Instructions [a302)

Security & Privacy
Waimning & Disclaimers
Active DoDAACs & Roles

Active CAGEs & Roles

Customer The Defense Information Systems Agency (DISA) is available via phone or

Support email for your WAWEF 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

link

What’s New

link

Security &
Privacy link

The About WAWEF link contains important links for new users to WAWF —

Functional Information — includes background on the system and
some of the same information you saw in the overview.

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

Setting Up Your Machine — Wireless — for wireless application.
Access Web Based Training — The Web-based training is a great
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.

Frequently Asked Questions (FAQ)

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

Provides information about what is new in WAWF for previous and current
system release enhancements.

Home

LCustomer Support

[+] About WAWF

1 What's New Version 3.0.10, 3 June 2006
A. Version 3.0.1
B. Version 3.0.1.1
C. Version 3.0.2
D. Version 3.0.2.1 System Messages:
E. Version 3.0.2.2
F. Version 3.0.3 e This iz the WAWF-RA Training System. The WAYWF-RA Production System can be accessed at https:/wawf.eb.mi
G. Version 3.0.3.1
H. Version 3.0.4 & WAWF Training is unavailable during scheduled weekly database maintenance every Saturday, between 09:00 AM ES
L. Version 3.0.4.1
J. Version 3.0.5 Logon to WAWF (Registered user only)
K. Version 3.0.6 Self-Register to use WAWF (New users)*
L. Version 3.0.7 Help with registration for access to WAWF
M. Version 3.0.8
N. Version 3.0.9

0. Version 3.0,10
Training Instructions [a302]
Security & Privacy
Warming & Disclaimers
Active DoDAACs & Roles

Active CAGEs & Roles

Wide Area Workflow Training

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

Provides the notice describing the security and privacy of WAWF.

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 if DODAAC codes listed on the
contract are active in WAWF system (etc. Ship To/Service Acceptor, Pay

Office or LPO).

T Wide Area Workilogr s - =

Wide Hisa Waikliow

Homa
Comamar Sugnt WAWF Active DoDAACSs and Roles
DISA WESTHEM Deoaac: | Esetension:
Area Gommand Ogdan

Cusinmar Service Cantar
CONUS ONLY: 1-866-618-5008
COMMERCIAL. E01.505-7085

e 3861095
FAX COMMERCLAL 01605

pas
Fax DSN. 3667453

Enter search erteria, *Partal antries are NOT accaptabla for DeDAAC"

Bubmit | _ Raser | Page Helpj

] About WAWE

L] Wiihat's Haw
Security & Privacy
Waming & Disclalmors

Active DoDAACS & Holes

fctive CAGE Code

Note: Department of Defense Activity Address Code (DoDAAC) isa 6
position code that uniquely identifies a unit, activity or organization.

The Active Cage Code link is to determine if a vendor has active users
registered within WAWF.

de Area Workflow

WAWF Active CAGE Code

CAGE Code: |

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

ﬁubmil' Raset ' Pngoﬂalg'
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Logging onto WAWF

Introduction 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 “How to Self-Register in WAWF".

Procedure Follow the steps below to Logon to WAWF.

Step Action
1 Go to https://wawf.eb.mil

Result: WAWF Home page screen opens.
2 Click Logon.

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

Result: Warning is displayed alerting you to NOT use the browser
BACK BUTTON within the WAWF application.
3 Click OK.

& WARNING!
Please DO MOT use the browser BACK BUTTOM within the Y AWFE application.

The use of the browser's BACK BUTTORM is not supporked within Ehe WaWF application when completing electron|
Farms.

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

DD MNOT use the backspace key in any uneditable Field, as this will Function as the back bukkan,

wWhere they exist, use the RETURM or CAMNCEL butkons to return to a previous page within the WawF applicatiof

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.

Fil=  Edit “iew Faworites Tools  Help

{ABack = = - @ ﬁ ‘ @Search @Favorites @Media ® ‘ @- 3 - 3%

Continued on next page
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https://wawf.eb.mil/

Logging onto WAWF, Continued

Procedure (continued)

Step Action
4 Enter your “User ID” and “Password”.

WAWF - Logon

User ID

Password

Select Cerificate ]

Submit | Return | Pnﬁs ﬂalE|

Reset Password

5 Click Submit.

Result: Your user Menu screen opens.
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Logging off WAWF

Logging Off

Important -
Session
Time-out

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

To log off WAWEF, click on the Home/Log out on the top left side.

Home / Log Cut

Microsoft Internet Explorer

\:{/ It is recommended that vou close wour browser window to complete the log out, do you wish to continue?

o8 l l Cancel

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 appears.

The pop-up window gives you a choice of selecting OK to continue working,
or CANCEL, which will end the 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 E|

e | our Session will expire in 5 minutes. .,
\"-4‘/ Pressing OF will refresh the sessian,
Pressing CAMCEL and not submitting vaur
transaction within 5 minukes will resulk in
the loss of all infarmation pertaining to this transaction,

[ oK ] l Cancel
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Description of the Side-Bar Menus (after log-on)

Sidebar  After you have logged on to WAWF, a new sidebar menu appears.
Menu —

top At the top are the Home/Log Out link and the Maintenance links that include:

e My Profile Maintenance

e My Role Maintenance

o Add Additional Role

¢ Password Maintenance (displayed if User Id & Password used to log on to
WAWF)

e Contractor GFP Receiver

e Contractor GFP Shipper

e Group Administers (Appears only if you are registered as a GAM)

Below these links are the specific WAWF role submenu, displaying the roles you
have registered for. It provides access to all the document actions you can perform
in WAWF.

Home / Log Out

My Profile Maintenance
My Role Maintenance

Add Additional Role
Password Maintenance

[+] Contractor GFP Receiver
[#] Contractor GFP Shipper
[#] Group Administrator

[+] Yendor

Continued on next page
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Description of the Side-Bar Menus (after log-on), Continued

Sidebar Menu -
bottom

The bottom section of the Inspector/Acceptor sidebar menu. These links will
allow you to view important reference information.

Reference Link

Description

FTP/EDI Guides &
Other Supporting

Contains procedures and forms needed for Vendors to submit
documents to the WAWF system using file transfer protocol

Documents (FTP) or electronic data interchange (EDI).

GFP FTP/EDI Contains procedures and forms needed for Vendors to submit
Guides & Other documents to the WAWF system requiring GFP using File
Supporting Transfer Protocol (FTP) or Electronic Data Interchange (EDI).
Documents

Software Users
Manual (SUM)

This an on-line user’s reference guide for using the WAWF
system.

Submit New
Requirements

The link is only used to create and submit new System Change
Requests. You should contact the Help Desk for specific
problems with the WAWF production or with the hands-on
training site.

Display Units of
Measure Table

This link is used to determine the correct 2-digit unit of issue
listed on your contract.

Display Foreign
Currency Code
Table

Allows you to enter the abbreviation of the currency code as
indicated in the contract for payment. Indicates the associated
country.

Display DCMA Search by City for valid Defense Contract Management
Admin DoDAACs | Agency (DCMA) Admin DoDAACs in WAWF.

Display PAY Lists all the active payment office DoODAACs in WAWF.
DoDAACs

Display Misc. Pay
Types

Displays the different Misc. Pay types available to process in
WAWEF (Marines Only).

UID Software
Users Manual

Supplement to the on-line Software User’s Manual (SUM) as
it applies to the Unique Identifier (UID), which is being added
to the Receiving Report for Version 3.0.4.

Direct Bill
Authority Look Up

Enter valid CAGE Code to determine if it is authorized for
direct billing. DCAA users use this feature to determine if
their site has direct cost voucher authority.

Find DCAA
DoDAAC in Audit
Office Locator

Links to the DCAA web site to access the DCAA Audit Office
Locator to search by zip code to identify corresponding
DCAA DoDAAC.

Pay Status
(mylnvoice)

Links to the mylnvoice web site to identify payment status on
contracts in WAWEF.

Chapter 1: Getting Started in WAWF
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Updating Your Profile Information

Introduction

Procedure

My Profile Maintenance allows you update your WAWF profile you

established when you registered in WAWF.

Example of profile changes can be your name, phone number, emails

address, rank, title, or job description.

Follow the steps below to change your profile information in WAWF.

Step Action

1 Logon to WAWF.

Result: On left-hand side of the screen the submenu opens.

2 Click My Profile Maintenance.

Wide Aiga Waikilow

: T Wide Argo Workilogm s . =

Customer Support

1-6656-618-6988
DSN: S0-TOS

UserlD: MOCASvend3
Homa / Log Out

By Profile Maintmance
My Role Maintenance

Addl Additional Rele

my sutharzed sccess

GFP FTREDI Guldes & Othar
Supporting Documents

FimtMame  Last Name Commercial Phang
Kathy Morton S20.538. 927

Profile Information

* = Required Fialds
DSN Phone Emall Rank  Tide  Organization  Action
(000,000,000 hewanwiatas m o L

Logon Information

Password Maintenance Bction
s and Paswword £
[+] Viendar
MOCASrend3
ETP/EDI Guides & Difer 7
Supparting Dacuments [ISTATEMENT OF ACCOUNTABILITY"
| umderstand my obligation to peotect my passwordicentificate. | avsume the respensibiity for (he data and system | am granted access to, | will net exceed

Susmit ) Pags Hatp)

Result: Profile information screen opens.

section.

Click the Edit icon £ under Action under the “Profile Information”

Result: The User Profile Information edit screen opens.

Chapter 1: Getting Started in WAWF
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Updating Your Profile Information, Continued

Procedure (continued)

Step Action

4 Click in appropriate field and update your information.

I T8 Wide Aree Workflogm s - o

Wids Hisa Weinblaw

Customer Support
1LAFAR 16500
LSt User Profile
UserD: MOCASvendd -
* = Required Fislds
Homa | Lag Dt
Eirst Nama™ Last Hama™
My Profile Maintenanos ey Vendor
My Role Maintmancs Commercial Telephone DSH Telephane
i
A Addditional Roly
RankGradn E-mail Addrnse
Pasmsword Maintenance hewew@ s el
4] Vendor Dvganization” Title™
Viondor Wandod
ETP/TD Guldes & Other Gantinus | _ Meturn | Fage Heip]
[upparting Documen ™

5 Click Continue.

Result: The Profile Information screen opens.

6 Click on the box next to Statement of Accountability.

i T Wide Area Workflogms =

ide Misg Woiklive

Customer Support

1 ARRE AR

DS oI Profile Information

UserlD: MOCASvendd o i

= Requined Fieids

Mlamse / Log Owt First Hamve Last Name Commurcis Phose DSH Phone Email Rank Tie  Organization Action
Kathy Momen 520 538 1927 000 000 D000 hgwawidfen mi o o o F 4

by Profite Madetunance

My Role Mainienance

Logon Information

Audd Additional Role

Passwnrd Malntenance Logss Type
Usend and Fasswond

3

1] Vendnr

ETPALDE Guldes & Othae rud
| Supponing Decuments ISTATEMENT OF ACCOUNTABILITY"
| unch ‘obdgation 1o prusect my passwerdicenicatn. | 3ssume the respensibibty for the data and system § am granted access i | wll nct wxceed

GFP FTPED Guides & Othar .
Suppening Dacumasts

7 Click Submit.

Result: A message will appear stating “Your profile information has
been successfully updated.”
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My Role Maintenance

Introduction

Procedure

My Role Maintenance gives each user the ability to view the roles and cage
codes they are registered for either Active or Inactive accounts. You also have

the ability to view comments and add attachments.

Follow the steps below to view your Roles and Cage Codes .

Step

Action

1 Logon to WAWEF.

Result: On left-hand side of the screen the submenu opens.

2 Click My Role Maintenance.

=5 Wide Rige Wokilggmy - =

Wide Aida Waikilow

Fustomer Support

1R B 15 538
N, 38700

seriD: MOCASvend3
o | Lag Dut

Py Profile Maintenasce
By Flols Malnenance
frdd Additianal Rate

[P sl Malmtenance

ft] Wandox

ETPLDI Guldes & Osher
pupporting Dovements.

JiFP FTP/EDI Guides & Ol
ot

foftwsie Usar's Hanus)

[Submit Now legquirements

Jitsplay Uaits of Measure Tahle

Display Forsign Cumency

[odn Tabte

[Pisplay DCMA Admism DoDAACS

Ditsplay PPAY DoDAACS

[risplay Bisc. Pay Types

Roles for Uger ID: MOCASvend3

Commests Aftachments CommestsAsachments

N [} Wiew /A
N N Yiew | Add
N M Miew | Al
N (] Wiew ( Add
N N Yiew [ Add
N N View | Add
N N w / Addd
N N Yiew | Add
N N iew | Aud
N N iww | Add
N N Yiew [ Add
N N View ! fuld
N N Viww | Add
N L View | Add
N N View | Add
N N View | Add
N N View | Add

N N Yiww | dd
N N View | Add
N N Yiow | Akl
N ] Virw | Al
N N View | Audd
N N Viww | frld
N N View | Al
N M Wiew | Al
N N Viow | Akl
N N View | Auld

Note: You can sort by Role, Group, Location Code, Extension,
Active Status, Comments, Attachments.

3 To view or add comments or attachments: Click on View/Add link
under the Comments/Attachments column.

Result: The add comments and attachment screen opens.

Chapter 1: Getting Started in WAWF
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My Role Maintenance, Continued

Procedure (continued)

Step Action
4 To add Comments: Type in your comments in the comment box,
then click the blue Save Comment hyperlink.

To add attachments: Under the Attachment section, click on the
Browse button and follow the prompts to download your
attachment into WAWF.

User ID: MOCASvend3
Name: Kathy Morton
Role: Vendor
Location Code: 012v9

Add a new comment:

Save Comment

Attachments

Add Attachment

Attachments: v

5 Click return to return back to Role for User
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Adding an Additional Role

Introduction Add Additional Role allows you to add additional User roles or
Cage codes.
Procedure Follow the steps below to add an additional role in WAWF:
Step Action

1 Logon to WAWF.

Result: On left-hand side of the screen the submenu opens
2 Click Add Additional Role from the menu links.

Add Role

*

indicates mandatory field

Role

Continue | Fage Help |

4 Click on desired role from the drop down list (Vendor, Vendor
View Only, GAM,).
5 Click Continue.

Result: The Add Role screen opens.

Continued on next page
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Adding an Additional Role, continued

Procedure (continued)

Step

Action

6

Enter CAGE Code.

e Ao Wodkflggms =

sl Add Role
serlD: Vendori1 “indicates mandatory field

i | Lug Dut CAGE Code® Ltension
I

hildl Addisiomal o Gastinus J n:u.ml'ﬁ; Page Heip |

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

Enter comments and attachments if required.

To add Comments: Type in your comments in the comment
box, then click the blue “Save Comment” hyperlink.

To add attachments: Under the Attachment section, click on
the Browse button and follow the prompts to download your
attachment into WAWEF.

Add Role

* indicates mandatory field
Comments

Add 8 new comment:

Antachments
|_Browsa Add Attachment

Lontinge | _ Reiwrn | Page Help|

Click continue.

If you need to add another role or cage code, click on the Add

]
icon G under “Role Information” and repeats steps 2-7.

Chapter 1: Getting Started in WAWF
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Adding an Additional Role, continued

Procedure (continued)

Step

Action

10

Click on the check box next to Statement of Accountability.

Add Role
* indicates mandatory field

Rele Information

Role Group Code Extension Comments Attachments Acilon
Winndor WENDOR OHBS2 N N | ¥4
)

[ISTATEMENT OF ACCOUNTARILITY"
lu mificate. | assume the responsibity for the data and system | &m

‘!;:lbmll I FIII !ll!i

11

Click Submit.

12

You will receive a message.

Add Role

[%  Thankyou for requesting additional roleis) for Wide Area Workflow. Once you have been activated by an administrator, you
will receive an e-mail. If you have any questions, please contact Customer Support.

Role Information

Role Group Code Extension

“Yendar View Only VENDOR OHBS2

Chapter 1: Getting Started in WAWF
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Changing Your Password

Introduction

Password Maintenance allows you to change your password.

Procedure

Follow the steps below to change your password in WAWF.

Step

Action

1

Logon to WAWF.

Result: On left-hand side of the screen the submenu opens

Click Password Maintenance.

_ T lide Arca Workitoyn]

Workflow

Customer Support
WAWF Password Confirmation

1-866-618-5988
DSN: 388-7095

IserlD: MOCASvend3
User Id: MOCASvend3
Home / Log Out -
Password:|

Continue | _ Cancel | Page Help)

My Profile Maintenance
My Role Maintenance
Add Additional Role

Password Maintenance

w

Enter your current password in the text entry box.

Click Continue.

Result: The Password Maintenance screen opens.

Enter your new password in the first box, then type it again to
confirm it. Password formatting guidelines require that every
password must:

Password Maintenance

Password Rules:
Minimurm 8 characters

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

hust contain at least 1 special
character

Cannot contain consecutive characters
(abc or cba)

Cannot contain repeating characters
(aa, bb, etc)

Cannot contain the same character
more than twice

= Entered passward must be different from
last 10 passwords used

Cannot be changed within 24 hours

New password

Confirm new password

Submit_J _ Return Page Help J

Click Submit.

Note: After you have clicked the Submit button, the change is
effectively immediately.

Chapter 1: Getting Started in WAWF
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Password Maintenance

Resetting Password allows you can reset your password if you have

Introduction

forgotten it.

Procedure

Follow the steps below to reset password in WAWF.

Step

Action

1

Click Logon.

Result: WAWEF-Logon screen opens.

Click the Reset Password link.

:'-3!— Wid ide Argo Woskflowr: =

SFa

lide drea Woikilow

User ID: Srter Jzer D

Home
Customer Support

EIs&WWESTHEM

Arza Command Ogden
Custaner Senice Zenter
CONLS ORI Y 1-ARR-RTR-RIRR
COMM=RCIAL ELT-BLs-7E5E
CEN 3387005

[AX COMMCRCIAL: CO1-605-
{453

FAXCSH: 388-745=
cscassigéeogden disa.mil

=] Bbuut WAWF

L:] What's Now

Security & Privacy
Waming & Disclaimers
Active DoDAALS & Roles

Active CAGE Code

1 ] |

WAWF - Lagon
User I

—

Password

—

Scloct Cotficate
Submit | _ Raturn Fage Kel

Eese1 Password

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

User ID

I\/endor‘l‘l

Location Code

|1 kAWA30

Self Reset Password

Submit_| Return | Page Help)

Click Submit.

Note: On a successful submit, you will receive a “Success
Message” and an email will be sent you which will contain a

temporary password. If you do not receive an email shortly,
contact the WAWF Help Desk.
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Chapter 2

Creating a Stand Alone Invoice

Overview

Introduction The information you need to complete a document in WAWF comes from your
contract information and your knowledge of your business process.

Required fields in WAWF are denoted by an asterisk *. All other fields are optional.
If the contract or business process does not require additional information; a user can
leave the optional fields blank.

Learning After completing this chapter, you will be able to Create a Stand Alone Invoice.
objectives

Stand Alone The Invoice Received Date (IRD) is date and time stamped when the invoice is
Invoice created. This date also represents the start of the Prompt Payment clock.

Document flow
The flow of the stand alone invoice is demonstrated below.

WAWF Functional Process Flow Invoice
!

Invoice
Local
Initiator Inspector Acceptor Processing Pay Office
Official
optional
(op ) (optional)

Continued on next page
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Overview, Continued

In this section  This section contains the following topics.

Topic See Page

Description of WAWF Tabs 2-3

Entering Contract Information - Stand Alone Invoice 2-4

The Header Tab — Stand Alone Invoice 2-9

The Address Tab — Stand Alone Invoice 2-10
The Discount Tab — Stand Alone Invoice 2-11
The Comments Tab — Stand Alone Invoice 2-12
The Line Item Tab - Stand Alone Invoice 2-13
The Miscellaneous Amount Tab - Stand Alone Invoice 2-15
Submitting the Document - Stand Alone Invoice 2-19
Send More Email Notifications - Stand Alone Invoice 2-21
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Description of WAWF Tabs

Introduction

Description of

tabs

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 Combo

document.

’_f Header Y Addresses Y Discounis Y Mark For T Commentis Y Line liem Y

Pack YMisc. Amuuntaﬂ

The table below describes each of the tabs found in WAWF.

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.

Comments Tab

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

Line Item The Line Item Tab is where you enter detail billing information based upon
(Mandatory tab) | your contracts line item information.
ACRN The ACRN Tab is for those contracts that cite more than one ACRN per

CLIN.

MISC Amounts

The MISC Amounts tab allows you to enter miscellaneous charges such as
shipping charges, credits, and taxes, if authorized on your contract.

Misc. Info.

Misc. Info. Tab appears after you have created your document in WAWF.
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.

Chapter 2: Creating a Stand Alone Invoice
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Entering Contract Information - Stand Alone Invoice

Procedure Follow the steps below to fill out the contract information

Step Action

1 Logon to Wide Area Workflow

2 Click on the [+] symbol next to Vendor section of the sub menu
in the left sidebar.

Home / Log Out

My Profile Maintenance
My Role Maintenance
Add Additional Role
Password Maintenance

[+] Yendor

Result: Your drop down features will appear.
3 Click Create New Document.

I ¥endor

Create Mew Document
Create Misc. Pay

View Yendor Documents

Access Bejected Receiving
Reports

Access Bejected Invoices

Result: Create New Document screen opens.

Continued on next page
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Entering Contract Information - Stand Alone Invoice, Continued

Procedure (continued)

Step
4 Enter in all mandatory fields. Enter optional fields if required per
contract. Everything that has an asterisk (*) is a mandatory field.

Create New Document
= Reqguired Fields

Contract Number * Delivery Order CAGE Code/Ext. *

[Fo350305C0050 [

Continue | Reset | Pais ﬂaIE|
[

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

5 Click Continue.

6 e |f contract is not in EDA or you entered the contract number
incorrectly, an alert box will appear.

e If the contract is located in the EDA system, then the WAWF
system will pre-populate certain location code fields
(DoDAAC/CAGE) on this document. If the contract is not in
EDA, you will have to enter the location codes manually.

Create New Document

" = Reqguired Fields

Contract Number Delivery Order Crpmssmmy -
Microsoft Internet Explorer ﬂ

FO360305C0050 d & The contract data is not available in Dol EDA,

Please enter contract information,

Continue | Return | Res Click. the Return button to enter a different Contract Mumber
or continue creating the document.

Click OK.

Continued on next page
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Entering Contract Information - Stand Alone Invoice, Continued

Procedure (continued)

Step Action
7 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 ™=

FO960305C0050 aHBS2 IfEE?DD

‘_aniinuel_ﬂnturn [ Reset | Page ﬂaIE|

8 Click Continue.

9 Select Invoice.

Select Document to Create: *

& Inwoice

O Inwoice as 2-in-1 (Services Only) Fast Pay (FAR 52.213-1)

) Construction Payment lnvoice EE:; aiﬁi?lﬁ?h?:?;ﬂs

O Commetem Py LB e eceing kot

O Petformance Based Payment

O Progress Payment

O Receiing Report

O Irwoice and Receiving Report (Comba)

O Cost Youcher (FAR 522167 52.216-13, 52.216.14, 52.232-7)
Continue ' Return ' Resel ' Pa!s ljaIB|

Additional options appear in the drop down selection to the right
when you select Invoice. If neither of these options applies to
your Invoice, leave the field blank.

Continued on next page
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Entering Contract Information - Stand Alone Invoice, Continued

Procedure (continued)

Step

Action

9
continued

DROP DOWN BOX DEFINITIONS:

Fast Pay — The FAR clause 213-1 MUST be in contract for this selection.

From Receiving Report — Allows you to create your invoice based from
an existing Receiving Report.

From Archived Receiving Report- You have the ability to create your
Invoice to the “Archived” Receiving Report. If the Receiving Report has
been in “Processed” status for more than 120 days it moves to archived.

More option may appear based on Pay Office DoDAAC selected which is:

From Multiple Shipments- Provides you have the ability to match
multiple Receiving Reports to 1 invoice

From Archived Multiple Shipment - You still have the ability to create
your invoice from multiple “Archived” Receiving Reports. If the
Receiving Report has been in a “Processed” status more than 120 days it
moves to archived

10

Click Continue.

Continued on next page
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Entering Contract Information - Stand Alone Invoice, Continued

Procedure (continued)

Step

Action

11

Enter in all the required fields if not pre-populate from EDA.
Enter optional fields if mandatory per contract. Everything that
has an asterisk (*) is a mandatory field.

Create New Document
" = Required Fields, Date = YYYYMWMIDD

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

FO960305C0050 OHBESZ F25700

Issue Date IssueBy DoDAAC Admin DoDAAC =

| | EEED

Ship To Code */ Ext. Ship Erom Code / Ext. LPO DoDAAC / Ext.
[HC100 | | |

Document Selected:

Invoice

Continue |  Return | Reset | Page Help|

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

12

Click Continue.

Result: You are now on the Header Tab.
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The Header Tab — Stand Alone Invoice

Procedure

Follow the steps below fill in the Header Tab.
Step Action

1 Enter in all required fields. Enter optional fields if required per contract.

Everything that has an asterisk (*) is a required field
Iz
Header | Addresses Y Discounts )| Commen ts ) Line ltem [ Misc. Amounis]
Data Capture - Invoice
" = Required Fields, Date = YYYY/MWDD
|_ : : __ IN_;[ . i — |2uus/u§u;9 _ [WE .
I $0.00
Create Documen! tj __Return | Page Hel

2 DATES:
There are 3 ways to enter SHIPMENT or INVOICE dates:
Option 1: You can enter the date yourself by typing the year first, then the month
and day (YYYY/MM/DD).
Option 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.
Option 3: Use the HOT KEY for today’s date. Do this by entering an asterisk
(*) in the date field and then tab out of the field. (SHIFT KEY and 8KEY)

3 Verify whether or not this is a Final Shipment and annotate as such in the Drop
Down Menu.
Result: Header information complete.

4 Click on the next appropriate WAWEF Tab to continue with the document.
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The Address Tab — Stand Alone Invoice

Introduction Based on the routing Location Codes entered (DoDAAC/Cage), WAWF pre-

populates the Address Information for each of the Location Codes in the document.
From the Addresses tab, the Vendor is afforded the opportunity to review and/or

change this Address Information. No matter what entries are made, there must be at
least a name of the organization/agency. The Cage Code information is pulled from

the CCR and DoDAAC information is pulled from the DAASC sites.

Procedure Addresses can be updated by highlighting the address field and entering new
information. The updates will apply only to this document.

Step

Action

1

Click on Address tab.

a m Arsa Workflog,

..............................

N

Review address information.

Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).

Chapter 2: Creating a Stand Alone Invoice
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The Discount Tab — Stand Alone Invoice

Introduction WAWEF allows Vendors to apply discounts to Invoices during document
In the “Vendor View
Document” folder, the invoice number is displayed in red and is preceded

creation. These discounts are at the document level.

with a "D," when a discount is offered.

Procedure Follow the steps below to add discounts.
Step Action
1 Click on the Discount tab.

Chapter 2: Creating a Stand Alone Invoice

Document Level Discount Terms:

Discount Percemtage Due Days Actions

Pags Help

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

Note; Based on the Pay Office DoDAAC, you may have the options
of Discount Percentage or Discount Amounts. In this procedure we
will use “Discount Percentage”.

2 . ) ¢ )
Click on the Add icon = under Action.

3 Enter the “Discount Percentage” and “Due Days”.

Add Discount

" = Required Fields

Discount Percentage * Due Days *
1 % 10
Save Discount J Return | Pli! ﬂalel

4 Click Save Discount.

Result: Document Level Discount Terms screen opens.
5 Click on the next desired WAWEF Tab to continue with the document

OR return to Header Tab to Create and Submit the WAWF document
(See “Submitting the Document™).
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The Comments Tab — Stand Alone Invoice

Introduction The Comments tab is an optional tab which is typed free-form. You are
allowed up to 2000 characters per field. Comments become mandatory from

a user when a document is being rejected, or if an invoice is being created

after a final invoice or shipment has been indicated.

Procedure Follow the steps to enter comments.
Step Action
1 Click Comments tab.

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

Comments
Initiator Comments

Type comments here....

Pnie ﬂalel

Enter comments, up to 2000 characters.

Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).

Chapter 2: Creating a Stand Alone Invoice
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The Line Item Tab - Stand Alone Invoice

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

1 Select the Line Item tab.

2 . . B .

Click the Add icon under the Actions column to enter the CLIN
information.

[ Header Y Addresses | Discounis | Comments | Line [tem | Misc. Amounis)

Line Item Details:

At least one Line Item is required.

Item No. Stock Part No. Type Gty. Shipped Unit Unit Price Amount Actions
%ﬂ
Pago HNEI

1 IDAK CARMD ETIOK A WADL I TUIC ADEA 1 IrLl Akl AKMATUACED TAD CAD C1HIDTUI
Result: The Add CLIN/SLIN screen opens.

3 Enter in all required fields. Enter optional fields if required per contract.
Everything that has an asterisk (*) is a required field (please refer to your
contract).
| T

Add CLIN/SLIN
[ = Required Fields
Item Mo.*  Stock Part Mo. = Type = Oty. Shipped = Unit*  Unit Price *
[ooo7 [none [SN-Serial Number = [s6 [Ea s [0
[ I; - g[1.120.00
s =

=

Save Clin/Slin_J _ Return | Page Hel

Note: Based on the payment office DODAAC different tabs may appear. In this
example the CLIN/SLIN and ACRN tabs are displayed.

Continued on next page
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The Line Item Tab - Stand Alone Invoice, Continued

Procedure (continued)

Step Action
4 Click Save CLIN/SLIN.

5 Add additional Line Item Numbers if necessary, by repeating
above steps. (Up to 250 clins per invoice).

[~ Header Y Y b ts Y C Y Line item [ Misc. Amounts)

Line Item Details:

/At least one Line ltem is required

Item No. StockPartNo. Type Oty Invoiced Unit Unit Price Amount Actions

0001 none SN 80 EA s10 seo000 £ Iy
=

Page Hel,

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

Notel: The ifsymbol 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.

6 Click on the next desired WAWF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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The Miscellaneous Amount Tab - Stand Alone Invoice

Introduction The Miscellaneous Amounts tab is where the Vendor invoices for fees
authorized per the contract but are not clin-level funded.

Procedure Follow the steps below to add Miscellaneous amounts.
Step Action
1 Click on the Misc Amounts tab.

Result: Miscellaneous Amounts screen opens.

]
Click on the Add icon = under your required Misc Amounts.
(We are demonstrating the Misc Fee).

(~ Header | Addresses " Discounts | Commen ts Y Lineitem ) Misc. Amounis]

Miscellaneous Amounts

Misc. Fee Misc. Fee Amount Actions

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

Result: Add Misc. Fee screen opens.

Continued

Chapter 2: Creating a Stand Alone Invoice
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The Miscellaneous Amount Tab - Stand Alone Invoice, Continued

Procedure (continued)

Step Action

3 Select the Misc Fee that applies to your contract. Description will
populated based on selection. In this example we are using
transportation charges.

Add Misc. Fee
" = Reqguired Fields

Misc. Fee * Misc. Fee Price *

1260 - TRANSPORT DIRECT BILLING CHARGE JRaik

Description *

TRANSPORT DIRECT BILLING CHARGE

Save Misc. Fee ' Return | Paio I:lalgl

Note 1: The Pay Office DODAAC selected determines which
options are available.

Continued on next page
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The Miscellaneous Amount Tab - Stand Alone Invoicecontinued

Procedure (continued)

Step Action
4 Type in your allowed transportation charge amounts.

Add Misc. Fee
" = Required Fields

Misc. Fee * Misc. Fee Price *

(1260 - TRANSPORT DIRECT BILLING CHARGE | % [75.00

Description *

TRANSPORT DIRECT BILLING CHARGE

_Save Misc. Fee |  Return | Page Help|

5 Click Save Misc. Fee.

Continued on next page
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The Miscellaneous Amount Tab - Stand Alone Invoice, Continued

Procedure (continued)

Step Action
6 Add additional MISC Amounts if necessary by repeating above
steps.

T
[ Header | Addresses | Discounits | Commenis | Line liem | Misc. Amounts|

Miscellaneous Amounts

Misc. Fee Misc. Fee Amount Actions

1260 700 Z

Misc. Allowance Misc. Allowance Amount Actions

%ﬁ

Tax Tax Amount Actions

%ﬂ

Pais ﬂalel

Notel: The fsymbol 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.

7 Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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Submitting the Document - Stand Alone Invoice

Procedure

Follow the steps below to finish the process of creating your document in

Step

Action

1

Click on the Header tab after entering all the information on the other tabs.

2

Scroll down to the bottom of the screen. Click Create Document.

Result: The created Invoice screen opens.

Verify information is correct.

Note: Attachments are added PRIOR to clicking “Submit”. If you are

adding attachments, refer to “Adding an Attachment” section for a detailed
procedure.

On the Header Tab, Scroll down to the bottom of screen and click Submit.

Tlide Aea Workilog . - =

Cantract Number
FOE60305C0050
Imvolce Number Involee Date
20050929
Summary of Detall Level Information
1 CLINSLINGE)

0 Miscellaneous Armount(s)

Ruouting Informatinn:

CAGE Code: DHES?  Exlension:

Hame: CACHNTERNATIONAL INC

Code: HCIODT  Fxbension:

3 Hamn: iz DISA INTEHNAL SUPPOHT BRANCH

INVOICE
* = Required Fields

Dalivery Qrder

Final Imolce Invoice Recelved Date
N 20050929

Administered By
DulAAC: SI4TZA

Hame: DUKA VAN HUYS

Payment Official

DoDAAC:  F25700

Hama: e ACCTG DISH STA MR 525700

Fobmll | _Relurn | Page Help]

Total
sr200
.00
§72m
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Continued on next page

Page 2 - 19



Submitting the Document, Stand Alone Invoice, Continued

Procedure (continued)

Step Action

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

The Invoice has been submitted successfully.
It has been processed via EDI.

s

Contract Number Delivery Order Shipment Number Invoice Number

GE35F5237H WWE12CNOGF0101T  SAINVOICE SAINVOICE

Send More Email Notifications

Return I Pnie ﬂalel

Note: You have the capability to send more emails to users who are not in
the workflow or as listed on your contract; refer to “Adding Additional
Emails” section for a detailed procedure.
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Send More Email Notifications - Stand Alone Invoice

Introduction You have the capability to send WAWF emails to users who are not in the
workflow process but are interested in WAWF document updates.

Procedure Follow the steps below to add additional emails.

Step Action

1 Click “Send More Email Notifications.

[The Invoice has been submitted successfully.
It has been processed via EDI.

&

Contract Number Delivery Order Shipment Number Invoice Number

GS35F523TH WII12CNOEFO101  SAINVOICE SAINVOICE

Send More Email Notifications

Return | Page Hel

Result: “Initiator Email Distribution” screen opens.

2 Enter Additional email address.

i Wﬁ Area Workilow - =

Initiator Email Distribution

Bubmet | Betetn | Mmest | ®age Help)

5

Note: All emails that you have already established will appear. Your
options are “No Action”, “Send”, “Delete” or add new e-mail address.

Click Submit.

w

Confirm additional emails where sent.

4 Click Return.
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Chapter 3

Creating a Combo Invoice

Overview

Introduction
Receiving Report, within one document selection.

This lesson explains how to create two documents, an Invoice and a

The information you need to complete a document in WAWF comes from

your contract information and your knowledge of your bus

iness process.

Required fields in WAWF are denoted by an asterisk *. All other fields are
optional. If the contract or business process does not require additional

information; a user can leave the optional fields blank.

The Invoice Received Date (IRD) is date and time stamped
when invoice is created. This date also represents the start
Payment clock.

on the document
of the Prompt

Combo
Document flow

The flow of the stand alone invoice is demonstrated below.

WAWEF Functional Process Flow (COMBO Document)

efs

Combination Document

Local
Processing
Official

Initiator Inspector Acceptor

tional
(optional) (optional)

Pay Office

i —

Invoice

Create
Combination
Document Using
WAWF

eeeeeee

eeeeeeeeeeeeeeeeeeeee
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Overview, Continued

Learning
Objectives

In this section

After completing this chapter, you will be able to Create a Combo Invoice.

This section contains the following topics.

Topic See Page

Description of WAWEF Tabs - Combo 3-3

Entering Contract Information - Combo 3-5

The Header Tab - Combo 3-9

The Address Tab - Combo 3-10
The Discount Tab - Combo 3-11
The Mark For Tab — Combo 3-12
The Comments Tab - Combo 3-13
The Line Item Tab - Combo 3-14
The UID Tab (Construct 1) - Combo 3-17
The UID2 Tab (Construct 2) - Combo 3-24
Pack Tab - Combo 3-29
The Miscellaneous Amount Tab — Combo 3-33
Submitting the Document - Combo 3-37
Send More Email Notifications - Combo 3-39
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Description of WAWF Tabs - Combo

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 Combo document.

’_( Header Y Addresses Y Discounis Y Mark For T Commenis T Line liem Y Pack YMis::. Amuntﬂ

Description of
tabs

The table below describes each of the tabs found in WAWF.

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 you enter detail billing information based
(mandatory tab) upon your contracts line item information.

ACRN The ACRN Tab is for those contract that cite more than one acrn per clin
uiD UID is a new globally unique "part identifier" containing data elements

used to track DoD parts through their life cycle. UID Data is encoded
into Data Matrix symbols that are applied to parts using Direct Part
Marking processes (DPM). The DoD has moved to this transformation
technology to facilitate electronic data capture and transmission.

Continued on next page

Chapter 3 — Creating a Combo Invoice Page 3 - 3



Description of WAWF Tabs - Combo, continued

Description of tabs (continued)

Tab Name Description
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.
Pack The Pack Tab is used to enter Radio Frequency ldentification (RFID).

RFID is an automatic identification method, relying on storing and
remotely retrieving data using devices called RFID tags or transponders.
An RFID tag is a small object that can be attached to or incorporated
into a product, animal, or person. RFID tags contain antennas to enable
them to receive and respond to radio-frequency queries from an RFID
transceiver. Passive tags require no internal power source, whereas
active tags require a power. (For additional information regarding Pack,
click the following link: http://www.acq.osd.mil/log/rfid/index.htm.)

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. 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

Chapter 3 — Creating a Combo Invoice
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http://www.acq.osd.mil/log/rfid/index.htm

Entering Contract Information - Combo

Procedure
Follow the steps below to complete contract information.

Step Action

1 Logon to Wide Area Workflow.
2 Click on the [+] symbol next to Vendor section of the sub menu

in the left sidebar.

Home / Log Out

My Profile Maintenance
My Bole Maintenance
Add Additional Role

Password Maintenance

[x] Yendor

Result: Your drop down features will appear.
3 Click Create New Document

I ¥endor

Create Mew Document
Create Misc. Pay

View Yendor Documents

Access Bejected Receiving
Reports

Access Bejected Invoices

Result: Create New Document screen opens.

Continued on next page

Chapter 3 — Creating a Combo Invoice Page 3-5



Entering Contract Information - Combo, Continued

Procedure (continued)

Step

Action

4

Enter in all required fields. Enter fields if required per contract.
Everything that has an asterisk (*) is a required field.

Create New Document
= Required Fields

Contract Number * CAGE Code/Ext. =

Delivery Order
[F0360305C0050 |

Continue | Reset | Page Help |

[

Note: Although the Delivery Order field is optional in WAWF, it
may be required by your contract, if your contract has a delivery
order number you must enter it in the WAWF otherwise leave
field blank.

Click Continue.

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

e If the contract is located in the EDA system, then the WAWF
system will pre-populate certain location code fields
(DoDAAC/CAGE) on this document. If the contract is not in
EDA, you will have to enter the location codes manually.

Create New Document

" = Reqguired Fields

Contract Number Delivery Order Cpy ——
Microsoft Internet Explorer ﬂ

FO9E0305C0050 C :

Return | Res

The contract data is not available in Dol EDA,
Please enter contract information,

Continue | Click. the Return button to enter a different Contract Mumber

or continue creating the document.

Click OK.

Chapter 3 — Creating a Combo Invoice
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Entering Contract Information - Combo, Continued

Procedure (continued)

Step Action
7 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™

FO960305C0050 nHBS2 IfES?DD

I_in'l‘lil'lu& [ | I_Enturn [ | Reset | Page HaIEI

8 Click Continue.
Select Invoice and Receiving Report (Combo).

10 | Select your Inspection and Acceptance points according to your
contract.

Select Document to Create: *

O lnwaoice

Irvoice as 2-in-1 (Services Only)
Construction Payment Invoice
Cornmercial lterm Financing
Berformance Based Payment
Progress Payment

EReceiving Report

Irwoice and Receiving Report (Combo) Inspection: | Destination % | Acceptance: |Destination

O ® OO0 000 O0

Cost Woucher (FAR 52.216-7, 52.216-13, 52.216.14, 52.232-7)

Continue |  Return | Reset | Page Help)

Note:
It is important to review your contract to identify the
Inspection/Acceptance points.

Continued on next page
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Entering Contract Information - Combo, Continued

Procedure (continued)

Step

Action

10 note

NOTE -

FAR 46.503 PLACE OF ACCEPTANCE:

SOURCE Inspection or Acceptance points identifies government quality

assurance is performed prior to product shipment.

DESTINATION Inspection or Acceptance points identifies government

quality assurance is performed after product shipment.

OTHER permits the receipt of items at a location other than Source or
Destination. (example: 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.

11

Click Continue.

12

Enter in all required fields, if not pre-populated from EDA. Enter optional
fields if required per contract or business practice.

- "= lide Area Workflagn 3

Create New Document
I = Regured '—lelus.L-JlL- =YY MDD

Humbes Delivery Order  CAGE Code / Ext. Pay DsDAAC
WOIICHNIEFDI08  1M3WD HOo131

Con

lesug Date TesueDy DoDAAC Admin DeDAAC * Inspecilly DoDAAC / Ext. Mark For Code / Ext.
[Ex] Wwat1s

Ship Ta Code °/ Exr. Ship From Code | Ext. LPO DoDAAC | Ext,

HC1001

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

13

Click Continue.

Result: You are now on the Header Tab.
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The Header Tab - Combo

Procedure When creating a WAWF document, after you have filled out the Tabs on the
document you are interested in, you must return to the Header tab to click the
“Create Document.” Follow the steps below to complete Header Tab.

Step Action

1 Enter in all required fields. Enter optional fields if required per
contract.

Roquired Fiskds, Date = YyYYNWMDL

Documant Tatal:

Note The selection of the Services or Supplies radial button identifies
the commaodity being billed for. Select which one that applies.

2 DATES:
There are 3 ways to enter SHIPMENT or INVOICE dates:

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

Option 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.

Option 3: Use the HOT KEY for today’s date. Do this by
entering an asterisk (*) in the date field and then tab out of the
field. (SHIFT KEY and 8KEY)

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

3 Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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The Address Tab - Combo

Introduction Based on the routing Location Codes entered, WAWF pre-populates the
Address Information for each of the Location Codes in the document. From
the Addresses tab, the Vendor is afforded the opportunity to review and/or
change this Address Information. No matter what entries are made, there must
be at least a name of the organization/agency. The Cage Code information is
pulled from the CCR and DoDAAC information is pulled from the DAASC

sites.

Procedure Addresses can be updated by highlighting the address field and entering new
information. The updates will apply only to this document.

Step Action
1 Click on Address tab.

S m& Araa Workftagm ™

2 Review the address information.

3 Click on the next desired WAWF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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The Discount Tab - Combo

Introduction

WAWE allows Vendors to offer discounts on Invoices. Documents with

discounts are displayed with the Invoice number in red in the “View Vendor
Document” folder. The invoice number is also preceded with a "D".

Procedure Follow the steps below to add discounts.
Step Action
1 Click on the Discounts tab.
‘( Head Y Addresses Y Discounts | MarkFor ) C Y Lineltem Y  Pack  YMisc. Amounts)
Document Level Discount Terms:
iscount Percentage Due Days 7;:“
et Days 7;:“
Note; Based on the Pay Office selected you may have several
options. In this procedure, we will use “Discount Percentage” and
“Due Days”.
2 . ) 2 )
Click on the Add icon under Action.
3 Enter the “Discount Percentage” and “Due Days”.
Add Discount
" = Required Fields
Discount Percentage * Due Days *
1 % 10
Save Discount J Return | Pn!s ﬂ!lE'
4 Click Save Discount.
5 Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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The Mark For Tab — Combo

Introduction The Mark For page allows you to designate a specific party to whom the

shipment is being sent. This information may be as simple as a name or as
complex as routing instructions.

These fields are required if a Mark For DODAAC was entered previously.

Step Action

1 Type in additional shipping location or shipping instructions if required.

f Header Y Addresses Y Discounis Y Mark For Y Commenis T Line liem Y Pack “ﬂlilc. Amuunls-}

Mark For Information

Mark For Rep

Mark For Secondary

2 Click on the next desired WAWEF Tab to continue with the document OR

return to Header Tab to Create and Submit the WAWF document (See
“Submitting the Document”).
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The Comments Tab - Combo

Introduction The Comments tab is an optional tab which is typed free-form. You are
allowed up to 2000 characters per field. Comments become mandatory from
a user when a document is being rejected, or if an invoice is being created
after a final invoice or shipment has been indicated.

Procedure Follow the steps to enter comments.
Step Action
1 Click Comments tab.

[ Header | Addresses | Discounts | Mark For | Comments | Lineltem |  Pack “YMisc. Amounts)

Comments

Initiater Comments

Type comments here....

N

Type in comments (Up to 2000 characters).

Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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The Line Item Tab - Combo

Procedure  Follow the steps below to complete Line Item Tab (adding the CLIN).
* Navy Only: May need to enter a Navy "Authorized Accounting Activity"
(AAA) code that relates to the Ship To you entered on the Routing
Information form.
Only MOCAS and IAPS payments will receive an ACRN TAB. Complete
the ACRN Tab only if your CLIN/SLIN is funded by more than one ACRN.
Step Action
1 Select the Line Item tab.
2 Navy Invoicing Only: Click the AAA button under the “TOP” Action Icon.

o
CLIN/SLIN. &

All other Invoicing: Click the “BOTTOM?” Action Icon button to add

[ Header | Addresses | Discounts | MarkFor | C Y Line item |

Pack | Misc. Amounis)

Line Item Details:

At least one Line ltem is required.

AAA Actions
%ﬂ

Item No. Stock Part No. Type Oty. Shipped Unit UnitPrice Amount UID Actions
%ﬂ

Page Hel|
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The Line Item Tab - Combo, Continued

Procedure (continued)

Step

Action

3
required per contract.

Enter in all required fields as denoted with an asterisk. Enter optional fields if

Edit CLIN/SLIN

" = Required Fislds

em Mo, * Stack Part No_ *

330492

defines some of the fields.

number (DFAR Appendix F,
enter the word "none." If the
"Services."

these selections must be mad

code.

Unit Price is the price of the

—Baturs ) Eags pstp)

Oty. Shipped *
10

.........

Begin by adding each item into the CLIN/SLIN form. The following list

Item No. usually represents the CLIN/SLIN from the contract.

Stock Part No. is the National Stock Number (NSN) or non-catalog

block 16). If there is no Stock Part No.,
contract is for services, enter the word

Type is a drop-down box consisting of a variety of choices. One of

e.

Qty Shipped refers to the number of items represented by this line item.

Unit refers to the unit of measure correlating to this shipment. Use the
Units of Measure Table on your Vendor Menu to select the correct Unit

individual items. This price will be

multiplied to the Qty shipped to derive the Amount for the line.

Chapter 3 — Creating a Combo Invoice
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The Line Item Tab - Combo, Continued

Procedure (continued)

Step Action
4 Click Save CLIN/SLIN.
5 Add additional Line Item Numbers if necessary by repeating above steps.
(— Heaa Y Addresses " Discounts | MarkFor | C Y Line ltem | Pack _ YMisc. Amounts]

Line Item Details:

[t least one Line ltem is required

52 %0000 N F T

&

0001aa 1234667890123 FS 300 EA

Page Hel

BUBMIT.

Item Ho. Stock PartNo. Type Oty. Shipped Unit Unit Price Amount UID Actions

&

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

item number.

item number.

Notel: The sfsymbols you can click on to edit your previously entered line

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

the Document”).

6 Click on the next desired WAWEF Tab to continue with the document OR return
to Header Tab to Create and Submit the WAWF document (See “Submitting

Chapter 3 — Creating a Combo Invoice
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The UID Tab (Construct 1) - Combo

Introduction The Unique Identifier (UID) is a number that uniquely identifies tangible

items.
It provides asset accountability within the DoD Supply Chain.

Your items must include a Unique Identifier under the CLIN/SLIN if they
meet the DFARS 252.211.7003 requirements.

Contracts require DoD recognized unique identification (UID) for all property
items delivered to the Government if any one of these conditions is met:

e The acquisition cost (unit cost) is $5000 or more

o ltiseither a serially managed item, a mission essential item, a
controlled inventory piece of equipment, a reparable item, or a
consumable item

e Itisacomponent of a delivered item
e The program manager has determined that UID is required.

UID1 DoD UID1 DoD Construct 1 provides for serialization within the Enterprise
Construct 1 (agency or manufacturer). The UID will be a concatenation of:

e Issuing Agency code

e Enterprise ldentifier

e Serial Number.

UID2 - DoD UID2 DoD Construct 2 adds the part number to the concatenation. The UID
Construct 2 will be a concatenation of:

Issuing Agency Code

Enterprise Identifier

Original part Number or Batch/Number

Serial Number.

DoD The choices of GIAI, GRAI, ESN for cellular phones, VIN, and OTHER
Recognized allow for a commercial identifier to be used as a DoD recognized UID
UID Equivalent EQUIVALENT. It must meet these criteria:
S-Ig$g2fq” o e Must contain an enterprise identifier
WAWF) e Must uniquely identify an individual item within an enterprise,
product, or part number.
e Must have an existing Data Identifier (DI) or Application Idnetifier

(Al) listed in ANSI MH10.8.2.

Continued on next page
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The UID Tab (Construct 1) - Combo, Continued

Procedure

Step Action

1 The UID button is located within the Line ltem tab.
Click on the second Add Icon under the Actions column.

%ﬂ

[ Header

Y Addresses | Discounts | Mark For | Commenls | Line ltem |

Pack  |Misc. Amounts)

Line Iltem Details:

At least one Line ltem is required

ARA Actions
%ﬂ

Item No. Stock Part No. Type Qty. Shipped Unit Unit Price Amount UID Actions
%ﬂ

Page H0|B|

2 Complete all required fields on the Clin/Slin tab.

Once finished, do not click the “Save Clin/Slin” button.

CowsLin s TR
Edit CLIN/SLIN
* = Required Fields
Item No.~  Stock Part No. ™ dype = Qty. Shipped ~ Unit~  Unit Price =
ooo1 330492 WP -Wendor's (Seller's) Part Number ~ 10 EA $ 950
SDN ACRN GFE? Advice Code Amount
N [» ~ % |9.500.00

FYY

D Tiptiol

mmmmmmmm

S: Clinss| ) Return ] g H ]

Continued on next page
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The UID Tab (Construct 1) - Combo, Continued

Procedure (continued)

Step

Action

3

Click on the UID tab.

[cunstn Y uip [ MILSTRIF )

uID

" = Required Fields

Enterprise Identifier lssuing Agency Code UID Type Original Part Number Lot/Batch Actions

%.a
PIII ﬁalg'

I IMALL A AR FTIALL AR LARIZ TR AFRMEA AL AR AR AT IR TAR FAm = Ime e=e s

Next, click on the “Add” icon (beneath the Actions column).

%ﬂ

Result: The “Add UID” Screen appears.

Click on the drop down button for the UID Type box, to select
your DoD Construct type. (UID2-Construct type for this
instruction).

[ = Required Fields
uID Type * Issuing Agency Code *
UIDT - DoD Construct 1, Serialization within the Enterprise ~ ~
Original Part Number Enterprise Identifier *

Lot / Batch

Current Part Number Current Part Number Cost  Current Part Number Effective Date
WV MM/DD
Original Manufacturer Code Original Manufacturers 1D
~
At least one UID Number and Serial Mumber is required
UID Number Serial Number Actions Message
=

Save UID J Return Page Help J

Continued on next page
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The UID Tab (Construct 1) - Combo, Continued

Procedure (continued)

Step Action
6 Click on the Issuing Agency Code drop down to select your UID
format (Mandatory field).

Next, type in your company identifier in the Enterprise Identifier

field (Mandatory field).
" = Required Fields
UID Type * Issuing Agency Code *
UIDZ - DoD Construct £, Senalization with the Original Pan Number ¥|  D-CAGE Code N
Original Part Number * Enterprise Identifier *
M3
Lot/ Batch *

7 Fill in the Current Part fields, if using them.

Current Part Number Current Part Number Cost* Current Part Number Effective Date *
34324333 % cOnB/mer27
VY YYMMDD

Note: The Current Parts are optional fields, but once a Current
Part Number is entered, The Current Part Number Cost and
Current Part Number Effective Date fields become mandatory.
8 Click on the Original Manufacturer Code drop down to select

type.
Next, type in the Original Manufacturers ID in the field
provided.
Original Manufacturer Code Original Manufacturers |D *
D-CAGE Code v 76366

UID Number Serial Number Actions Message
%ﬂ

I_invn uiD | I_Bnturn | Page H"El

Continued on next page
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The UID Tab (Construct 1) - Combo, Continued

Procedure (continued)

Step Action
9 Click on the “Add” icon to add the UID Number and Serial
Number.
%ﬂ
See below
At least one LD Mumber and Serial Mumber is reguired.
UID Number Serial Numl Actions M

%.a
Save UID I Return I Pais ﬂalel

Results: The Add UID screen appears.
10 | Type in your UID Number and Serial Number in the provided
fields.

Next click the “Save UID” button.
Add UID

" = Required Fields
UID Number

D1h3W0E7 4436458

Serial Numher

674436468

Save UID | Return | Page Help |

Note: Your company creates the item’s UID Number. Itisa
concatenation of the following codes within the construct of
the UID Type:

e Issuing Agency Code,

e Enterprise identifier,

e Serial number

Dashes (-) and forward slashes (/) can be used in the UID
Number. Spaces are not allowed. Only letters, numbers and “-*,
are used.

Continued on next page
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The UID Tab (Construct 1) - Combo, Continued

Procedure (continued)

Step

Action

11

Results: The Add UID Overview screen appears.

Click the “Save UID” button again.

Add UID

" = Required Fields
uID Type * Issuing Agency Code *
UID1 - DoD Construct 1. Serialization within the Enterprise ~ D - CAGE Code ~

Qriginal Part Number Enterprise Identifier *

1RSSO
Lot/ Batch
Current Part Number Curremn t Part Number Cost * Curren t Part Number Effective Date *
34324333 23 2006/06/27
WYY AMAD D

Original Manufacturer Code Original Manufacturers 1D

D - CAGE Code ~ 76366

er and Serial Number is required

UID Numbe Serial Number Actions Message
D1 M3WVWOET 4436458 E7AAIE455 i
=
Save UID ) __Return J _Page Help )

Result: You are returned to the previous page.

Note: You may continue entering the UID numbers and serial

number for each item within this Enterprise Identifier by clicking

on the “Add” icon.

12

When all UID Numbers and Serial Numbers have been added,
click the “Save UID” button.

Results: You are returned to the original UID page.
|

CLIN/SLIN | uiD [ MILSTRIF )

" = Required Fields
Enterprise ldentifier Issuing Agency Code Type Original Part Numher Actions
T30 D uiD1 4202432 2
Lot/ Batch Current Part Number Current Part Numher Cost Current Part Effective Date
001470009423 555326490 % 200608122
Original Manufacturers Code Original Manufacturers 1D
D 54758

UID Number Serial Number

DIMIVOE7 4436455 674436458

%ﬂ
Flie HB|E|

Chapter 3 — Creating a Combo Invoice
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The UID Tab (Construct 1) - Combo, Continued

Procedure (continued)

Step Action

13 To add additional UID numbers for each item, click on the “Add”
%ﬂ

icon under the Action column and repeat the above steps.

14 | Click on the CLIN/SLIN Tab and it will take you back to the CLIN
data.

The rest of the tabs on the form will appear. You can now select
another Tab to continue completing your WAWF document.
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The UID2 Tab (Construct 2) - Combo

Introduction UID2 - DoD Construct 2 adds the part number to the concatenation. The
UID will be a combination of the Issuing Agency Code, enterprise Identifier,
Original part Number or Batch/Number, and Serial Number.

Procedure Follow the steps below to complete the UID tab.
Step Action
1 To locate the UID button, Click on the Line Item Tab.

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

Line Item Details:

Al least one Line Item is required

AAA Actions
%&

ltem No. Stock PartNo. Type Oty. Shipped Unit Unit Price Amount UID Actions
%ﬂ

PaEa ﬂelm

Click on the BOTTOM “Add” icon under the Actions column.
%ﬂ

Complete all required fields on the Clin/Slin tab.
Once finished, do not click the “Save Clin/Slin” button.

= Required Fiekds

Itom Na, * Stock Past Na, " Type * Qty. Shipped * Unit* Unit Prics *
||||||| 30492

nnnnnnnn

Continued on next page
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The UID2 Tab (Construct 2) - Combo, Continued

Procedure (continued)

* = Required Fields

MR AR A AL AT R A S IR

Step Action
4 Click on the UID tab.
I = n—
[ cUINSLIN Y uiD | MILSTRIP |
uiD

Enterprise |dentifier Issuing Agency Code UID Type Original Part Number Lot/ Batch Actions

A AP A Al AR

%ﬂ

AR LA I A A P e A e

%ﬂ

5 Next, click on the “Add” icon under the Actions column .

Result: The “Add UID” Screen appears.

instruction).

6 Click on the drop down button for the UID Type box, to select
your DoD Construct type. (UID2 —Construct type for this

format (Mandatory field).

field (Mandatory field).

7 Click on the Issuing Agency Code drop down to select your UID

Next, type in your company identifier in the Enterprise Identifier

Add UID
" = Required Fields

UID Type *

Original Part Number *

Lot/ Batch *

UIDZ - DoD Construct £, Senalization with the Original Pan Number v

Issuing Agency Code *
D - CAGE Code N
Enterprise Identifier *

M3

Chapter 3 — Creating a Combo Invoice
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The UID2 Tab (Construct 2) - Combo, Continued

Procedure (continued)

Step Action
8 Fill in either the Original Part Number or the Lot/Batch fields.

= REYUTELFIEIUS

UID Type * Issuing Agency Code *

D2 - Dol Construct 2, Serialization with the Original Fart Mumber ¥ D-CAGE Code b

Original Part Number Enterprise ldentifier *

TMIWD

Lot/ Batch *
4202435

9 Fill in the Current Part fields, if using them.

Current Part Number Cost* Current Part Number Effective Date *

2006106727

34324333 23
Y YMMIDD

Current Part Number

Note: The Current Parts are optional fields, but once a Current
Part Number is entered, The Current Part Number Cost and
Current Part Number Effective Date fields become mandatory.

10 Click on the Original Manufacturer Code drop down to select
type.

Next, type in the Original Manufacturers ID in the field
provided.

Current Part Number Cost* Current Part Number Effective Date *

206/06/27

Current Part Number

34324333 23

YYYYMMIDD
Original Manufacturer Code Original Manufacturers 1D *
I CAGE Code v 76366

At lanet ane LN Kurmbar and Sarial Mumbar is ramnirad

Continued on next page
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The UID2 Tab (Construct 2) - Combo, Continued

Procedure (continued)

Step

Action

11

Click on the “Add” icon to add the UID Number and Serial Number.

At least one UID Number and Serial Number is required.

UID Number Serial Number Actions Message
%ﬂ
Save UID ' Return ' Pnis HB|E|

Results: The Add UID screen appears.

12

Type in your UID Number and Serial Number in the provided fields.
Then click the “Save UID” button.

Note: Your company creates the item’s UID Number. Itisa
concatenation of the following codes within the construct of
the UID Type:
. Issuing Agency Code
. Enterprise identifier
. Serial number

Original Part number or Batch number

Dashes (-) and forward slashes (/) can be used in the UID
Number. Spaces are not allowed. Only letters, numbers and
are used.

13

Results: The Add UID REVIEW screen appears.

Add UID

" = Required Fields

UID Type * Issuing Agency Code *
UID2 - DoD Construct 2, Serialization with the Original Pan Nurmber - D - CAGE Cods -
Original Part Number Enterprise Identifier *

130
Lot/ Batch *

4202435

Current Part Number Current Part Number Cost* Current Part Number Effective Date *

2006/06/27
WYYV MM/DD

34324333 23

Original Manufacturer Code Original Manufacturers 1D
D - CAGE Code ~ 76366
At least one UID Number and Serial Mumber is required
UID Number Serial Number Actions Message
D1M3VW0420243567 4236458 B74436458 Fail
=

Save UID J _ Return | Page Help|

Click the “Save UID” button again.

Continued on next page
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The UID2 Tab (Construct 2) - Combo, Continued

Procedure (continued)

Step

Action

14

Results: You have completed the UID tab of the document.

(T cLiNiSLIN Y uiD. Y _MILSTRIP )
UiD

" = Required Fields

Enterprise ldentifier Issuing Agency Code Type Original Part Number Actions
T D uiD2 ZM
Lot / Batch Current Part Number Current Part Number Cost Current Part Effective Date
4202435 34324333 23 2006/06/27
Original Manufacturers Code Original Manufacturers 1D
D TB36E

UID Number Serial Number

D13W04 20243567 4436455 B7 4436458

15

When you are ready to complete the rest of the WAWF document tabs,
Click on the CLIN/SLIN Tab and it will take you back to the
CLIN data.

16

Once you’ve finished completing the CLIN data, click the
“Save CLIN/SLIN” button.

The rest of the tabs on the form will appear.

17

Click on the next desired WAWF Tab to continue with the document OR
return to Header Tab to Create and Submit the WAWF document (See

“Submitting the Document™).

Chapter 3 — Creating a Combo Invoice
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Pack Tab - Combo

Introduction The Pack Tab is used to enter Radio Frequency Identification (RFID). RFID
IS an automatic identification method, relying on storing and remotely

retrieving data using devices called RFID tags or transponders. An RFID tag
is a small object that can be attached to or incorporated into a product, animal,
or person. RFID tags contain antennas to enable them to receive and respond
to radio-frequency queries from an RFID transceiver. Passive tags require no
internal power source, whereas active tags require a power. (For additional
information regarding Pack, click the following link:
http://www.acq.osd.mil/log/rfid/index.htm.)

Procedure Follow the steps below to add Pack data.
Step Action
1 Click Pack tab.

’_[' Header | Addresses | Discounts | MarkFor | Comments | Lineitem |  Pack  |Misc. Amounts)

]
Click on the Add icon = under Action.

Result: Pack Data screen opens.

Enter “Package ID” and select “Package Type”.

= -

ide Arga Workflowm ™ . =

[~ Header Y Addresses | Discounts | Mark For | Comments | Lineltem |  Pack (Misc. Amounts

Pack Data

™ Pack Later Pack CLIN |
Package ID Package Type Action
[EFABCD0192837465 FFID = BX

Plis Hnlgl %

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

Note: The package ID for type, RFID, must have a length of exactly
16, 24, 32 or 64.

Chapter 3 — Creating a Combo Invoice
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http://www.acq.osd.mil/log/rfid/index.htm

Pack Tab - Combo, continued

Procedure (continued)

Step Action
4 . i
Click the Save icon i
Note: Selecting the Add Pack ID to Pack icon within the box
represents placing another container inside that box.
Pack Data
I Back Later _Pack CLINJ
ot o e
Package ID Package Type Action
EFABCD0192949576 RFID IO
=
Note: Selecting the Add Package 1D icon outside the box
represents putting another container beside the initial container.
5 Click Pack CLIN.
Result: CLIN/SLIN Data screen opens
6 . : 3 .
Click on the Add icon = under Action.
CLIN/SLIN Data
* = Required Fields
[
Item No. Stock Part No. uip Qty. Shipped Total Qty. Packed Difference Actions
0001 aa 1234567890123 M 300 o 300
a
Continue Page Help |
UPON COMPLETION OF WORK IN THIS AREA, CLICK ON THE SUBMIT BUTTON TO UPDATE THE PACK STRUCTURE.

Chapter 3 — Creating a Combo Invoice
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Pack Tab - Combo, continued

Procedure (continued)

Step

Action

7

Enter “Quantity Packed”.

CLIN/SLIN Data

* = Required Fields

Item No. Stock Part No. Ui Qty. Shipped Total Qty. Packed Difference Actions
0001aa 1234667890123 M 300 1} 300
Package ID- Type Quantity Packed Actions
EFABCD(192837465 - RFID = 1 =B
b ¥

Continue | Page Help |

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

Click the Save icon

Click Continue.

CLIN/SLIN Data

"= Required Fields

Item No. Stock Part No. uip Qty. Shipped Total Qty. Packed Difference Actions
000123 1234567890123 N 300 1 299
Package ID Package Type Quantity Packed Actions
EFABCD0192837 465 RFID 1 Fai|
Continue | Page Help | [%

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

Chapter 3 — Creating a Combo Invoice
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Pack Tab - Combo, continued

Procedure (continued)

Step Action
10 If no other pack data needs to be entered, you are finished with the
Pack Tab.
[~ Header | Addresses Y Discounts | Mark For | Commen ts Y Lineltem Pack “[Misc. Amounts)
Pack Data
I Pack Later _Pack CLINJ
Package ID Package Type Action
EFABCDN192837455 RFID Faik-)
CLIN Quantity
0001aa 1
K =
Page Help |
HPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE
HEADER TAB TO SUBMIT.

NOTE: To add packaging information after document creation,
go to the Pack Data page that shows the Pack tab, and select
“Pack Later” check box. The document will be displayed in the
Vendor’s “View document folder” with an Add link under the
Pack column.

11 | Click on the next desired WAWF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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The Miscellaneous Amount Tab — Combo

Introduction

Procedure

The Miscellaneous Amounts tab is where the Vendor invoices for fees

authorized per the contract but are not clin-level funded.

Follow the steps below to add Miscellaneous amounts.

Step Action

1 Click on the Misc Amounts tab.

Result: Miscellaneous Amounts screen opens.

]
Click on the Add icon = under Misc Allowance Action.

Header Addresses Discounis

Mark For Y Comments | Line ltem |  Pack Y Misc. Amounts

Miscellaneous Amounts
Misc. Fee Misc. Fee Amount Actions

B

Misc. Allowance Misc. Allowance Amount Actions

[

Tax Tax Amount Actions

B

Result: Add Misc. Allowance screen opens.

Chapter 3 — Creating a Combo Invoice
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The Miscellaneous Amount Tab — Combo, Continued

Procedure (continued)

Step Action

3 Select the Misc Fee that applies to your contract. Description will
populated based on selection. In this example we are using
transportation charges.

Add Misc. Fee
" = Reguired Fields

Misc. Fee * Misc. Fee Price *

1760 - TRANSPORT DIRECT BILLING CHARGE Rk

Description *

TERANSPORT DIRECT BILLING CHARGE

_Save Misc. Fee |  Return | Page Help |

Note 1: The Pay Office DODAAC selected determines which
options are available.

Continued on next page
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The Miscellaneous Amount Tab — ComboContinued

Procedure (continued)

Step Action
4 Type in your allowed transportation charges.

Add Misc. Fee
" = Required Fields

Misc. Fee * Misc. Fee Price *

(1260 - TRANSPORT DIRECT BILLING CHARGE | % [75.00

Description *

TRANSPORT DIRECT BILLING CHARGE

_Save Misc. Fee |  Return | Page Help|

5 Click Save Misc. Fee.

Continued on next page
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The Miscellaneous Amount Tab — Combo continued

Procedure (continued)

Step

Action

6 Add additional MISC Amounts if necessary.

[~ Header ) Addresses Y Discounts | Mark For | Commen ts Y Lineltem |  Pack YMisc. Amounts]_°

Miscellaneous Amounts

Misc. Fee Misc. Fee Amount Actions

1260 s75.00 £ T

Misc. Allowance Misc. Allowance Amount Actions

entered line item number.

entered line item number.

Notel: The i?symbol you can click on to edit your previously

Note 2: The Msymbol you can click on to delete your previously

7 Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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Submitting the Document - Combo

Procedure Follow the steps below to finish the process of creating your document in

WAWE.

Step Action

1 Click on the Header tab after entering all the information.

2 Scroll down to down of the screen. Click Create Document.

| Tross Werht. roes Shippeng Vo THE werah i poureds Ty,

Lr Hasdar Y Y Discounts Y MarkFer Y Y Line tem | Pack _ JMiss. Ameunis)

Data Capture - Invoice and Receiving Report (Combo)
' = Required Fialds, Date = YWY iMADD

Contract Number Dalivery Order  lssus Date Inspection Point Acceptance Paint

GEIFEATH WO 2CNIGFODY ] ] @ Supples O Senqces
shi Ha.* Shipment Date®  Estim. EM3 Estimated Delivery Date lival ; Timeoi » Dl
Shipment No. hipment Date”  Estim. Shipment? imated Delivery Date linvoice Ho. meaice Date’ Ivelca?
COME0 eo0sm7ina [EL) N~ zo0sm7/na  [ELH) COMBO zo0s0709 [BR] (W=
Governmant B L Mumber I Grmﬂolm FoB
s =

First Line Haul Mode Document Totalk:

“ 5000

Currency Code

USD =

Greats Documant) _ faturs | Pags Halp)

Result: The Created Invoice screen opens.

5 Verify information is correct.

On the Header Tab, scroll down to the bottom of screen. Clic

(N S T T oo
INVOICE
* = Required Fialds
Balivary Onder [

WO ICNIEFDID

vadcs Dare Fimal lwolce Tvaice Recelved Date
o, 0w,
Tatal
4,000 00
0
8,000 00
Shipment Dats Final Shipient

Adiindsteind By
DoDAAC: W11

Mame: XR WERE ACA HOOD
Paymam Offieial

DaDAAC: HOBIT

Hams: [ISA BHTERNAL SUPPORT BRANCH Mann: DFAS CO LCO

Note: Attachments are added PRIOR to clicking “Submit”. If you are adding
attachments, refer to “Adding an Attachment™ section for a detailed procedure.

k Submit.

Continued on next page
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Submitting the Document - Combo, Continued

Procedure (continued)

Step Action

6 The Receiving Report screen appears next.

Verify the information is correct.

RECEIVING REPORT

* = Required Fields

Contract Number Dalivery Order Issue Date.

GEISFEIITH WIHZCNOGFOI0

Shipment Humbes Shipment Date Final & Paint Palnt

COMBO 20060708 N o o

B/L Humber TCH First Line Haul Mode Gross Weight
of Danail Lavel Inf

1 CLINAELINS)

Invaico Humbar Invaics Date

COMBD SO0BAI7 AF

Adiminkstored By
DaDAAC: WI1151

R WEBE ACA HOOD
Payment Official

DoDAACT HOD111
Hame: DISA INTERNAL SUPPORT DRANCH Hame: DFAS CO LCO

Bubmit | _ Betern J __Brint__ | Pags Halp]

ORO7 A

ted Delivery Date

FOB

Note: Attachments are added PRIOR to clicking “Submit”. If you are adding
attachments, refer to*“Adding an Attachment” section for a detailed procedure.

On the Header Tab, Scroll down to the bottom of screen. Click Submit.

Send More Email Notifications

[The Invoice and Destination Inspecilon and Accept Receiving Report has been submitted successfully.
Contract Number Delivery Order  Shij t Numt Invoice N
GS35F5237H WS12CNOBFO101  COMBO COMBO

section for a detailed procedure on next page.

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

Note: You have the capability to send more emails to users who are not in the
workflow or as listed on your contract; refer to “Adding Additional Emails”
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Send More Email Notifications - Combo

Introduction

Procedure

You have the capability to send more emails to users who are not in the

workflow or as listed on your contract.

Follow the steps below to add additional emails.

Step Action

1 Click “Send More Email Notifications.

Result: “Initiator Email Distribution” screen opens.

2 Enter Additional email address.

i = Ei% Arga Workflowm -

il

Initiator Emall IMstribution

dickiEdocol com
dickb] @prodigy net
syl granis(@mca pes & o ©

ks s e Bt e sAamal il addredsss
ey

Submit | Batarn J Resul J Page u-lgl

L_'

mail address.

Click Submit.

Note: All emails that you have already established will appear.
Your options are “No Action”, “Send”, “Delete”” or add new e-

Confirm additional emails where sent.

w

4 Click Return.
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Overview

Introduction

Definition

2-in-1
Workflow

Chapter 4

Creating a 2-in-1 Invoice

This lesson explains how to create an Invoice 2-in-1, which is a single
WAWEF document that serves as both an invoice and a receiving report.

The information you need to complete a document in WAWF comes from
your contract information and your knowledge of your business process.

Required fields in WAWF are denoted by an asterisk *. All other fields are
optional. If the contract or business process does not require additional

information; a user can leave the optional fields blank.

The Invoice Received Date (IRD) is applied at the time the Invoice 2n1 is
created. This date also represents the start of the Prompt Payment clock.

If your government customer is DCMA, the Invoice 2-in-1 (Services Only)
can only be used for service contracts only. If your government customer is
other than DCMA, you have the option of using the Invoice 2-in1 document

for services or supply invoicing.

The Invoice 2-in-1 creates a single Invoice/Receiving Report from one
data entry session. The document is routed from the Vendor to the
Acceptor, then to LPO if there is one, before it ends at the Payment Office.

An Inspector can be included in the workflow.

WAWF Functional Process Flow 2n1 Document t ‘

2-n-1 Document
(Similar to EDI 857)

Local

Initiator Inspector Acceptor Processing Pay Office
Official

(optional) (optional)

wwwwwwwwwwwwwwwwwwwwwwww
eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee

Create 2-n-1
Document Using
WAWF
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Overview, 2-in-1 Continued

Learning
Objective

In this section

After completing this chapter, you will be able to Create a 2-in-1 document in

WAWE.

This section contains the following topics.

Topic See Page
Description of WAWE Tabs - 2-in-1 4-3
Entering Contract Information - 2-in-1 4-4
The Header Tab - 2-in-1 4-8
The Address Tab - 2-in-1 4-9
The Discount Tab - 2-in-1 4-10
The Comments Tab - 2-in-1 4-11
The Line Item Tab - 2-in-1 4-12
The MILSTRIP Tab - 2-in-1 4-14
Miscellaneous Amount Tab - 2-in-1 4-17
Submitting the Document - 2-in-1 4-21
Send More Email Notifications - 2-in-1 4-24
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Description of WAWF Tabs - 2-in-1

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.

’_( Header Y Addresses Y Discounis Y Mark For T Commenis T Line liem Y Pack YMis::. Amuntﬂ

Description of ~ The table below describes each of the tabs found in WAWE.
tabs

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.

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

Line Item The Line Item Tab is where you enter your detail billing information

(mandatory tab) based upon your contracts line item information.

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. 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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Entering Contract Information - 2-in-1

Procedure Follow the steps below to complete contract information.

Step Action

1 Logon to Wide Area Workflow.
2 Click on the [+] symbol next to Vendor section of the sub menu

in the left sidebar.

Home / Log Out

My Profile Maintenance
My Role Maintenance
Add Additional Role
Password Maintenance

[+] Yendor

Result: Your drop down features will appear.
3 Click Create New Document.

I Yendor

Create New Document
Create Misc. Pay

View Vendor Documents

Access Rejected Heceiving
Reporis

Access Rejected Invoices

Result: Create New Document screen opens.

Continued on next page
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Entering Contract Information - 2-in-1, Continued

Procedure (continued)

Step

Action

4

Enter in all required fields. Enter optional fields if required per
contract. Everything that has an asterisk (*) is a required field.

= Reguired Fields

Create New Document

IFDBEDSDECDDED

Contract Number * Delivery Order

Continue | Reset || Pai& HB|E|

[n

CAGE Code/Ext. =

Note: Although the Delivery Order field is optional in WAWF,
If your contract has a delivery order number you must enter it

in WAWF otherwise leave field blank.

Click Continue.

e |f contract is not in EDA or you incorrectly entered the
contract number, an alert box will appear.

e |f the contract is located in the EDA system, then the
WAWEF system will pre-populate certain location code
fields (DODAAC/CAGE) on this document. If the
contract is not in EDA, you will have to enter the location

codes manually.

Create New Document

" = Required Fields

FOSR03056C0050 C :

Continue | Return | Res

Contract Number Delivery Order (g -
Microsoft Internet Explorer

The contract data is not available in Dol EDA,
Please enter contrack information,

Click the Return button to enter a different Contract Number

or continue creating the document.

Click OK.
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Entering Contract Information - 2-in-1, Continued

Procedure (continued)

Step

Action

7

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™

FOSR0305C0050 OHEA2 IfES?DD

Continue | Return | Regset | Plis }jalgl

I

Click Continue.

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

5 "m Arga Workflogn =~ . =

Create New Document
[" = Required Fields

Contract Numbes Delivery Order  CAGE Code / Ext. Pay DoDAAC

FUSSUASCOUS0 [ F25700
Snarch Far:
Invoice No.
I~ Template [
& Agtive Documents  © Archived Documents

Select Document to Create; ™

~ |roice

Inice a5 Zin1 (Senvices Only)
Con

tion Payment [rvoice

Commercial hor Financing

Paramanca Based Paymont

Recening Repon

Irrecs

"

[ ol

C

C

T Pragmss Payment
N

s and Rrecuiving Repart (Combo)
-

Cout Mowcher (FAR 52.216-7, 52 216-13, 52 216,14, 52 232.7)

Gantinua | _ Feturs | _ Rasst | Pags Haip)

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 ste

2. Create a 2-in-1 from template; refer to “Creating a
Document Using a Template” section for a detailed procedure.

p nine).

10

Click Continue.
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Continued on next page

Page 4 -6



Entering Contract Information - 2-in-1, Continued

Procedure (continued)

Step Action
11 | Enter in all required fields, if not pre-populated from EDA. Enter
optional fields if required per contract.

Create New Document
" = Required Fields, Date = Y¥YYYMMWMIDD

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

FO8E0305C0050 OHES2 F25700

Issue Date IssueBy DoDAAC Admin DoDAAC * InspectBy DoDAAC / Ext.
| | [HCT001 1 |

Service Acceptor =/ Ext. Ship Erom Code / Ext. LPO DoDAAC / Ext.
[fug417 | | | | |

Document Selected:

Invaice as 2-in-1 (Services Only)

Continue | Return | Regset | 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.

12 | Click Continue.

Result: You are now on the Header Tab
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The Header Tab - 2-in-1

Procedure Follow the steps below to complete Header Tab.
Step Action
1 Enter in all required fields. Enter optional fields if required per

contract. Everything that has an asterisk (*) is a required field

|~ Header

Data Capture - Invoice 2-in-1 {(Services Only)

I' = Required Fields, Date = YYYY/MM/DD [%
Contract Number Delivery Order Issue Date
FO960305C0050
Shipment No. Shipment Date  Final Shipment? Invoice No.* Invoice Date* Einal Invoice?
N [osEni [zo0s /08117 I
Document Totali
$0.00

Create Documentj _ Return | Page Help |

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

DATES:
There are 3 ways to enter SHIPMENT or INVOICE dates:

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

Option 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.

Option 3: Use the HOT KEY for today’s date. Do this by
entering an asterisk (*) in the date field and then tab out of the
field. (SHIFT KEY and 8KEY)

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

Result: Header information complete.

Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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The Address Tab - 2-in-1

Introduction Based on the routing Location Codes entered, WAWF pre-populates the
Address Information for each of the Location Codes in the document. From
the Addresses tab, the Vendor is afforded the opportunity to review and/or
change this Address Information. No matter what entries are made, there must
be at least a name of the organization/agency. The Cage Code information is
pulled from the CCR and DoDAAC information is pulled from the DAASC

sites.

Procedure Addresses can be updated by highlighting the address field and entering new
information. The updates will apply only to this document.

Step Action
1 Click on Address tab.

S m& Araa Workftagm ™

Review the address information

3 Click on the next desired WAWF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).

N
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The Discount Tab - 2-in-1

Introduction WAWEF allows Vendors to apply discounts to Invoices during document
creation. These discounts are at the Document level and not the Line Item
level. Documents are displayed with the Invoice / Invoice Received date in
red and are preceded with a "D," when a discount amount or discount
percentage entered, is greater then zero.

Procedure Follow the steps below to add discounts.
Step Action
1 Click on the Discount tab.

B

__Headar | Addrassss § Discounts | Gomments | Line item YMisc. Amaunts]

Document Level Discount Terms:

Discount Porcontage Due Days  Actions

%‘

Dscount Amasunt Dscount Date  Actions

=4

Het Days Actions
=)

Fags Help|

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

Note; Based on the Pay Office selected you may have several
options. In this procedure we will use “Discount Percentage” and
“Due Days”.

]
Click on the Add icon = under Action.

Enter the “Discount Percentage” and “Due Days”.

Add Discount

" = Required Fields

Discount Percentage * Due Days *

1 % 10

Save Discount J Return | Pn!s ﬂ!lE'

Click Save Discount.
Result: Document Level Discount Terms screen opens.

Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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The Comments Tab - 2-in-1

Introduction The Comments tab is an optional tab which is typed free-form. You are
allowed up to 2000 characters per field. Comments become mandatory from
a user when a document is being rejected, or if an invoice is being created
after a final invoice or shipment has been indicated.

Procedure Follow the steps to enter comments.
Step Action
1 Click Comments tab.
i — = Wide Area Workflowr = 4
Header Addresses Discounts Mark For | Ci Y Line item Y  Pack Misc. Amounts
Comments

Initiator Comments

Page Help '

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

N

Type in comments (Up to 2000 characters).

3 Click on the next desired WAWF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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The Line Item Tab - 2-in-1

Procedure

Chapter 4 — Creating a 2-in-1 Invoice

Follow the steps below to complete Line Item Tab (adding the CLIN).

* Navy Only: May need to enter a Navy "Authorized Accounting Activity"
(AAA) code that relates to the Ship To you entered on the Routing
Information form.

Only MOCAS and IAPS payments will receive an ACRN TAB. Complete
the ACRN Tab only if your CLIN/SLIN is funded by more than one ACRN

Step Action
1 Click Line Item tab.
2 Navy Invoicing Only: Click the AAA button under the “TOP”
Action Icon.
All other Invoicing: Click the “BOTTOM?” Action Icon button
[
to add CLIN/SLIN. G
If Header Y Addresses Y Discoun its Y Commen ts Y
Line Item Details:
At least one Line ltem is required
ADA Ac;ns
tem No. loc% art No. ype Oty. Shipped nit nit Price mount 7cl|l;:s
Page HQIBI
Result: The Add CLIN/SLIN screen opens.
3 Enter in all required fields. Everything that has an asterisk (*) is a

required field (please refer to your contract).

............

..........

.....

_mmrs Stnca 8 Wsters ) fsws stesed

Click Save Clin/Slin.

Continued on next page
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The Line Item Tab - 2-in-1, Continued

Procedure (continued)

Step Action
4 Add additional line items (up to 250 per document) by repeating
above steps.

{ Header | Addresses ) Discounts | Comments | Line Item |Misc. Amounts)]

Line Iltem Details:

At least one Line Item is required

AAA Actions
%ﬂ
Item No. Stock Part No. Type Oty. Shipped Unit Unit Price Amount Actions
000144 903802 MG 23 EA $3,000 $1384,000.00 £ 1
%ﬁ
P-Es ﬂeIEl

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

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

5 Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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The MILSTRIP Tab - 2-in-1

Introduction 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.

Procedure

Follow the steps below to add MILSTRIP information.

Step

Action
1 Click Line Item tab.

(_  Header

Y Addresses | Discounts | Comments | Line Item

[Misc. Amounts)

Line Item Details:

At least one Line ltem is required.

AAA Actions
%ﬂ
Item No. Stock Part No. Type Oty. Shipped Unit Unit Price Amount Actions
e B

pli! ﬂalE '

]
Click on the Add icon = under the “Second” Action column.

Result: Several tabs will appear.
3 Click MILSTRIP tab.

CUIRMLIN | MILETme

Bdd CLIN/SLIN
F = Required Fields

Pem Mo, ®  Stack Part N,

Continued on next page
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The MILSTRIP Tab - 2-in-1, continued

Procedure (continued)

Action

Step
4

]
Click on the Add icon = under Action.
Result Add MILSTRIP screen opens.

[ CLIN/SLIN | MILSTRIP |

MILSTRIP
" = Required Fields

Milstrip Oty. Actions

%ﬂ

Milstrip No.

Enter “MILSTRIP No” and “MILSTRIP Qty”.

Bdd Milstrip

= Required Fields

Milstrip No. * Milstrip Oty. =

(1234 |

Save Milstrip . Return l P-gauolel

6 Click Save MILSTRIP.
7 Click CLIN/SLIN tab
|
[T CLIN/SLIN | MILSTRIP |
MILSTRIP

" = Reqguired Fields

Milstrip No. Milstrip Oty. Actions

23 £ W
%ﬂ

1234

Pa!e l:lolE|

Continued on next page
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The MILSTRIP Tab - 2-in-1, continued

Procedure (continued)

Step

8

Action
Add additional Line Item Numbers if necessary by repeating steps
2-4.
|
[~ Header

Line Item Details:

At least one Line ltemn is required

ARA Actions
=
Item No. Stock Part No. Type Oty. Shipped Unit Unit Price Amount Actions
ooo1 1234567 WP 23 EA 150 §3 450.00 Z M
=3
PIEB ﬂolgl

Notel: The fsymbol you can click on to edit your previously

entered line item number.

Note 2: The Wsymbol you can click on to delete your previously

entered line item number.

Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the

WAWEF document (See “Submitting the Document”).
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Miscellaneous Amount Tab - 2-in-1

Introduction The Misc. Amounts tab is used when the Initiator bills for items authorized in
the contract, but are not funded at the CLIN level. Some example of Misc
charges are transportation and authorized taxes.

Procedure Follow the steps below to add Miscellaneous Amounts.

Step Action
1 Click on the Misc Amounts tab.

Result: Miscellaneous Amounts screen opens.

]
Click on the Add icon = under Misc Fee Amount Action.

(~ Header | Addresses " Discounts | Commen ts Y Lineitem ) Misc. Amounis]

Miscellaneous Amounts

Misc. Fee Misc. Fee Amount Actions
&

Wisc. Allowance Misc. Allowance Amount Actions
B

Tax Tax Amount Actions
=

Page Hell

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

Result: Misc. Fee screen opens.

Continued on next page
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Miscellaneous Amount Tab - 2-in-1, Continued

Procedure (continued)

Step Action

3 Select the Misc. Fee that applies to your contract. Description will
populated based on selection. In this example we are using
transportation charges.

Add Misc. Fee
" = Reguired Fields

Misc. Fee * Misc. Fee Price *

1760 - TRANSPORT DIRECT BILLING CHARGE Rk

Description *

TERANSPORT DIRECT BILLING CHARGE

_Save Misc. Fee |  Return | Page Help |

Note 1: The Pay Office DODAAC selected determines which
options are available.

Continued on next page
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Miscellaneous Amount Tab - 2-in-1, Continued

Procedure (continued)

Step Action
4 Type in your allowed transportation charges.

Add Misc. Fee
" = Required Fields

Misc. Fee * Misc. Fee Price *

(1260 - TRANSPORT DIRECT BILLING CHARGE | % [75.00

Description *

TRANSPORT DIRECT BILLING CHARGE

_Save Misc. Fee |  Return | Page Help|

5 Click Save Misc. Fee.

Continued on next page
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Miscellaneous Amount Tab - 2-in-1 continued

Procedure (continued)

Step

Action

6

Add additional MISC Amounts if necessary.

|
[ Header | Addresses | Discounis | Commenis | Line ltem | Misc. Amounts|

Miscellaneous Amounts

Misc. Fee Misc. Fee Amount Actions

1260 g7eo0 Z

Misc. Allowance Misc. Allowance Amount Actions

%ﬂ

Tax Tax Amount Actions

%ﬂ

Paie ﬂalel

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

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

Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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Submitting the Do

cument - 2-in-1

Procedure Follow the

steps below to submit the 2-in-1 invoice.

Step |

Action

1

Click on the Header tab after entering all the information.

2

Scroll down to the bottom of screen. Click Create Document.

| Addresses | Discounts | Comments | Line ltem | Misc. Amounts]

Header

Data Capture - Invoice 2-in-1 (Services Only)

" = Required Fields, Date = YYYYMMIDD

Contract Number Delivery Order  Issue Date

(G835F5237H W912CNOGFO101

Shipment No. Shipment Date  Einal Shipment? Invoice No.* Invoice Date* Einal Invoice?
2006/07117 N~

238094 200607117 N v 235094

Currency Code

USD «

Create Document]  Return | Page Help|

Result: The Created 2-in-1 screen opens.
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Submitting the Document - 2-in-1, Continued

Procedure (continued)

Step | Action

3 Verify information is correct.

Note: Attachments are added PRIOR to clicking “Submit”. If

you are adding attachments, refer to “Adding an Attachment”
section for a detailed procedure.

Then on the Header Tab, Scroll down to the bottom of screen.
Click Submit.

Scroll down to the bottom of screen. Click Submit.

I_[ Hender | _Line ttem ¥ Y mise e

INVOICE 2-in-1

* = Required Fields

Contract Humber
GRS

Dalbvery Crder hssue Date
2ITH WRI2CHNOEFD101

bwoice Number Ivvsice Date Final lnvoice Inwoice Received Date e

uuuuu s
230004 20607417 N A0EATHT 1% 10 Days
Summary of Detail Level Information Total
1 CLUNSUMN(s) $30 87720
1 Miscelianaous Amourt(s) $75.00
s4D95220
Shipment Humbrer Shipment Date Final Shipmant
a0 H0EO7TAT L]

Routing hfsimation:

Prime Contractor Administered By

CAGE Code: OHB3SZ  Extension: DalAAC: WIT151

Hame: CACIHINTERNATIOMAL INC

Name: XR WEBE ACA HOOD
Service Acceplor Paymen icial

Codo: HC1001  Extanslon: DaDAAC: HO1M

Hame: DISA INTERNAL SUPPORT BRANCH

Name: DFAS COLCO

Submit | Return | Pags Helal

Continued on next page
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Submitting the Document - 2-in-1, Continued

Procedure (continued)

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

The Invoice 2-in-1 {Services Only) has been submitted successfully.

Contract Number Delivery Order Shipment Number Invoice Number

5535F5237H W312CNOBFO101 238094 238094

Send More Email Notifications

Return I Paﬁsﬂalal

Note: You have the capability to send more emails to users who
are not in the workflow or as listed on your contract; refer to
“Add Additional Emails” section for a detailed procedure.
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Send More Email Notifications - 2-in-1

Introduction You have the capability to send WAWF emails to users who are not in the
workflow process but are interested in WAWF document updates.

Procedure Follow the steps below to add additional emails.

Step Action
1 Click “Send More Email Notifications.

Result: “Initiator Email Distribution” screen opens.
2 Enter Additional email address.

i = Ei% Arga Workflowm -

il

Initiator Emall IMstribution

dickiEdocol com
dickb] @prodigy net
syl granis(@mca pes & o ©

ks s e Bt e sAamal il addredsss
ey

Submit | Batarn J Resul J Page u-lgl

L_'

Note: All emails that you have already established will appear.
Your options are “No Action”, “Send”, “Delete”” or add new e-
mail address.

Click Submit.
Confirm additional emails where sent.
4 Click Return.

w
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Chapter 5

Creating a Receiving Report

Overview

Introduction The Receiving Report (also called a Stand-Alone Receiving Report or
Materially Inspected Receiving Report) is created for direct submission to the
Government Inspector and/or Acceptor listed on the contract. It submits the
same information that would otherwise be submitted in a paper DD250,
DD1155 or SF1449.

Receiving
Report
Workflow

Continued on next page
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Overview, Continued

Learning
Objective

In this section

After completing this chapter, you will be able to create a receiving report in

WAWE.

This section contains the following topics.

Topic See Page

Description of WAWEF Tabs - Receiving Report 5-3

Entering Contract Information — Receiving Report 5-5

The Header Tab - Receiving Report 5-10
The Address Tab — Receiving Report 5-11
The Mark For Tab — Receiving Report 5-12
The Comments Tab — Receiving Report 5-13
The MILSTRIP Tab - Receiving Report 5-16
The UID Tab (Construct 1) — Receiving Report 5-18
The UID2 Tab (Construct 2) Receiving Report 5-25
The Pack Tab — Receiving Report 5-31
Submitting the Document — Receiving Report 5-35
Send More Email Notifications - Receiving Report 5-38
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Description of WAWF Tabs - Receiving Report

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.

’_( Header Y Addresses Y Discounis Y Mark For T Commenis T Line liem Y Pack YMis::. Amuntﬂ

Description of  The table below describes each of the tabs found in WAWEF.
tabs

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.
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 you enter detail billing information based
(mandatory tab) upon your contracts line item information.
ACRN The ACRN Tab is for those contract that cite more than one acrn per clin
uiD UID is a new globally unique "part identifier" containing data elements

used to track DoD parts through their life cycle. UID Data is encoded into
Data Matrix symbols that are applied to parts using Direct Part Marking
processes (DPM). The DoD has moved to this transformation technology
to facilitate electronic data capture and transmission.

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.

Continued on next page
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Description of WAWF Tabs - Receiving Report, Continued

Description of tabs (continued)

Tab Name

Description

Pack

The Pack Tab is used to enter Radio Frequency Identification (RFID).
RFID is an automatic identification method, relying on storing and
remotely retrieving data using devices called RFID tags or transponders.
An RFID tag is a small object that can be attached to or incorporated into
a product, animal, or person. RFID tags contain antennas to enable them
to receive and respond to radio-frequency queries from an RFID
transceiver. Passive tags require no internal power source, whereas active
tags require a power. (For additional information regarding Pack, click the
following link: http://www.acg.osd.mil/log/rfid/index.htm.)

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 WAWF.
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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Entering Contract Information — Receiving Report

Procedure Follow the steps below to complete contract information

Step Action
1 Logon to Wide Area Workflow.

2 Click on the [+] symbol next to Vendor section of the sub menu in
the left sidebar.

Home / Log Out

My Profile Maintenance
My Role Maintenance
Add Additional Role
Password Maintenance

[z] Yendor

Result: Your drop down features will appear.
3 Click Create New Document

I ¥endor

Create New Document
Create Misc. Pay

View VYendor Documents

Access Rejected Receiving
Reports

Access Rejected Invoices

Result: Create New Document screen opens.

Continued on next page

Chapter 5 — Creating a Receiving Report Page 5 - 5



Entering Contract Information — Receiving Report, Continued

Procedure (continued)

Step Action
4 Enter all required fields. Enter optional if required per contract.
Everything that has an asterisk (*) is a required field.

Create New Document
= Reqguired Fields

Contract Number * Delivery Order CAGE Code/Ext. *

[Fo350305C0050 [

Continue | Reset | Pais ﬂaIE|
[

Note: Although the Delivery Order field is optional in WAWF, it
may be required by your contract, if your contract has a delivery
order number you must enter it in the WAWF otherwise leave
field blank.

5 Click Continue.

6 e |f contract is not in EDA or you incorrectly entered the
contract number, an alert box will appear.

e If the contract is located in the EDA system, then the
WAWEF system will pre-populate certain location code
fields (DoDAAC/CAGE) on this document. If the
contract is not in EDA, you will have to enter the location
codes manually.

Create New Document

" = Required Fields

Contract Number Delivery Order Cppm -
ﬂ

FO360305C0050 d & The contract data is not available in Dol EDA,

Please enter contrack information,

Continue | Return | Res Click. the Return button to enter a different Contract Mumber
or continue creating the document.

Click OK.

Continued on next page
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Entering Contract Information — Receiving Report, Continued

Procedure (continued)

Step

Action

7

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*

FOSB0305C0050 OHES2 |f25?DD

_aniinusl_snturn [ | Reset | Page ﬂaIE|

Click Continue.

Select Receiving Report.

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 (continue
on to step nine).

2. Create a Receiving Report from template; refer to
“Creating a Document Using a Template section for a detailed
procedure.

Continued on next page
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Entering Contract Information — Receiving Report, Continued

Procedure (continued)

Step

Action

10

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

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC
HDAZSFS237H \NB‘\QCNDEFD‘{Q‘I 1hRAZWYD HQO0131
Search For:
Shipment No.

[JTemplate
@ Active D ts O Archived D ts
Select Document to Create:
2 Inwaice

Invoice as 2-in-1
< (Services Only)

Construction
< FPayment Invoice

Commercial ltem
< Financing

Berformance Based
© Fayment
< Progress Payment
@& Receiving Report Inspection: Destination ~ | Acceptance: Destination II:I .Enjm

nvoice

Ie) Invoice and Receiving

Report (Combo)
o Cost Youcher (FAR 52 216-7, 52.216-13, 52.216.14,

52.232-7)

Continue | Return_ || Reset | Page Help)

Reference:
It is important to review your contract to identify the
Inspection/Acceptance points.

FAR 46.503 PLACE OF ACCEPTANCE:

SOURCE Inspection or Acceptance points identifies government
quality assurance is performed prior to product shipment.

DESTINATION Inspection or Acceptance points identifies
government quality assurance is performed after product
shipment.

“QOther” permits the receipt of items at a location other than
Source or Destination. (example: 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.

11

Click continue.

Chapter 5 — Creating a Receiving Report

Continued on next page

Page5-8



Entering Contract Information — Receiving Report, Continued

Procedure (continued)

Step

Action

12

optional if required per contract.

Enter all required fields, if not pre-populated from EDA. Enter

Create New Document
[ = Required Fields Date = YYYYMWMIDD

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

FO960305C0050 OHEA2 F25700
Issue Date lssueBy DoDAAC Admin DoDAAC * InspectBy DoDAAC / Ext. Mark For Code / Ext.
[ [ [FcTan [ [
Ship To Code */ Ext. Ship Erom Code / Ext. LPO DoDAAC / Ext.
|

[HE 1001 [ [ |

Document Selected:

Receiving Report  Destination Inspection / Destination Acceptance

Continue Return Reset Page Hel
EEEIEN I EEEE ST

information.

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

13

Click Continue.

Result: You are now on the Header Tab.
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The Header Tab - Receiving Report

Procedure Follow the steps below to complete Header Tab.
Step Action
1 Enter in all required fields. Enter optional fields if required per

contract. Everything that has an asterisk (*) is a required field

aaaaaa Y _Addresses | Mark For | Coemments Y L m_ Y Pi B
Data Capture - Receiving Report
[F = Required Fields, Date = YYYY/MMIDD
Contract Number Delivery Order  Issue Date Inspection Point Acceptance Point
HDA3SFS237TH WE12CNOGFO101 D D @ Supplies O Services
Shipment No.* Shipment Date* Estim. Final Shipmem? Estimated Delivery Date
RR 2006/07/09 N
Government B/L Number TICHN Gross Weight EOB
5 v
First Line Haul Mode Document Total:
- $0.00
Curren cy Cod
UsD »
Create Dncumum' Return l Page Hel

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

in the Drop Down Menu.

Result: Header information complete.

DATES:

There are 3 ways to enter SHIPMENT or INVOICE dates:

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

Option 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.

Option 3: Use the HOT KEY for today’s date. Do this by entering
an asterisk (*) in the date field and then tab out of the field. (SHIFT

KEY and 8KEY)

Click on the next appropriate WAWF Tab to continue with the

document.
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The Address Tab — Receiving Report

Introduction Based on the routing Location Codes entered, WAWF pre-populates the
Address Information for each of the Location Codes in the document. From
the Addresses tab, the Vendor is afforded the opportunity to review and/or
change this Address Information. No matter what entries are made, there must
be at least a name of the organization/agency. The Cage Code information is
pulled from the CCR and DoDAAC information is pulled from the DAASC

sites.

Procedure Addresses can be updated by highlighting the address field and entering new
information. The updates will apply only to this document.

Step Action
1 Click on Address tab.

S m& Araa Workftagm ™

Review the address information.

3 Click on the next desired WAWF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).

N
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The Mark For Tab — Receiving Report

Introduction The Mark For page allows you to designate a specific party to whom the
shipment is being sent. This information may be as simple as a name or as
complex as routing instructions. This information becomes mandatory if a
Mark For DoDAAC was entered on the DoDAAC Routing Screen.

Procedure Follow the steps below to add the Mark For information.
Step Action
1 Type in additional shipping location or shipping instructions if

required.

[ Header Y Addresses Y mark For [ Commen ts Y Line ltem | Pack B

Mark For Information

Mark For Rep Mark For Secondary

Page Help |

Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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The Comments Tab — Receiving Report

Introduction The Comments tab is an optional tab which is typed free-form. You are
allowed up to 2000 characters per field. Comments become mandatory from
a user when a document is being rejected, or if an invoice is being created
after a final invoice or shipment has been indicated.

Procedure Follow the steps to enter comments.

Step Action
1 Click Comments tab.

(~ Header | Addresses Y Mark For | Commen ts | Line ltem |  Pack =]

Comments

Initiator Comments

N

You may type in any comments, up to 2000 characters.

3 Click on the next desired WAWF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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The Line Item Tab - Receiving Report

Procedure Follow the steps below to complete Line Item Tab (adding the CLIN).

Note:

Navy Only: May need to enter a Navy "Authorized Accounting
Activity" (AAA) code that relates to the Ship To you entered on the
Routing Information form.

Only MOCAS and IAPS payments will receive an ACRN TAB.
Complete the ACRN Tab only if your CLIN/SLIN is funded by
more than one ACRN.

Step

Action

Click Line Item tab.

Navy Invoicing Only: Click the AAA button under the “TOP”
Action Icon.

All other Invoicing: Click the “BOTTOM?” Action Icon button
W
to add CLIN/SLIN. G

[ Header Y Addresses | Mark For | Comments | Line ltem | Pack 1

Line Item Details:

At least one Line ltem is required.

AAA Actions
%ﬂ
Item No. Stock Part No. Type Oty. Shipped Unit Unit Price Amount UID Actions
%ﬂ
Pags ﬂale|

Result: The Add CLIN/SLIN screen opens.

Enter in all required fields. Enter optional fields if required per
contract. Everything that has an asterisk (*) is a required field
(please refer to your contract).

Click Save Clin/Slin.

Chapter 5 — Creating a Receiving Report
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The Line Item Tab - Receiving Report, Continued

Procedure (continued)

Step

Action

4 Add additional line items (up

above steps.

to 250 per document) by repeating

[ Header

Line Item Details:
At least one Line ltemis required
AAA

Item No. Stock Part No.

oo 098302 P

Type Qty. Shipped Unit Unit Price Amount uUlD  Actions

15 EA

Page Help |

£ W
=0

%75 §1,125.00 )

entered line item number.

entered line item number.

Notel: The i?symbols you can click on to edit your previously

Note 2: The lIlsymboIs you can click on to delete your previously

Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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The MILSTRIP Tab - Receiving Report

Introduction 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.

Procedure Follow the steps below to add MILSTRIP information.

Step Action
1 Click Line Item tab.

( Header Y Y D ts Y ¢ Y Line item |[Misc. Amounis)

Line Item Details:
{it least one Line tem is required

Item Ho. Stock Part No. Type Qty. Invoiced Unit UnitPrice Amount Actions
=
Page Hel|

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

W
Click on the Add icon = under Action.

Result: Several tabs will appear.
3 Click Milstrip tab.

CLIN/SLIN ACRNs uio MILSTRIP

MILSTRIP
= Required Fields
Milstrip No. Milstrip Oty. Actions
=
Page j:(ulg'
UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION.

]
Click on the Add icon = under Action.

Result Add Milstrip screen opens.

Continued on next page
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The MILSTRIP Tab - Receiving Report, Continued

Procedure (continued)

Step Action
5 Enter “MILSTRIP No” and “MILSTRIP Qty”.

Add Milstrip

= Required Fislds

Milstrip No. * Milstrip Oty. =
[1234 Jel

Save Milstrip J Return | Pags HaIB|

6 Click Save MILSTRIP
7 Click CLIN/SLIN tab

[ CLIN/SLIN Y ACRNs Y uin Y MILSTRIP |

MILSTRIP
" = Required Fields

Milstrip Ho. Milstrip Oty. Actions
1234 2z Z T
%ﬂ
Page Hel

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

8 Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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The UID Tab (Construct 1) — Receiving Report

Introduction The Unique Identifier (UID) is a number that uniquely identifies tangible

items.
It provides asset accountability within the DoD Supply Chain.

Your items must include a Unique Identifier under the CLIN/SLIN if they
meet the DFARS 252.211.7003 requirements.

Contracts require DoD recognized unique identification (UID) for all property
items delivered to the Government if any one of these conditions is met:

e The acquisition cost (unit cost) is $5000 or more

o ltiseither a serially managed item, a mission essential item, a
controlled inventory piece of equipment, a reparable item, or a
consumable item

e Itisacomponent of a delivered item
e The program manager has determined that UID is required.

UID1 DoD UID1 DoD Construct 1 provides for serialization within the Enterprise
Construct 1 (agency or manufacturer). The UID will be a concatenation of:

e Issuing Agency code

e Enterprise ldentifier

e Serial Number.

UID2 - DoD UID2 DoD Construct 2 adds the part number to the concatenation. The UID
Construct 2 will be a concatenation of:

Issuing Agency Code

Enterprise Identifier

Original part Number or Batch/Number

Serial Number.

DoD The choices of GIAI, GRAI, ESN for cellular phones, VIN, and OTHER
Recognized allow for a commercial identifier to be used as a DoD recognized UID
UID Equivalent EQUIVALENT. It must meet these criteria:
S-Ig$g2fq” o e Must contain an enterprise identifier
WAWF) e Must uniquely identify an individual item within an enterprise,
product, or part number.
e Must have an existing Data Identifier (DI) or Application Idnetifier
(Al listed in ANSI MH10.8.2.

Continued on next page
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The UID Tab (Construct 1) — Receiving Report, Continued

Procedure

Step Action

1 The UID button is located within the Line ltem tab.
Click on the second Add Icon under the Actions column.

%ﬂ

[ Header

Y Addresses | Discounts | Mark For | Commenls | Line ltem |

Pack  |Misc. Amounts)

Line Iltem Details:

At least one Line ltem is required

ARA Actions
%ﬂ

Item No. Stock Part No. Type Qty. Shipped Unit Unit Price Amount UID Actions
%ﬂ

Page H0|B|

2 Complete all required fields on the Clin/Slin tab.

Once finished, do not click the “Save Clin/Slin” button.

CowsLin s TR
Edit CLIN/SLIN
* = Required Fields
Item No.~  Stock Part No. ™ dype = Qty. Shipped ~ Unit~  Unit Price =
ooo1 330492 WP -Wendor's (Seller's) Part Number ~ 10 EA $ 950
SDN ACRN GFE? Advice Code Amount
N [» ~ % |9.500.00

FYY

D Tiptiol

mmmmmmmm

S: Clinss| ) Return ] g H ]

Continued on next page
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The UID Tab (Construct 1) — Receiving Report, Continued

Procedure (continued)

Step Action
3 Click on the UID tab.

[cunstn Y uip [ MILSTRIF )

uID

" = Required Fields

Enterprise Identifier lssuing Agency Code UID Type Original Part Number Lot/Batch Actions

%.a
PIII ﬁalg'

I IMALL A AR FTIALL AR LARIZ TR AFRMEA AL AR AR AT IR TAR FAm = Ime e=e s

4 Next, click on the “Add” icon (beneath the Actions column).

%ﬂ

Result: The “Add UID” Screen appears.

5 Click on the drop down button for the UID Type box, to select
your DoD Construct type. (UID2-Construct type for this
instruction).

Add UID

[ = Required Fields

uID Type * Issuing Agency Code *
UID1 - DoD Construct 1, Serialization within the Enterprise ~ ~

Original Part Number Enterprise Identifier *

Lot / Batch

Current Part Number Current Part Number Cost  Current Part Number Effective Date
WV MM/DD
Original Manufacturer Code Original Manufacturers 1D
~
At least one UID Number and Serial Mumber is required
UID Number Serial Number Actions Message
=

Save UID J Return Page Help J

Continued on next page
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The UID Tab (Construct 1) — Receiving Report, Continued

Procedure (continued)

Step

Action

6

Click on the Issuing Agency Code drop down to select your UID
format (Mandatory field).

Next, type in your company identifier in the Enterprise Identifier
field (Mandatory field).

" = Required Fields
UID Type * Issuing Agency Code *
UIDZ - DoD Construct £, Senalization with the Original Pan Number ¥|  D-CAGE Code N
Original Part Number * Enterprise Identifier *

M3

Lot/ Batch *

Fill in the Current Part fields, if using them.

Current Part Number Current Part Number Cost* Current Part Number Effective Date *
34324333 % cOnB/mer27
VY YYMMDD

Note: The Current Parts are optional fields, but once a Current
Part Number is entered, The Current Part Number Cost and
Current Part Number Effective Date fields become mandator

Click on the Original Manufacturer Code drop down to select
type.

Next, type in the Original Manufacturers ID in the field
provided.

Original Manufacturer Code Original Manufacturers |D *

D - CAGE Code v 76366

UID Number Serial Number Actions Message
%ﬂ

I_invn uiD | I_Bnturn | Page H"El

Continued on next page
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The UID Tab (Construct 1) — Receiving Report, Continued

Procedure (continued)

Step Action
9 Click on the “Add” icon to add the UID Number and Serial
Number.
%ﬂ
See below
At least one LD Mumber and Serial Mumber is reguired.
UID Number Serial Numl Actions M

%.a
Save UID I Return I Pais ﬂalel

Results: The Add UID screen appears.
10 | Type in your UID Number and Serial Number in the provided
fields.

Next click the “Save UID” button.
Add UID

" = Required Fields
UID Number

D1h3W0E7 4436458

Serial Numher

674436468

Save UID | Return | Page Help |

Note: Your company creates the item’s UID Number. Itisa
concatenation of the following codes within the construct of
the UID Type:

e Issuing Agency Code,

e Enterprise identifier,

e Serial number

Dashes (-) and forward slashes (/) can be used in the UID
Number. Spaces are not allowed. Only letters, numbers and “-*,
are used.

Continued on next page
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The UID Tab (Construct 1) — Receiving Report, Continued

Procedure (continued)

Step

Action

11

Results: The Add UID Overview screen appears.

Click the “Save UID” button again.

Add UID

" = Required Fields
uID Type * Issuing Agency Code *
UID1 - DoD Construct 1. Serialization within the Enterprise ~ D - CAGE Code ~

Qriginal Part Number Enterprise Identifier *

1RSSO
Lot/ Batch
Current Part Number Curremn t Part Number Cost * Curren t Part Number Effective Date *
34324333 23 2006/06/27
WYY AMAD D

Original Manufacturer Code Original Manufacturers 1D

D - CAGE Code ~ 76366

er and Serial Number is required

UID Numbe Serial Number Actions Message
D1 M3WVWOET 4436458 E7AAIE455 i
=
Save UID ) __Return J _Page Help )

Result: You are returned to the previous page.

Note: You may continue entering the UID numbers and serial

number for each item within this Enterprise Identifier by clicking

on the “Add” icon.

12

When all UID Numbers and Serial Numbers have been added,
click the “Save UID” button.

Results: You are returned to the original UID page.
|

CLIN/SLIN | uiD [ MILSTRIF )

" = Required Fields
Enterprise ldentifier Issuing Agency Code Type Original Part Numher Actions
T30 D uiD1 4202432 2
Lot/ Batch Current Part Number Current Part Numher Cost Current Part Effective Date
001470009423 555326490 % 200608122
Original Manufacturers Code Original Manufacturers 1D
D 54758

UID Number Serial Number

DIMIVOE7 4436455 674436458

%ﬂ
Flie HB|E|
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The UID Tab (Construct 1) — Receiving Report, Continued

Procedure (continued)

Step Action
13 To add additional UID numbers for each item, click on the “Add”

%ﬂ

icon under the Action column and repeat the above steps.

14 | Click on the CLIN/SLIN Tab and it will take you back to the CLIN
data.

The rest of the tabs on the form will appear. You can now select
another Tab to continue completing your WAWF document.
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The UID2 Tab (Construct 2) Receiving Report

Introduction UID2 - DoD Construct 2 adds the part number to the concatenation. The
UID will be a combination of the Issuing Agency Code, enterprise Identifier,
Original part Number or Batch/Number, and Serial Number.

Procedure Follow the steps below to complete the UID tab.
Step Action
1 To locate the UID button, Click on the Line Item Tab.

f Header Y Addresses Y Discounts Y Mark For Y Comments Y Line Item Y Pack

Yminc. Amoumﬂ

Line Item Details:

At least one Line Item is required

AAA Actions
%ﬂ
Item No. Stock Part No. Type Qty. Shipped Unit Unit Price Amount UID Actions
%ﬂ
Pl!s ljal“

Click on the BOTTOM “Add” icon under the Actions column.

%ﬂ

Continued on next page
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The UID2 Tab (Construct 2) Receiving Report, Continued

Procedure (continued)

Action

Step
3 Complete all required fields on the Clin/Slin tab.
Once finished, do not click the “Save Clin/Slin” button.
CLIN/SLIN uiD MILSTRIP
Edit CLIN/SLIN
* = Required Fields
Item No.*  Stock Part No. * Type Qty. Shipped * Unit*  Unit Price *
oot 930492 WP -Yendor's (Seller's) Part Number w 10 EA § |950
SON ACRN  GFE? Advice Code Amount
N § 9.500.00
AAA
Description *
Save Clin/Slin_Jj _ Return | Page Help|
4 Click on the UID tab.
T = S = |
{cumisun Y uiD [ MILSTRIP )
uiD
" = Required Fields
Enterprise dentifier Issuing Agency Code UID Type Original Part Number Lot/ Batch Actions
%ﬂ
Puﬂ- HIIE'

%ﬂ

Result: The “Add UID” Screen appears.

Next, click on the “Add” icon under the Actions column .
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The UID2 Tab (Construct 2) Receiving Report, Continued

Procedure (continued)

Step

Action

6

Click on the drop down button for the UID Type box, to select your
DoD Construct type. (UID2 —Construct type for this instruction).

Add UID

" = Required Fields

UlD Type *

Original Part Number *

Lot/ Batch *

UIDZ - DoD Construct 2, Serialization with the Original Part Number

Issuing Agency Code *

Enterprise ldentifier *

Click on the Issuing Agency Code drop down to select your UID

format (Mandatory field).

Next, type in your company identifier in the Enterprise Identifier

field (Mandatory field).

Add UID
" = Required Fields

UID Type *

Original Part Number *

Lot/ Batch *

UIDZ - DoD Construct £, Senalization with the Original Pan Number v

Issuing Agency Code *
D - CAGE Code N
Enterprise Identifier *

M3
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The UID2 Tab (Construct 2) Receiving Report, Continued

Procedure (continued)

Step Action
8 Fill in either the Original Part Number or the Lot/Batch fields.

= REYUTELFIEIUS

UID Type * Issuing Agency Code *

D2 - Dol Construct 2, Serialization with the Original Fart Mumber ¥ D-CAGE Code b

Original Part Number Enterprise ldentifier *

TMIWD

Lot/ Batch *
4202435

9 Fill in the Current Part fields, if using them.

Current Part Number Cost* Current Part Number Effective Date *

2005/06/27

34324333 23
Y MMDD

Current Part Number

Note: The Current Parts are optional fields, but once a Current
Part Number is entered, The Current Part Number Cost and
Current Part Number Effective Date fields become mandatory.
10 Click on the Original Manufacturer Code drop down to select

type.

Next, type in the Original Manufacturers ID in the field provided.

Current Part Number Cost* Current Part Number Effective Date *

2006/06/27

Current Part Number

34324333 23

YYYYMMDD
Original Manufacturer Code Original Manufacturers ID *
I CAGE Code v 76366

At laaat ana TN Miomhber and Sarial Mumher is rennirard

Continued on next page
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The UID2 Tab (Construct 2) Receiving Report, Continued

Procedure (continued)

Step Action

11 Click on the “Add” icon to add the UID Number and Serial Number.

Al least one UID Number and Serial Mumnber is required
UID Number Serial Number Actions Message

%a
Save UID | Return l Fais hal”

Results: The Add UID screen appears.

12 Type in your UID Number and Serial Number in the provided fields.
Then click the “Save UID” button.

Note: Your company creates the item’s UID Number. Itisa
concatenation of the following codes within the construct of
the UID Type:
. Issuing Agency Code
. Enterprise identifier
. Serial number

Original Part number or Batch number

Dashes (-) and forward slashes (/) can be used in the UID
Number. Spaces are not allowed. Only letters, numbers and “-*,
are used.

Results: The Add UID REVIEW screen appears.

" = Required Fields
ulD Type * Issuing Agency Code *
UID2 - Dob Construct 2, Serialization with the Qriginal Part Number e D - CAGE Code -~
Original Part Number Enterprise Identifier *
NER

Lot / Batch *

4202435

Current Part Number Current Part Number Cost* Current Part Number Effective Date *
34324333 23 2006/06/27
¥V MM/DD
Original Manufacturer Code Original Manufacturers 1D
O~ CAGE Cade - 76366

At least one UID Number and Serial Number is required.

UID Number Serial Number Actions Message
D1 MIWO420243567 4436458 B74A36455 Z M
e

Save UiD | Return Page Help |

Click the “Save UID” button again.

Continued on next page
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The UID2 Tab (Construct 2) Receiving Report, Continued

Procedure (continued)

Step

14

Action
Results: You have completed the UID tab of the document.
I
(T cLiNiSLIN Y uiD MILSTRIP |
uID
" = Required Fields
Enterprise ldentifier Issuing Agency Code Type Original Part Number Actions
T D Uiz Fa |
Lot / Batch Current Part Number Current Part Number Cost Current Part Effective Date
4202435 34324333 23 20060627
Original Manufacturers Code Original Manufacturers ID
D TB36E
UID Number Serial Number
D1M3W0420243567 4436458 674436456
=

15

When you are ready to complete the rest of the WAWF document tabs,
Click on the CLIN/SLIN Tab and it will take you back to the
CIIN data.

16

Once you’ve finished completing the CLIN data, click the
“Save CLIN/SLIN” button.

The rest of the tabs on the form will appear.

17

Click on the next desired WAWF Tab to continue with the document OR
return to Header Tab to Create and Submit the WAWF document (See

“Submitting the Document™).
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The Pack Tab — Receiving Report

Introduction The Pack Tab is used to enter Radio Frequency Identification (RFID). RFID
IS an automatic identification method, relying on storing and remotely
retrieving data using devices called RFID tags or transponders. An RFID tag
is a small object that can be attached to or incorporated into a product, animal,
or person. RFID tags contain antennas to enable them to receive and respond
to radio-frequency queries from an RFID transceiver. Passive tags require no
internal power source, whereas active tags require a power.

(For additional information regarding Pack, click the following link:
http://www.acq.osd.mil/log/rfid/index.htm.)

Procedure Follow the steps below to add Pack data.

Step Action

1 Click Pack tab.

Header | Addresses | Mark For | Comments | Line ltem Pack 1

Pack Data

[ Pack Later Pack CLIN|

Package ID Package Type Action

B

W
Click on the Add icon = under Action.

3 Enter “Package ID” and select “Package Type”.

-'Ea—'-m Riga Workflown . =

Pack Data

T Eack Later Pack CLINJ
Package |D Package Typa Actlon
[EFAECOn82837265 RFID =] = Bt

Pags Hals | b

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

Note: The package ID for type, RFID, must have a length of exactly
16, 24, 32 or 64.

Continued on next page
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The Pack Tab — Receiving Report, Continued

Procedure (continued)

Step Action

4 Click the Save icon =

Note: Selecting the Add Pack ID to Pack icon within the box
represents placing another container inside that box.

Pack Data
[T Pack Later _Pack CLINJ
Package ID Package Type Action
EFABCDO192837 465 RFID Fait=s
Package ID Package Type Action
EFABCDO192948575 RFID 2
&

Note: Selecting the Add Package 1D icon outside the box
represents putting another container beside the initial container.

Pack Data
I Pack Later _Pack CLINJ
Package |D Package Type Action
EFABCDO192837465 RFID ZN%
CLIN Quantity ‘
lan] 25
Package |D Package Type Action
EFABCDO192837476 RFID ZME
=
5 Click Pack CLIN.
Result: CLIN/SLIN Data screen opens
6 . NS .
Click on the Add icon under Action.
CLIN/SLIN Data
* = Required Fields
B
Item No. Stock Part No. uip Qty. Shipped Total Qty. Packed Difference Actions
00014 1234567890123 N 300 0 300
&

Continue ' Pl!! HIIEI

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

Continued on next page
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The Pack Tab — Receiving Report, Continued

Procedure (continued)

Step Action
7 Enter “Quantity Packed”.

CLIN/SLIN Data

* = Required Fields

Item No. Stock Part No. Ui Qty. Shipped Total Qty. Packed Difference Actions
0001aa 1234667890123 M 300 1} 300
Package ID- Type Quantity Packed Actions
EFABCD(192837465 - RFID = 1 =B
b ¥

Continue | Page Help |

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

8 =

Click the Save icon
9 Click Continue.

CLIN/SLIN Data

™= Required Fields

Item No. Stock Part No. uip Qty. Shipped Total Qty. Packed Difference Actions
0001aa 1234567890123 N 300 1 299
Package ID Package Type Quantity Packed Actions
EFABCDO192837 465 RFID 1 £
Continue | Page Help | l%

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

Continued on next page
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The Pack Tab — Receiving Report, Continued

Procedure (continued)

Step

Action

10

If no other pack data needs to be entered, you are finished with the
Pack Tab.

r Header Y Addresses Y Mark For Y Commenis Y Line liem Y Pack 1

Pack Data

[ Pack Later Pack CLIN |

Package ID Package Type Action
EFABSG7E94561237 RFID ZME

CLIN Quantity
000144 10

%ﬂ

Pnis ﬂelE '

NOTE: To add packaging information after document creation,
go to the Pack Data page that shows the Pack tab, and select
“Pack Later” check box. The document will be displayed in the
Vendor’s “View document folder”” with an Add link under the
Pack column.

11

Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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Submitting the Document — Receiving Report

Procedure Follow the steps below to submit the 2-in-1 invoice.

Step | Action
1 Click on the Header tab after entering all the information.
2 Scroll down to the bottom of screen. Click Create Document.

[~ Header | Addresses | MarkFor | Comments | Lineltem |  Pack |

Data Capture - Receiving Report

= Required Fields, Date = YYYYMMDD

ﬁontract Delivery Order Issue Ins_pection Ac?eptance
umber Date Point Paoint
GE35F5237H YWH12CNOGF0101 D D @ Supplies O Senvices
Shipment No.* Shipment Date* Estim. Final Shipment? Estimated Delivery Date
238093 2006/0717 N v
Government B/L Number TCN Gross Weight FOB
S v
First Line Haul Mode Document Total:
v $17 773.00

Currency Code

USD v

Create Document) Return | Paiu ﬂale|

Result: The Created Receiving Report screen opens.
3 When finished, click the Header tab to create the document.

Continued on next page
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Submitting the Document, — Receiving Report, Continued

Procedure (continued)

Step

Action

4

Verified information is correct.

Note: Attachments are added PRIOR to clicking “Submit”. If
you are adding attachments, refer to “Adding an Attachment”
section for a detailed procedure.

On the Header Tab, Scroll down to the bottom of screen. Click
Submit.

[ Header | Lineltem | Addresses | Misc. Info |  Pack |

RECEIVING REPORT
" = Required Fields

Contract Number Delivery Order Issue Date

Routing Information:

Prime Contractor

CAGE Code: O0HB52 Extension:

Name: CACIINTERNATIONAL INC

Ship To

Code: HC1001  Extension:

Name: DISA INTERNAL SUPPORT BRANCH

Submit | Return

@ Supplies
GS3IEFE237H YW1 2CNOGFO101 ©Senices
Shipment Shipment Final Inspection Acceptance Estimated Delivery
Number Date Shipment Point Point Date
238053 20060717 i o] o]
B/L Number TCN First Line Haul Mode Gross Weight FOB

5

Summary of Detail Level Information Total
1 CLIMASLINGS) §17.773.00

Administered By
DoDAAC: W91151

Name: XR W6BB ACA HOOD

Payment Official
DoDAAC: HOQO131
DFAS CO LCO

Name:

Print | Page Help |
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Submitting the Document — Receiving Report, Continued

Procedure (continued)

Step

Action

5

Confirm that you have received a message that your document

has been created successfully.

GE35F5237H WATZCNOBFO101 2380934

Send More Email Notifications

Return | PaisﬂaIE|

The Destination Inspection and Acceptance Receiving Report has been submitted successfully.

Contract Number Delivery Order Shipment Number Inveice Number

Note: You have the capability to send more emails to users who
are not in the workflow or as listed on your contract; refer to
“Add Additional Emails” section for a detailed procedure.
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Send More Email Notifications - Receiving Report

Introduction You have the capability to send WAWF emails to users who are not in the
workflow process but are interested in WAWF document updates.

Procedure Follow the steps below to add additional emails.

Step Action
1 Click “Send More Email Notifications.

Result: “Initiator Email Distribution” screen opens.
2 Enter Additional email address.

i = Ei% Arga Workflowm -

il

Initiator Emall IMstribution

dickiEdocol com
dickb] @prodigy net
syl granis(@mca pes & o ©

ks s e Bt e sAamal il addredsss
ey

Submit | Batarn J Resul J Page u-lgl

L_'

Note: All emails that you have already established will appear.
Your options are “No Action”, “Send”, “Delete”” or add new e-
mail address.

Click Submit.
Confirm additional emails where sent.
4 Click Return.

w
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Chapter 6

Creating a Cost Voucher

Overview

Introduction This section explains how to create a Cost Voucher. There are three types of
voucher documents:
e Interim Direct Bill Cost Voucher
e Interim Non-Direct Bill Cost Voucher
¢ Final Cost VVoucher.

This guide covers the Direct Bill Cost VVoucher.

Two forms Each type of voucher comes in two forms:

Interim:
Can be DIRECT BILL in which it is routed directly to the Payment Office (via an
LPO if there is one). Can be NON-DIRECT BILL in which the Inspector/ DCAA
Auditor takes action before it is routed to the Payment Office (via an LPO if there
IS one).

Final:

The Service Approver/Acceptor takes action before it is routed to the Payment
Office (via an LPO if there is one). The DCAA Auditor/Inspector does not take
action.

e The DIRECT BILL will have the word "Direct" in the title.
e The NON-DIRECT BILL will have the word "Interim" in the title.
e The FINAL will have the word "Final" in the title.

Direct Bill DIRECT BILL vouchers are created with the same steps as the NON-DIRECT
or FINAL vouchers.

The voucher will route as DIRECT BILL if your Cage Code has been approved for
DIRECT BILL.

DIRECT BILL requires prior DFAS approval. The first step to setting up
DIRECT BILL for your Cage Code is to contact the WAWEF Customer Service

Center Ogden.

Continued on next page
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Overview, Continued

Direct Bill You can determine if your CAGE Code is authorized to create DIRECT BILL
Authority Look  Cost Vouchers.
Up

Open the Direct Bill Authority Look Up on your Vendor Menu. Upon typing your

registered CAGE Code, the screen will display a response of AUTHORIZED or
NOT AUTHORIZED.

| Display DCMA Admin DoDAAC
—eiay B AR B | wAWF Direct Billing CAGE Code

Display PAY DoDAACs

CAGE Code: E

Enter valid CAGE Code to determine if it is authorized for direct hilling.
Partial entries are NOT acceptable®

Submit

Reset l Page Hclgl

WAWF Direct Billing CAGE

CAGE Code 1TM3WO0 is AUTHORIZED for direct billing for your Vendor role.

Direct Bill

workflow Below is an illustration of the Interim Direct Bill Cost Voucher document
flow.

Continued on next page
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Overview, Continued

Learning After completing this chapter, you will be able to create a cost voucher in

Objective WAWE.

In this section  This section contains the following topics.

Topic See Page

Description of WAWF Tabs — Cost Voucher 6-4

Entering Contract Information — Cost VVoucher 6-5

The Header Tab — Cost VVoucher 6-10
The Address Tab — Cost Voucher 6-11
The Discount Tab - Cost Voucher 6-12
The Comments Tab — Cost Voucher 6-13
The Line Item Tab - Cost Voucher 6-14
Submitting the Document — Cost VVoucher, Continued 6-16
Send More Email Notifications — Cost Voucher 6-19
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Description of WAWF Tabs — Cost Voucher

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 Cost VVoucher document.

’_r Header | Addresses | Discounts | Mark For ) Comments | Line Item |  Pack Y Misc. Amounts]

Description of
tabs

The table below describes each of the tabs found in WAWF.

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.

Comments Tab

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

Line Item The Line Item Tab is where you enter detail billing information based
(mandatory tab) upon your contracts line item information.
ACRN The ACRN Tab is for those contract that cite more than one acrn per clin

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 WAWF.
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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Entering Contract Information — Cost Voucher

Procedure Follow the steps below to complete contract information.

Step Action

1 Logon to Wide Area Workflow.
2 Click on the [+] symbol next to Vendor section of the submenu in

the left sidebar.

Home / Log Out

My Profile Maintenance
My Role Maintenance
Add Additional Role

Password Maintenance

[x] Yendor

Result: Your drop down features will appear.
3 Click Create New Document.

-1 ¥endor

Create NHew Document
Create Misc. Pay

View Yendor Documents

Access Rejected Receiving
Reports

Access Rejected Invoices

Result: Create New Document screen opens.

Continued on next page

Chapter 6 — Creating a Cost Voucher Page 6 - 5



Entering Contract Information — Cost Voucher, continued

Procedure (continued)

Step Action
4 Enter in all required fields. Enter optional fields if required per
contract. Everything that has an asterisk (*) is a required field.

Create New Document

[ = Required Fields

Contract Humber * Delivery Order CAGE Code/Ext. *

|F[IEIEEISUSCUEISU

Qanlinus' Reset l Plis HO|B|
[

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

5 Click Continue.

6 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 (ppueearessssresmrers
£
FO3B0305CO050 g The contract data is not available in DoD EDA,
Please enter contrack information.
Continue l Return l Res Click the Return button to enter a different Contract Number
— ar continue creating the document,
Click OK.

Continued on next page
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Entering Contract Information - Cost Voucher, Continued

Procedure (continued)

Step Action
7 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™

FO9B0205C0050 OHBS2 IfES?DD

Continue | Return | Reset | Pl!s HB|E|

8 Click Continue.

Continued on next page
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Entering Contract Information — Cost Voucher, continued

Procedure (continued)

Step Action
9 Select the Cost VVoucher button from the Select Document to
Create list.

ide Arca Workflown: .. =

Create New Document
I = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

FOSB0305C0050 OHBES2 F25700
||| search For:
i Youcher No.
J = Active D " Archi
j Select Document to Create:
J " Inwoice
| o iwoice as 2-n-1 (Senvices Only)
j © Construction Payment Invaice

Commercial ltem Financing
Perfarmance Based Payment

Progress Payment

-
-

o

 Receiving Report
€ Invoice and Receiving Report (Camha)
&

Cost Youcher (FAR 52.216-7, 52.216-13, 52.216.14, 52.232-7) Einal Woucher|N =

Gontinue | _ Return | _ Resast | Page Help|

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 Voucher from template; refer to “Creating a
Document Using a Template” section for a detailed procedure.
10 Click Continue.

Continued on next page
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Entering Contract Information — Cost Voucher, continued

Procedure (continued)

Step Action

11 Enter in all require fields, if not pre-populated from EDA. Enter
optional fields if required per contract.

Create New Document
" = Required Fields, Date = ¥y vithiDD

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

FOSB0305C0050 OHESZ F25700
Issue Date IssueBy DoDAAC Admin DoDAAC = DCAA Audjtor DoDAAC = / Ext.
| | [HCTo0T [FaaarF |

Service Approver * / Ext. LPO DoDAAC / Ext.
[HC 007 | | |

Document Selected:

Cost Voucher

Continua || Raturn | Resat | Page Hslp |

Lz

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.

12 Click Continue.
Result: You are now on the Header Tab
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The Header Tab — Cost Voucher

Procedure Follow the steps below to complete Header and Line Item tab for the Cost
Voucher.
Step Action
1 Enter in all required fields. Enter optional fields if required per contract.
W Arga Workflogn, . =

Data Capture - Cost Voucher

= Required Fialds, Date = YYWYYMMDD

Contract Humbor Daltheory Order lmue Date

L=

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

2 DATES:
There are 3 ways to enter SHIPMENT or INVOICE dates:

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

Option 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.

Option 3: Use the HOT KEY for today’s date. Do this by entering an asterisk (*)
in the date field and then tab out of the field. (SHIFT KEY and 8KEY)

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

Result: Header Information complete.

4 Click on the next desired WAWEF Tab to continue with the document OR return to
Header Tab to Create and Submit the WAWF document (See “Submitting the
Document”).
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The Address Tab — Cost Voucher

Introduction

Based on the routing Location Codes entered, WAWF pre-populates the

Address Information for each of the Location Codes in the document. From
the Addresses tab, the VVendor is afforded the opportunity to review and/or
change this Address Information. No matter what entries are made, there must
be at least a name of the organization/agency. The Cage Code information is
pulled from the CCR and DoDAAC information is pulled from the DAASC

sites.

Procedure

Addresses can be updated by highlighting the address field and entering new

information. The updates will apply only to this document.

Step

Action

1

Click on Address tab.

[ Header ]| Addresses [ Discounts Y

Commenis Y Line Item Ymisc, Amnuntﬂ

|Update Addresses
" = Required Fields

Payee / Ext.: 0HB52
Payee u““‘f_ CACHINTERMATIONAL INC

Payee Name
2:

Payee Name
EH

Address 1: 1100 M GLEBE RD
Address 2:
Address 3:
Address 4:

City: |ARLINGTON

Country: |USA

Administered By DoDAAC: W91151
Activity Name |5 WEBB ACA HOOD

Activity Name
2:

Activity Name
3:

Address 1: |[BELDG 1001 BM'103
Address 2: |7615T TANK BN AVE

Addencs 2.

Military Location

State: WA Zip Code: |22201

Description:

Review address information.

Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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The Discount Tab - Cost Voucher

Introduction WAWEF allows Vendors to apply discounts to Invoices during document
creation. These discounts are at the Document level and not the Line Item
level. Documents are displayed with the Invoice / Invoice Received date in
red and are preceded with a "D," when a discount amount or discount
percentage entered, is greater then zero.

Procedure Follow the steps below to add discounts.
Step Action
1 Click on the Discount tab.

B

'_L__Huan Y _Addrassas Y Discounts | Gomments | Lise item Y Misc. Amaunts]

Document Level Discount Terms:

Discount Porcontage Due Days  Actions

%‘

Dscount Amasunt Dscount Date  Actions

=4

Het Days Actions
=)

Fags Help|

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

Note; Based on the Pay Office selected you may have several
options. In this procedure we will use “Discount Percentage” and
“Due Days”.

]
Click on the Add icon = under Action.

Enter the “Discount Percentage” and “Due Days”.

Add Discount

" = Required Fields

Discount Percentage * Due Days *

1 % 10

Save Discoun t Return | Page Hel

Click Save Discount.
Result: Document Level Discount Terms screen opens.

Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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The Comments Tab — Cost Voucher

Introduction

The Comments tab is an optional tab which is typed free-form. You are

allowed up to 2000 characters per field. Comments become mandatory from
a user when a document is being rejected, or if an invoice is being created
after a final invoice or shipment has been indicated.

Procedure Follow the steps to enter comments.

Step

Action

1 Click Comments tab.

E Header | Addresseq™ ] Discounts | C

ts | Line ltem ) Misc. Amounts]

Comments

Type comments here....

Initiator Comments

2 Type in comments (Up to 2000 characters).

Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).
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The Line Item Tab - Cost Voucher

Procedure Follow the steps below to complete Line Item Tab (adding the CLIN).
e Navy Only: May need to enter a Navy "Authorized Accounting Activity"
(AAA) code that relates to the Ship To you entered on the Routing
Information form.
e Only MOCAS and IAPS payments will receive an ACRN TAB.
Complete the ACRN Tab only if your CLIN/SLIN is funded by more than
one ACRN

Step Action
1 Click Line Item tab.

2 Navy Invoicing Only: Click the AAA button under the “TOP”
Action Icon.

All other Invoicing: Click the “BOTTOM?” Action Icon button
[
to add CLIN/SLIN. G

T Header Y Addresses Y~ Discounts Yy Commen = Y q

Line Item Details:
At least one Line Item is required

AAA Actions

=
Item NMo. Stock Part No. Type Oty. Shipped Unit Unit Price Amount Actions
e =1

Page Help |

Result: The Add CLIN/SLIN screen opens.
3 Enter in all required fields. Everything that has an asterisk (*) is a
required field (please refer to your contract).

..........................................

.....................................

Click Save Clin/Slin.

Continued on next page
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The Line Item Tab - Cost Voucher, continued

Procedure (continued)

Step Action

above steps.

4 Add additional line items (up to 250 per document) by repeating

r Header Y Addresses Y Discounts Y Comments

Line Item Details:

At least one Line ltem is required.

AAR

ooo1As 903802 MG 23 EA

Pais ]jalE l

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

$5,000  $184,000.00

Actions
=N
Actions
&£ M
=

entered line item number.

previously entered line item number.

Notel: The fsymbols you can click on to edit your previously

Note 2: The msymbols you can click on to delete your

5 Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the

WAWEF document (See “Submitting the Document”).
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Submitting the Document — Cost Voucher, Continued

Procedure (continued)

Step Action
1 Click on the Header tab after entering all the information.
2 Scroll down to the bottom of the screen. Click Create Document.

i TR Wide Areo Workflogn =

L™ Headar [ 5 i Y Line ltem YMisc, Amounts]

[ )]

Data Capture - Cost Voucher
" = Required Fields, Date = YWY iIMMIDD

Contract Humber Dellvery Order Issue Data

FO960305C0050
Vaucher No.” Voucher Date™  Final Voucher?
[ABCOT ETEEH N
Vendor Invoice Number Service Start Date ”  Serview End Date *
i [praszt [oagmzsan [38]
Governmant B/L Number Task Order Document Total:
$0.00
Custency Codee

usD ¥

Create Document) Return I Page Help |

Result: The Created Cost VVoucher screen opens.

Continued on next page
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Submitting the Document — Cost Voucher, Continued

Procedure (continued)

Step

Action

3

Verify information is correct.

Note: Attachments are added PRIOR to clicking “Submit”. If
you are adding attachments, refer to““Adding an Attachment”

section for a detailed procedure.

On the Header Tab, Scroll down to the bottom of screen. Click

Submit.

Scroll down to the bottom of screen. Click Submit.

| ] = mae Area Workflow, =
= : __ R
| Heoader | Lnettem Y ACENs | Addresses | Mise Info |
COST VOUCHER (DIRECT BILL)
" = Renuired Ficlds
Contract Humber Delivery Order lesue Date
FOAG030ECO050
Voucher Number Voucher Date Final Voucher Invoice Heceived Date
ARCIN AMBAEAT ANRAENT
Vendor lmvoice Number Service Starl Date Service End Date
ANBAIAM ANBAT
BIL Number Task Order
Summary of Detall Level Information Total
| CLWSUNGs) $E00.00
1] Mizcelisneous Ameurtis) .00
0.0
Haouling Information:
Prime Cu Administeed Hy
~ | CAGE Code: UHBSZ  Exlension: DoDAAL: HCWOM
Hame: CACI INTERNATIONAL INC Hame: DISA INTERNAL SUPPORT BRANCH
DCAA Auditor Senvice Approver
DoDAAC: HAMPF  Extension: Code: HCI00M  Extension:
Hame: DCAA FAIRFAX BRANCH OFFICE Hame: DISA INTERNAL SUPPORT BRANCH
Payment Officlal
DoDAAC: F25700
Hame: ACCTG DISB STA NR 525700
= Submii | _Beturn | Page H!IE|
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Submitting the Document — Cost Voucher, Continued

Procedure (continued)

Step Action

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

The Cost Voucher has heen submitted successfully.

Contract Number Delivery Order Voucher Number
FO950305C0050 ABCO1

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

Bend More Email Notifications

Note: You have the capability to send more emails to users who
are not in the workflow; Refer to “Add Additional Emails”
section for detailed procedure.
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Send More Email Notifications — Cost Voucher

Introduction

You have the capability to send WAWF emails to users who are not in the

workflow process but are interested in WAWF document updates.

Procedure

Follow the steps below to add additional emails.

Step

Action

1 Click “Send More Email Notifications.

Result: “Initiator Email Distribution” screen opens.

2 Enter Additional

email address.

s |

‘m Areo Workflowm -

il

Initiator Emall IMstribution

dickiEdocol com
dickb] @prodigy net
syl granis(@mca pes

Pleass sl ety dms wress -

L_'

Submit | Batarn J Resul J Page u-lgl

mail address.

Click Submit.

Note: All emails that you have already established will appear.
Your options are “No Action”, “Send”, “Delete”” or add new e-

w

Confirm additional emails where sent.

4 Click Return.
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Chapter 7

Creating Documents via Templates

Overview

Introduction WAWEF allows you to create documents using template features and pre-
population.

The “Template” feature was added to assist you in saving time. It takes a
previous document (invoice/receiving report) used and turns it into a template
for your new document (invoice/receiving report) by pre-populating fields.
This process is very helpful when you have to create similar receiving reports
every month.

Learning After completing this chapter, you will be able to create a document from a template
Objective in WAWF.

In this section This section contains the following topics.

Topic See Page
Creating a Document Using a Template 7-2
Creating an Invoice from a Stand-Alone Receiving Report 7-8
Template
Creating a Receiving Report from an Invoice Template 7-13
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Creating a Document Using a Template

Procedure Follow the steps below to use the template.

Step Action

1 Logon to Wide Area Workflow.

2 Click on the [+] symbol next to Vendor section of the submenu in
the left sidebar.

Home / Log Out

My Profile Maintenance
My Role Maintenance
Add Additional Role

Password Maintenance

[+] Yendor

Result: Your drop down features will appear.
3 Click Create New Document.

L] Yendor

Create New Document
Create Misc. Pay

Yiew Vendor Documents

Access Rejected Receiving
Reports

Access Bejected Invoices

4 Enter in all required fields. Enter optional fields if required per
contract. Everything that has an asterisk (*) is a required field.

Create New Document

= Required Fields

Contract Numher * Delivery Order CAGE Code/Ext. =

IFDQEDSDSCDDSD

Continue | Reset || Page Help )

[

Important: Although the Delivery Order field is optional in
WAWEF, if your contract has a delivery order you must enter it in
WAWE otherwise leave field blank.

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

Procedure (continued)

Step Action
5 Click Continue.

6 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 automatically populate certain location code fields
(DoDAAC) on this document.

Create New Document
" = Reqguired Fields
Contract Number Delivery Order (‘ E
FO950305C0050 E The contract data is not available in oDy ECé,
& Please enter contract information,
Continue | Return | Res Click. the Return button to enter a different Contract Mumber
or continue creating the document.
Iy
Click OK.
7 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™

FO960305C0050 nHBS2 ITEE?DD

_aniinuel_snturn [ | Reset | Page ﬂalel

8 Click Continue.

9 Select the document type you are creating. In this procedure we
will use “Combo”.

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

Procedure (continued)

Step

Action

10

Click in the check box next to Template.

Create New Document

" = Required Fields

5535F5237H WI12CMOBFO101  1M3WWD HOmM 3
Search For:

Shipment No. Invoice No.
CTemplate ABCH

® Active Documents O Archived Documents
Select Document to Create: *

O lnwoice

Invoice as 2-in-1 (Services Only)

Construction Payment [nvoice

Commercial ltem Financing

Performance Based Payment

Progress Payment

Receiving Repaort

© ® OO0 COCO0CO0o

Cost Youcher (FAR 52.216-7, 52.216-13, 82.216.14, 82.232-7)

Continue | Return | Reset | Plis ﬂale|

Contract Number Delivery Order  CAGE Code / Ext. Pay DoDAAC

Invoice and Receiving Report (Combo)  Inspection: | Destination % | Acceptance:

Destination ¥

11

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

number. .

12

Click Continue

Chapter 7 — Creating Documents via Templates
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Creating a Document Using a Template, Continued

Procedure (continued)

Step Action

13 | Screen will display a pick list of all documents that is associated
with the contract number. Select the radio button of the document
you would like to retrieve.

Create New Document
" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

FO9B0305C0050 OHBS2 F25700

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

® ABCO Submitted ABCO Submitted 2005-09-02

Continue | Return | Regset | PlisﬂaIE'

14 Click Continue.

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

Change Routing Information
[ = Required Fields

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

FO9E0305C0050 ABCO1 20050902 ABCO1 2005/09/02
IssueBy DoDAAC Admin DoDAAC * InspectBy DoDAAC / Ext. Mark For Code / Ext.

[ EEP | | |

Ship To Code */ Ext. Ship Erom Code / Ext. LPO DoDAAC / Exit. Pay DoDAAC *
[HC1001 | | | | |J‘b |Fes700

Continue | Return | Reset | Page Help |

Click Continue.

Result: Header tab screen opens.

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

Procedure (continued)

Step Action

16 Enter all required fields. Enter optional fields if required per
contract.

S P

ide Arca Workflogn, . =

|~ Hoader [ T unts | Mark For | Comments | Line item | Fack [Misc. Amounts]

Data Capture - Invoice and Recelving Report (Combo)

C
1
[
L [ = Requirad Fields, Date = YYYYMMDD
]
f
1
1

Contract Number  Delivery Ovder lssue Date Inspection Pointl Accoptance Point

FOPG0I05C0050 ] ] ® Supplis © Serdens
Shipmant No.* Shipment Date® [stim. Einal Shipment? Invoice No.* Invoice Data® Einal lnvoica?
[CoE ErE - BE] [pacae fennsazs [ e

J Govermnment I'L Numbear JCH Gross Weight EOD

I._ [ [ [ [FE
First Line Haul Mode Documant Total:
| | 00
Cumency Code

) Sreate Document) _Hetun ) _Fage tise)

b

Note: 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.

17 | Verify, correct or add any information on the tabs required to
create document

18 Click Create Document on the Header tab.

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

Procedure (continued)

Step Action
19 | Analert box open letting you know information was pre-populated
from a template.

= Required Fields, Date = YYYYMMIDD

Contract Number Delivery Order Issue Date Inspection Point Acceptance Point
FOS60305C0050 D D @ Supplies © Services
|Shipment No.™

il nvoice?

s populated based upon a template and all data fiom that template was brought onto this | =

BER

(L
Government B/L Number lease ensure that you have updated all appiicable datato reflact desired valuss for this submission

First Line Haul Mode Document Total:

| $115.00]

Currency Code

usD

Create Documentj _ Return | Page Help)

RE

Click OK.

20 | Verify information is correct. Scroll down to bottom of document.
Click Submit.

Note: Now you can add any needed attachments if applicable,
refer to “Adding an Attachment” section for detailed procedure.
21 | Confirm that you have received a message that your document has
been created successfully.

Note: You have the capability to send more emails to users who
are not in the workflow or as listed on your contract. Refer to
“Add Additional Emails” section for detailed procedures.
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Creating an Invoice from a Stand-Alone Receiving Report

Template

Introduction A Vendor can create an invoice from a previously created Stand-Alone
receiving report.

Procedure Follow the steps below to complete contract information.
Step Action

1 Logon to Wide Area Workflow
2 Click on the [+] symbol next to Vendor section of the sub menu in

the left sidebar.

Home / Log Out

My Profile Maintenance

My Role Maintenance

Add Additional Role

Password Maintenance

[z] Yendor

Result: Your drop down features will appear.
3 Click Create New Document.

I ¥endor

Create New Document
Create Misc. Pay

View VYendor Documents

Access Rejected Receiving
Reports

Access Rejected Invoices

Result: Create New Document screen opens.

Chapter 7 — Creating Documents via Templates

Continued on next page
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Creating an Invoice from a Stand-Alone Receiving Report
Template, Continued

Procedure (continued)

Step Action
4 Enter in all required fields. Enter optional fields if required per
contract. Everything that has an asterisk (*) is a required field

Create New Document
" = Required Fields

Contract Number * Delivery Order CAGE Code/Ext. *

[NOD10497D1234 [1234 |0avvs -

_anlirluel Reset | Page ﬂalel

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

5 Click Continue.

6 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 will pre-populate certain location code fields
(DoDAAC/CAGE) on this document.

Create New Document

" = Required Fields

Contract Number Delivery Order (peasesrssemmrrrs
Microsoft Internet Explorer x|

FOSE0305C0050 g & The contract data is not available in Dol EDA.

Flease enter conkract information,

Continue | Return | Res Click the Return button to enter & different Contract Number
of conkinue creating the document.

Click OK.

Continued on next page
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Creating an Invoice from a Stand-Alone Receiving Report

Template Continued

Step

Action

7

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 ™

NOO1049701234 1234 09%Y3 IHQDSSQ
Continue | Return | Reset | Pais ﬂale|

Click Continue.

Select Invoice.

Create New Document
= Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC
MO0T0457 01234 1234 078RE HO0339

Search For:

Invoice No.
COTemplate
@ Active Documents O Archived Documents

Select Document to Create: *

@ lrwvoice From Feceiving Beport

Invoice as 2-in-1 (Services Only)
Cormercial ltem Financing
Performance Based Payment
Progress Payment

Receiving Report

Invoice and Receiving Report (Combao)

O 00O C 00O

Cost Woucher (FAR 52.216-7, 52.216-13, 52.216.14, 52.232-7)

_Qnrllirlus' Return | Reset | Page Help|

Click check box From Receiving Report.

Chapter 7 — Creating Documents via Templates

Continued on next page
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Creating an Invoice from a Stand-Alone Receiving Report
Template, Continued

Procedure (continued)

Step Action

10 | Screen will display a pick list all Receiving Reports that is
associated with the contract number. Select the radio button of the
document you would like to retrieve.

Create New Document N
" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC
NOO10497D1234 1234 09yya HOO339

Invoice from Receiving Report: *

@ CAROOOT

Continue | Return | Reset | Pais Hale|

11 Click Continue.

Result: The Data Capture screen opens. All information from the
Receiving Report is displayed on all tabs
12 Enter “Invoice No.” and “Invoice Date”.

b =9

‘JG Arga Workflowy . =

Header | Addresses ) Discounts | C Y~ Line ltem YMisc. Amounts)

Data Capture - Invoice

[ = Required Fields, Date = YYYY/MM/DD

Contract Number Delivery Order Issue Date

NOD1049701234 1234

:: Shiy No. Shiy Date Final Shij ? Invoice No.* Invoice Date™ Final Invoice?

| 1| caroom 200509720 N [cARTonT | BHEEA] [WE

j Government B/L Number Document Total:
] l— $100.00

Currency Code

uso

Create Dn:um-n%’ Return | Page E"E'

Continued on next page
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Creating an Invoice from a Stand-Alone Receiving Report
Template, Continued

Procedure (continued)

Step Action

13 Review all tabs for accuracy.

14 | Click Create Document

15 | Verify information is correct. Scroll down to the bottom of screen.
Click Submit.

Note: Now you can add any needed attachments if applicable,
refer to “Adding an Attachment” section for detailed procedure.
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Creating a Receiving Report from an Invoice Template

Introduction A Vendor can create a receiving report from a stand-alone invoice.
Procedure Follow the steps to can create a receiving report from a stand-alone invoice
Step Action
1 Logon to Wide Area Workflow.
2 Click on the [+] symbol next to Vendor section of the sub menu in
the left sidebar.
Home / Log Out
My Profile Maintenance
My Role Maintenance
Add Additional Role
Password Maintenance
[z] Yendor
Result: Your drop down features will appear.
3 Click Create New Document.

I ¥Yendor
Create New Document
Create Misc. Pay
View VYendor Documents

Access Rejected Receiving
Reports

Access Rejected Invoices

Result: Create New Document screen opens.

Continued
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Creating a Receiving Report from an Invoice Template, Continued

Procedure (continued)

Step Action
4 Enter in all required fields. Enter optional fields if required per
contract. Everything that has an asterisk (*) is a required field.

Create New Document
"= Required Fields

Contract Number * Delivery Order CAGE Code/Ext. *

[DAABO797DE6DS o014 [0svve -

antinus' Reset ' F’aie ﬂale|

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

5 Click Continue.

6 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 will pre-populate certain location code fields
(DoDAAC/CAGE) on this document.

Create New Document

" = Required Fields

Contract Number Delivery Order Cppm -
ﬂ

FO360305C0050 d The contract data is not available in Dol EDA,
Please enter contrack information,

Continue | Return | Res Click. the Return button to enter a different Contract Mumber
or continue creating the document.

Click OK.

Continued on next page
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Creating a Receiving Report from an Invoice Template, Continued

Procedure (continued)

Step Action
7 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™

MNOO10497D1234 1234 09g IHQDSSB

_anlinusl_ﬂnturn [ Reset | Pais ﬂalel

8 Click Continue.

Result: Create New Document screen opens.
9 Select Receiving Report.

Continued on next page
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Creating a Receiving Report from an Invoice Template, Continued

Procedure (continued)

Step Action
10 | Select “Inspection” and “Acceptance” points according to your
contract.

I = Wide Arco Workflogm =

-_5{7:.'_

Create New Document
[ = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

DAABO7S7DEE0E 0014 09vva F25700
|| Search For:
- 2
B Shipment No.
Ll [T Template
L
||| © active D © Archived D
||| Select Document to Create:
H| e Invoice
=
|| © lnvoice as 2-in-1 (Semvices Only)
| 1| © Construction Fayment Jmvoice
= ©  Commercial tem Financing
€ Performance Based Payment
' Progress Payment
@ Receiving Report Inspection |Daslmannnd Acceptance: |Destmalmnj I Erom Inwaice
€ Inwoice and Receiving Report (Combo)
© Cost Youcher (FAR 52.216-7, 52.216-13, 52.216.14, 52.232-7)

Continue Return Reset Page Hel
ZReuirn ) Lage felp)

&

Reference:

It is important to review your contract to identify the
Inspection/Acceptance points: FAR 46.503 PLACE OF
ACCEPTANCE

SOURCE Inspection or Acceptance points identifies government
quality assurance is performed prior to product shipment.

DESTINATION Inspection or Acceptance points identifies
government quality assurance is performed after product shipment.

“Other” permits the receipt of items at a location other than Source
or Destination. (example: 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.

11 | Click the checkbox next to From Invoice.

Continued on next page
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Creating a Receiving Report from an Invoice Template, Continued

Procedure (continued)

Step

Action

12

Click Continue.

13

Screen will display a pick list of all receiving reports that is

associated with the contract number. Select the radio button of the

document you would like to retrieve.

Create New Document
" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC
DAABO7I7DBE0S 0014 09YYs F25700
InspectBy DoDAAC/ Ext.

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

Mark For Code / Ext.

& INYVOICES21 %
CINVOICES20

Continue | Return | Reset | Page Help|

14

Enter “Shipment No.” and “Shipment Date”.

i = Wide Area Workilggm s . =

Header [ s | Markfor Y C Y Line item Y Pack =}

Data Capture - Receiving Report
[' = Required Fields, Date = YYYYIMM/DD

Contract Number Delivery Order Issue Date Inspection Point Acceptance Paint

| peseorerpeeos oots 199508113 D D @ Bupplies € Sanices
| || shipment Mo Shipment Date  Estim. Einal Shipment? Invoice Ho. Invoice Date Einal Invoice?
LI [revoiceszr [z005708/21 M= INVOICES21 200509719 M
L
||| Govemment Bt Humber TcN Gross Weight FOB
B [ sH
H | First Line Haul Mode Decument Total:
El
Bl JEd| #1,000.00
Currency Code
usD
Create Documen: tj _ Return J Page Hel

-1

15

Review all tabs for accuracy.

Continued on next page
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Creating a Receiving Report from an Invoice Template, Continued

Procedure (continued)

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

Note: Now you can add any needed attachments if applicable;
refer to “Adding an Attachment” section for detailed procedure.
17 Confirm that you have received a message that your document has
been created successfully.

Note: You have the capability to send more emails to users who
are not in the workflow. Refer to “Add Additional Emails”
section for detailed procedures.
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Chapter 8
View Vendor Document Folder

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 Page
2. View Documents
3. Review Tabs
4. Recall Documents
Contents This chapter contains the following topics.
Topic See Page
Using the Search Criteria Page 8-2
View Vendor Documents Folder 8-8
Description of Column Heading 8-12
WAWEF Status Codes 8-14
Viewing Attachments 8-16
Recalling, Correcting and Resubmitting a Document 8-18
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Using the Search Criteria Page

Introduction To view documents in the Vendor folder you will need to learn to search.

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.

Procedure 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. Section of the sub menu
in the left sidebar.

Home / Log Out

My Profile Maintenance
My Role Maintenance
Add Additional Role
Password Maintenance

[=] ¥endor

Result: Your drop down features will appear.
3 Click View Vendor Documents

-] ¥endor

Create New Document
Create Misc. Pay

View Yendor Documents

Access Rejected Receiving
Reports

Access Hejected Invoices

Result: Search Criteria screen opens

Continued on next page
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Using the Search Criteria Page, Continued

Procedure (continued)

Step Action
4 Select a CAGE from the “Select Location Code.”
(It is the only required field when searching for a document)

Search Criteria - Vendor Documents Folder
By Vendor (Payee)

" = Required Fields

CAGE *

Select Location Code
Search For

® Active Documents O Archived Documents

Contract Number Delivery Order

Vendor (Payee) / Extension Ship From / Extension

Shipment No. Invoice Number

Type Document Status

Al Documents b All Documents

Create Date (YVWVYY/MW/DD)
2006/06/17
Acceptance Date (OYYY/MM/DD)

Create Date End (YWYY/MM/DD)
2006/07417
Acceptance Date End (Y MM/DD)Y

Invoice Received Date (VYYY/MM/DD) W‘iﬂﬁ?[(;;zvml Date End
Estimated Delivery Date Estimated Delivery Date End
(YYY/MM/DD) (YYYY/MM/DD)

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
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Using the Search Criteria Screen, Continued

Optional Search by any of the other optional fields.
Search Criteria
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.

You can enter wild card characters in the optional fields as well.

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 =

Th3W0 -]

Search For %

* Active Documents " Archived Documents
Contract Numhber Delivery Order
| |
Vendor (Payee] / Extension Ship From / Extension
| |
Shipment No. Invoice Humber
| [Ec

Continued on next page
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Using the Search Criteria Screen, Continued

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

Active WAWEF Active Document folder contains all documents.
Documents

Important: For documents that are in a “Void” status for longer than 30
days or “Process” status for longer than 120 days you will be able to locate
these in the Archive Documents folder.

Search For
* Active Documents " Archived Documents
Contract Humhber Delivery Order

Chapter 8 — View Vendor Document Folder Page 8 -5



Using the Search Criteria Screen, Continued

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

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

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.

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.

Archived Documents that have been in “Process” status 120 days or longer or “Void”

Documents status 30 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 “Process” or “Void”.
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 “Process” or “Void” status you must:
for Archived

Documents To search for a document :

1. Select Archived Documents
2. 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 (Y MM/DD) Acceptance Date End (YYYY/MM/DD)

[

Invoice Received Date (YYYY/MM/DD) Invoice Received Date End (YYYY/MM/DD)

[

Search by dates WAWF defaults to a thirty day range to search for documents (see Create
for Active Date and Create Date End fields). To change the calendar dates to search for
Documents older documents.

To search for a document older than 30 days old:
e Select Active or Archive 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)
2006/06/09 2006/07/09

Acceptance Date (YYYY/MM/DD} Acceptance Date End (YYYY/MM/DD)
Invoice Received Date Invoice Received Date End
YYYY/MM/DD) YYYY/MN/DD)

Estimated Delivery Date Estimated Delivery Date End
YYYY/MM/DD) MYYY/MN/DD)

Submit | Page Help|

Search results are based on documents warked within the last 30 days. To
retrieve documents outside this range provide specific date ranges as search
criteria even if you entered a specific contract andfor shipment number. The
minimum age of documents in the Archive is based upon their status when they
were archived. See the SUM for clarification on archive dates.
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View Vendor Documents Folder

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

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

Step Action

1 Logon to WAWF.
2 Click on the [+] symbol next to Vendor. Section of the sub menu

in the left sidebar.

Home / Log Out

My Profile Maintenance
My Bole Maintenance
Add Additional Role

Password Maintenance

[x] Yendor

Result: Your drop down features will appear.
3 Click View Vendor Documents.

Il Vendor

Create New Document
Create Misc. Pay

View VYendor Documents

Access Rejected Receiving
Reports

Access Rejected Invoices

Result: Search Criteria screen opens.

Continued on next page
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View Vendor Documents Folder, continued

Procedure (continued)

Step

Action

4

Select a CAGE from the “Select Location Code”.

e Ao Workflagm

2]

- -—-—-------- - = —

b

earch Criteria - Vendor Documents Folder By Vendor (Payee)

= Required Ficlds

Search For

= Archived Documents
Deliviery Orduer

& Active Documents
Contract Numbes

1 | I
Virndon (Payee) / Extiension Ship From / Extension
[ | [ [
Shipmant Na. Inwaice Humbar
[ [
Type Document Status
| All Documents E| | All Documeris =|
ot Date {OOYYMITID) Crwate Date End [YYYY/MBIDD)
Accoptance Date (YYYYMMDD) Acceptance Date Cnd (YYYY/MM/DD)
Invoice Received Date (YYYY/MMDD) Invaice Received Date End (YYYY/MB/DD)
[a] =]
—Rubmil) ragepes)
DoD Wide Area Workflow

Continued on next page

Chapter 8 — View Vendor Document Folder

Page 8 -9




View Vendor Documents Folder, continued

Procedure (continued)

Step Action
5 Click Submit.

Result: Below is an example of the document search results in the
Vendor 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.

=
Vendor Documents from Active Folder By DoDAAC for '0HB52' (12 items, sorted by Contract Number)
Vendor " Shipment Acceptance Recall Void ,_  Invoice inuoice
tem Typ (Payeey SontractHumber  Dolivery Order & o Status " oo® DR Pack Ra;;l;ed Stats
1 Receiving Repot OHBS2 ATEST 11 Submitted R v #
2 Combo 0HBS2  CAAEOTO1LU460 PMB0001  2005-09-27 Processe d 12345 2005-09-27 Processed F144|
3 Combo 0HBS2 CAAEOT1LU460 PBJOOD1 Submitted R v 12345  2005-09-28  Submitted $255|
4 Combo 0HES2Z  CAAEEOTOMLU460 PBJO011 Submitted R ¥ 12334 2005-09-28  Submited 20|
5 Receiving Report 0HES2 — DADA1004F0555 Wv81vTYDADADSSSS WILSON1234 2005-09-26 Processe o 9,076
6 OHBS2 F0960305C 0050 1 D2005-03-25 Submitted 150|
T OHBS2 F0960305C0050 2 2005-08-29  Submitted 72|
8 Receiving Report OHBS2 TESTING1 12345 Subimitted R '3 00001 2005-09-27  Submitted $300)
9 WOICE 0HBS2 TESTINGCIFROMRR 1233 2005-09-26 Processed pe00|
10 Invoice 0HBS2 VT97P6S65A 0004 D2005-09-30 ssed 58 540)
" Invroice: 0HBS2 V797PE565A W81 KO00SFO06T 0001 D2005-09-30 Processed $88510)
12 Combo 0HBS2  W911RPO4CO001 RAHS 2005-03-25 Processer o RAHS D2005-09-28 Processed $3 958
Eirst__J Next | Preyious Last__J

“Continued on next page
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View Vendor Documents Folder, continued

Procedure (continued)

Step

Action

6

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

Receiving Report.

=
Vendor Documents from Active Folder By DoDAAC for '0HB52' (12 items, sorted by Contract Number)
Vendor . Shipment Acceptance Recall Void Invoica _IMvoice Recall  Void
ttem Type (Payee) CONtractHumber  Delivery Order - e Status Lot DO pack | aeeed RBI;::::ed Status | HR L eies Amou
1 Receiving Report OHBS2 ATEST 111 Submited R ¥ #
2 Combo 0HB52 ~ CAAEOTO1LU450 PMBO0U  2005-09-27 Frocessed 12345  2005.08-27 Processed a4
3 Combo 0HB52  CAAEO71LU4GD PBI0001 Submiteds R ¥ 12345 2005.08-25 Submitted 259
4 Combo 0HB52 CAAEEO701LU460 PBIO011 Submited R ¥ 1234 2005-08-28 Submitted $120)
5 ReceivingRepot OHBS2 — DADA1004FOS55 v31YTVDADAOSSSS WILSOMI23d 20050925 Frocessed 55,075
3 Invoice 0HB52  FO960305C0050 1 D2005-09-25 Submitted $150)
7 Invoice 0HB52  FO960305C0050 2 2005-08-23 Submitted 372
8 Recelving Report OHB52 TESTIHG1 12315 Submited R ¥ 00001  2005:08-27 Submitted 3300
3 Invoice O0HB52 TESTINGCIFROMRR 1234 2005-08-25 Processed 3500)
10 Invoice OHES2 ~ U797PESESA 0004  D2005-09-30 Processed $88 5401
1 Invoice OHES2 ~ UT97PESESA  WWEIKDDOSFOE! 0001  D2005-09-30 Processed $88,510)
12 Combo OHES2  W911RPOAC0001 RANS 20050928 Processed RANS  D2005-09-28 Processed $3,955]
First | Next | Previous | Last |
Return | Page Help |

Note: Clicking on any blue hyper link will result in the opening of a

document. Result: Receiving Report opens.

Review the document by clicking the different tabs.

el ] ;
i S ¢ Arga Workflogn, . =
t
L]
(|
A RECEIVING REPORT
* = Regured Fialds
Contraet Mumber Delivery Order Ilesue Date
ATEST r
Shipmment Bumber Acceptance Point
11 00508027 " o ]
BL mumber TCN Fust Line Maul Mode Gross Wesght
Sumimary of Detall Level Information
t CLMELING)
Pty Infor mation:
Paiene Conts ach Adhministeod By
| | [S——— -
P ——— D ——
—_— E—
L] | P ———— PR —
)| FT———— P —
| ph—
1 DoUAAC: HEwiB
| Mo DEFEHSE FIMARGE AHD ACCOUNTING SERY
T4
I.l-l mium ' Eriny | Flll ﬂola'

Click Return to return to Vendor Folder.
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Column Headings

Description The table below provides a description of the column headings.
Description
Column
Headings
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
Voucher, Performance Payment, Progress Payment,
Commercial Finance Invoice, and Receiving Report.
Refer to the WAWF 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 document image. To view the receiving
report image in WAWEF, 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
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Column Headings, Continued

Description (continued)

Column Description
Heading
Status (1%) Receiving Report Status. Refer to detailed list on pg 149.
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 The Invoice Number column provides the invoice
Number number assigned to the invoice and also a link to the
WAWEF document image. To view the invoice image,
click on the “Invoice Number” link for the associated
item.
Invoice The date the WAWF system received the invoice. Date

Received Date

appears in red means a discount was offered

Status (2")

Invoice Status. Refer to detailed list on pg 149.

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.

Chapter 8 — View Vendor Document Folder
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WAWEF Status Codes

The table below defines the WAWF document status codes.

Status Code

Definition

Certified

Has been signed by the LPO.

Pre-certified

LPO has Pre-certified the document

Reviewed

Is in the Pay Office and awaiting processing.

Processed

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

Resubmitted

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

Rejected

Has been sent back to the Initiator by the government.

Hold

On Hold within a government user’s folder.

Suspended

A temporary status used by the payment office to
research potential errors. After research, Pay Office MAY
EITHER “PROCESS” into entitlement system manually
or “Reject” invoices back to the vendor.

OR
Payment Office will “made ready for recall” receiving
reports that need to be recalled by the government

official.

Note: The Payment Office CANNOT reject receiving
reports back to any government officials

Approved

Voucher has been approved by DCAA Auditor

In process

Vendor has submitted interim voucher to DCAA office
and DCAA reviewer has reviewer the voucher and made
processing recommendations to the DCAAA auditor.
Voucher will remain in “IN Process” status until
approved or rejected by the DCAA auditor.

Voided

No longer valid for payment

Navy In-
Process

A New Status in WAWF that indicates the document
requires action by the Navy.

Chapter 8 — View Vendor Document Folder
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WAWEF Status Codes, Continued

Defined (continued)

Status Code

Definition

Submitted

Receiving Report has been created by the government
and is awaiting Inspect/Acceptance.

OR

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

Inspected

Has been Inspected

For Source/Source workflow- has been forwarded to the
Pay Office unless an LPO is in the workflow.

For Source/Destination or Destination/Destination- has
been forwarded to the Acceptor for Acceptance signature.

For Cost Voucher/Summary Cost VVouchers- document
has been provisionally accepted by the DCAA Auditor
and has been forwarded to the Pay Office unless an LPO
is in the workflow.

Accepted

Has been accepted and is now in the Acceptance History
folder.

OR

Document in Accepted status waiting LPO processing,
when LPO is designated in the routing.

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.

OR

Document is awaiting processing by the Payment Office
for NON-EDI enabled payment offices, Air Force
receiving reports will remain in accepted status until the
payment office moves them from “Accepted” to a
“Processed” status.

Chapter 8 — View Vendor Document Folder Page 8 - 15



Viewing Attachments

Introduction

Procedure

To view the file that other parties have attached,

you need to extract the file

from the WAWF 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.

. ]
- S
|~ Header | Lineltem | Addresses | Misc. Info |
RECEIVING REPORT
* = Required Fields

Contract Number Delivery Order Issue Date W Supplies

DAABD797 DBE0S o014 200470802 I™ Senices

Shipment Number Shipment Date Final Shipment ion Point Accey Point I~ coC
12575678 200400713 Y D D I ARP
B/L Number TCN First Line Haul Mode Gross Weight FOB

D

Summary of Detail Level Information Total

2 CLINASLINGS) $4510.10
Invoice Number Invoice Date Final Invoice

18KJE 20040802 % T
Routing Information:

2 Click the drop down arrow on the Alt

Attachments: %ﬂ

achments drop-down box.

3 Highlight the desired attachment.

A

v HIS

WAWF flowdoc |

Chapter 8 — View Vendor Document Folder
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Viewing Attachments, Continued

Procedure (continued)

Step Action
4 Click the Extract Attachment icon.

Attachments:

v IS,

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.

5 A Save As window appears. Select location to save attachment
6 Click Save to save attachment to your PC.

Result: When the download is finished, a Download complete
window will appear.

7 Click Close. You may go to the location on the hard drive where
you saved the attachment to view it.
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Recalling, Correcting and Resubmitting a Document

Introduction 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 folder
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.

Procedure Follow the steps below to Recall, correct and resubmit a document. In this
procedure we will use a 2-N-1 as an example.

Step Action

1 Logon to WAWF.

2 Click on the [+] symbol next to Vendor. Section of the sub menu
in the left sidebar.

Home / Log Out

My Profile Maintenance
My Role Maintenance
Add Additional Role

Password Maintenance

[z] Yendor

Result: Your drop down features will appear.

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

Procedure (continued)

Step Action
3 Click View Vendor Document Folder.
Ll Vendor
Create New Document
Create Misc. Pay
View Vendor Documents
Access Rejected Receiving
Reports
Access Rejected Invoices
Result: Search Criteria screen opens.
4 Select CAGE from the “Select Location Code” and enter any
additional search criteria if applicable.
- Wide Arca Workflogn
¢ |(Search Criteria - Vendor Documents Folder By Vendor (Payee)
‘|| = Required Fields
|
CAGE*
1 || Search For
i # Active Documents " Archived Documents
VI Contract Number Delivery Order
Y| I
1 Vendor (Payee) / Extension Ship From / Extension
1|l I [ I
1 || Shipment No. Invoice Numher
1| |
1 || Type Document Status
1 |AII Documents ;] |AII Documenlsj
11| create Date (AOYMM/DD) Create Date End (YYYY/MM/DD)
7
| 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 ' Pagn HAIE'
DoD Wide Area Workflow
I
5 Click Submit.
Result: History Folder screen opens.

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

Procedure (continued)

Step

Action

6

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

Vendor Documents from Active Folder By DoDAAC for “TM3WO' (1 items, sorfed by Contract Number)

Wundos Lontract Dulivery  Shipmant  Accuplance Recall  Veid lervoics Invoice Recall Vaid
Wom  THPY  Devie)  Nmmber idar Ha Distw Swtm on AR Nomber  Mecobesd Dats | DU iy lneslce  STONM
T lwmics 201 TMIW0 EAGZZ 10 MO001 [ir) Sureritied L} v 2 H0EM-7 Suedtad L} v 1248
Fiest pew | Preyisus | Lost

Result: Data Capture Receiving Report screen opens.

Click on any of the tabs to correct or add information. In this
procedure we will edit the line item tab to make correction.

Data Capture - Invoice 2-in-1 {Services Only)

= Required Fields, Date = MINMOD
(Comtract Mumber Defivery Order lssue Date
F iz 1 0an000
Shipment Ho, Shipment Date Final Shipment? Invoice o, Inveice Date Cinal lrvoica?
124 0060117 @~ [+ H0RM1NT W o
Ducumas 1 Talak:
$2485
[urrency Cade

UsD &

Note: From the Data Capture — 2-N-1 screen, you can not
change the contract number, shipment (invoice) number or any
of the dates, you have to void the document and recreate a new
document.

Click Line Item tab.

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

Procedure (continued)

Step

Action

9

Click on the edit £ icon.

Line Item Details:
at lerast one Line Mem is required

Mum Mo, Stock PastHo. Type Oty. Shipped Unit UnitPrice Amount Actions
N 12us e TEA m2es s245 AW
-]
Fage Help |

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

Note: Other choices of action are, deletem , or add

W
= additional line item information.

Result: Edit CLIN/SLIN screen opens.

10

Correct the appropriate field(s). In this procedure we will correct
the quantity.

[T ERINBLIN [ AGRNs |

Edit CLIN/SLIN
= Required Figlds

Bem No.* Stock Past Ho. Type

ity. Shipped * Unit®  Unit Price *
oo 12348 W -endors [Sellers) Fan Mumber 1 £a § Oz
SON ACAH Amoumt
§1245
Description *
Estall
Eava Clinis s | _ Maturn | Page Help|
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Recalling, Correcting and Resubmitting a Document, Continued

Procedure (continued)

Step

Action

11

Click Save CLIN/SLIN

Result: “Line Item Details screen opens.

12

Click Header tab.

Ling llam [ Miac, Amausta]

Line Item Details:

A1 learst one Ling lem is required

Ibem Mo, Stock Part He, Type Oty Shipped Unit Unit Price Amosnt fetions

oo 17 e 5 Ex snss smx 1
Page Hetp |

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

Result: Header tab screen opens.

13

Scroll down to the bottom on the screen. Click Create
Document.

LI~ Feadar

Data Capture - Invoice 2-in-1 (Services Only)
= Required Fredds, Date = YWYYMMDD

Contract Humbes Delivery Order lsswe Date

FAEZNDAMICD!
Shipment No. Shipment Date Final Shipment? Imvoice Ho. Immice Date Einal Invoice?
w2 A0EDT m~ mz 20080117

Currnney Coda

Greats Docement] _ Meturn | Page Help|

Document Total:
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Recalling, Correcting and Resubmitting a Document, Continued

Procedure (continued)

Step

Action

14

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

Click Submit.

Contract Number
FAGT04MO00

Imwolce Humber
oM HEmA7

INVOICE 2-in-1
* = Required Fields
Delivery Order

Final Invoice
¥

Imwolce Recelved Date
Xeawny

Summary of Detsil Level Infermation Tatal
1 CUNELINGS) s
Miszalianaous Amauntis) Lol

Shipment Humbes Shipmuem Date Final Shipment
o024 20060117 N

[auting Infarmatinn:

Prime Comracior Administered Dy

CAGE Code: 1M0W0 Extension: Dol FAGZRT

Hamn: CACH INCFEDERAL Nama: FASZI 3T WG LGE
Survice Accuptor Paymumt Official
Code: FASZI1  Extension: FICECK DeDAAC: F25700

Hame: FAGZZY 127 WG LGC Hame: ACCTG DISD STA NR 525700

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

15 | Confirm that you have received a message that your document has
been recalled and submitted successfully.

[The Inwoice 2-In-1 (Services Only) has been recalled and submited successfully.

Contract Number  Delivery Order Shipment Number  Invoice Numbers

FAGZ2104MO0001 0124 0124

Send More Email Motifications

Note: You have the capability to send more emails to users who are
not in the workflow or as listed on your contract. Refer to “Add
Additional Emails” procedure for detailed procedure.
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Section 9

Accessing Reject Folders

Overview

Introduction Once a document has been rejected the document appears in the reject folder.

There are 2 Reject Folders:
e one for the invoice and
e one for receiving reports.

These folder 2 folders have the same actions.

Learning Upon completion of this Chapter, you will be able to
Objective

e Resubmit a Document

e Change DoDAAC(s)
e \/oid a Document.

Contents This chapter contains the following topics.
Topic See Page
Correcting a Rejected Document 9-2
Changing DoDAAC 9-6
Voiding a Document 0-11
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Correcting a Rejected Document

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

Procedure Follow the steps below to access and resubmit Invoice in WAWF.
Step Action
1 From the Vendor Side bar menu, click the “Access Rejected
Invoice”.
Il Vendor

Create New Document
Create Misc. Pay
View Vendor Documents

Access Rejected Receiving
Reports

Access Rejected Invoices

Result: Search Criteria screen opens.

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

Search Criteria - Vendor Rejected Inveices Folder

" = Required Fields

Contract Number Delivery Order

Vendor (Payee) / Extension Ship From / Extension

Shipment No. Invoice Number

Type Document Status

All Documents b All Documents ¥

Create Date (YYYY/MM/DD) Create Date End (YYYY/MM/DD)
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 ' Pnis ﬂale'

DoD Wide Area Workflow

3 Click “Submit”.

Result: Vendor Rejected Invoice screen opens.

Continued on next page
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Correcting a Rejected Document, Continued

Procedure (continued)

Step

Action

4

Click on the shipment number hyperlink under the Resubmit?

Vendor Rejected Invoices Folder for 15090 (2 items, sorted by Contract Number)
Vendor Contract Delivary lnvolce
Ttam Type Payes) Niimbar Order  Desubmi o ved Data Change DoDAAC Wold?  Amount Reject Reason
Fast Pay bvoice 15050 DAAHD102PRO53 TCAz D05 0118 Yis ¥V  CADSOPO00 ;‘#I'_’;élj‘;"' # pat Vet condition
Iwice 1500 DAAMMPROSY  BEY  ICRMR 005D Yos ¥ sspmog Rofecting ivedes frincomct
llr.l | uul J Fr-.lut | *ul i
atern FH. uulzi

Result: Data Capture screen opens.

Click on any of the tabs to correct or add information In this
procedure we will edit Line Item tab.

| [~ Header | Y Ciscoun O Y Line itam YMisc. Amounta]

Data Capture - Invoice
= Required Figlds, Date = YYYYiMWMDD

Contract Number Delivery Order lssue Date

DAAHDIOZPROSI BE27 @ Supplios © Seneos

Shipmant Na. Shipmant Date Einal Shipment? Invoice Mo. lnvoice Date Einal Invaica?

TCB4027 20041004 N TCE4OZT 20041004 m~

Governmen U BIL Number Document Total:
£5.070.00

Currency Code

USD e

Creats Document]  Return | Pages Help|

Note: You cannot correct the contract number, shipment
number, invoice number and dates, you have to void the
document and recreate a new document.
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Correcting A Rejected Document, Continued

Procedure (continued)

Step

Action

6

Click “ Line Item” tab.

7

Click on the edit £ icon.

m

Note: Other choices of action are, is delete™ , or add

]
= additional line item information.

Result: Edit CLIN/SLIN screen opens.

Correct the appropriate field(s). In this procedure we will correct
unit price.

Click Save CLIN/SLIN.

Result: “Line Item Detail” screen opens.

10

Click Header tab.

Result: Header tab screen opens.

11

Scroll down to the bottom of the screen. Click Create Document.

Result: The completed form displays in a Receiving Report
template.

Continued on next page
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Correcting a Rejected Document, Continued

Procedure (continued)

Step Action
12 | Verify information is correct. Scroll down to the bottom of the
screen. Click Submit.

INVOICE
* = Required Fields
Contract Number Delivery Order Issue Date FSupp
DAAHDIDZPROS3 8827 CBemice
Invaice Humbar Invoice Date Final Invoice Invoice Receivad Date
TCB4a2? 2041004 N 20013
Summary of Detall Level Information Tatal
1 CLINSLINGS) $4.50000
1 Miscellansous Amount(s) 17000
$5,070.00
Shipment Humber Shipment Date Final Shipment
TCB4E7 20041004 N
[touting Information:
Prime Contractor Administerned By
CAGE Code: 15000 Extenslon: DoDANC:  SOH0SA
Name: RAYTHEON COMPANY Hame: DUMA RAYTHEON TUCSON
Ship To Payment Official
Code: FEZZY  Futension: DoDAAC: HODITS
Hame: FB2029 DDHU CHTRL RCVG HILL FCLTY MName: DFAS . COLUMBUS CENTER
Bubmit |  Heturn | Page Help|

Note: Reattach any attachments (on the Misc. Info tab); refer to
“Adding an Attachment section for a detailed procedure.

13 | Confirm you received a message that the document has been
created and resubmitted successfully. Emails will be resent to the
appropriate workflow user.

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

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

Procedure Follow the steps below to change a DoDAAC
Step Action
1 From the Vendor side bar menu, click “Access Rejected
Invoices”.
I-] Yendor

Create Hew Document
Create Misc. Pay
View Vendor Documents

Access Rejected Receiving
Reports

Access Rejected Invoices

Result: Search Criteria screen opens.

Continued on next page
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Changing DoDAAC, cContinued

Procedure
(continued)

Step |

Action

Select CAGE from the “Select Location Code” and enter any

additional search criteria if applicable.

Search Criteria - Vendor Rejected Invoices Folder

" = Required Fields

CAGE =

Select Location Code |54
Contract Number Delivery Order
Vendor (Payee) / Extension Ship From / Extension
Shipment No. Invoice Number
Type Document Status

All Documents ™ All Documents v
Create Date {YYVYY/MM/DD) Create Date End (OYY/MM/DD)
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 ' Pa!e ﬂalB'

DoD Wide Area Workflow

Chapter 9 — Accessing Reject Folders

Continued on next page
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Changing DoDAAC, cContinued

Procedure (continued)

Step

Action

3

Click “Submit”.

Result: Vendor Rejected Receiving Report results screen opens.

Click on “YES” under “Change DoDAAC”.

Vendor Rejected Invoices Folder for "15090" (2 items, sorted by Contract Number)
Tem Type &:‘:‘:; E‘:"':I':: Dflll'l'::l"" Resubmit? “m:':.:':':‘;l“," Change DoDAAC Vuid?  Amount Reject Reason
| Fast Pay Inoice 15000 DAAHDMO2PRDG3 TCA412]  D2005.01-18 Yes ¥ CAD 507000 [HISCE Mice pertest ]
Inoice 15090 DAAMMOIPRIS) [0X  TCRMEH  M0SMen Yes ¥ $5 70,00 PR wien forincomuc)
First | Next I Preyious l Last ’
_Belurn_ ) _Pags ol

Result: Change Routing Information screen opens

Correct or add any DoDAACS.

Change Routing Information
" = Required Fields

Contract Number Delivery Order Issue Date Shipment No. Shipment Date Invoice No. Invoice Date
DAAHDTOZPRO53 B2

TCEAB2T 200441004 TCB4BZF 20041004
IssueBy DoDAAC Admin DoDAAC *
503054
Ship To Code =/ Ext. Ship Erom Code / Ext. Pay DoDAAC =
FE2029 HQ0339

gnnlinuu' Return | Reset | Paiu Halg'

Click “Continue”

Results: Data Capture screen opens.

Chapter 9 — Accessing Reject Folders

Continued on next page
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Changing DoDAAC, continued

Procedure (continued)

Step

Action

7 Click “Create Document”.

| [© Header | Y Ciscoun O Y Line itam YMisc. Amounta]

Data Capture - Invoice
= Required Figlds, Date = YYYYiMWMDD
Contract Number Delivery Order lssue Date

DAAHOIOZPROS3  BA2T © Suppliss © Serdens

TCE482T 200411004 N TCE402T 200411004
Governmen! it B/l Number

USD

Create Document] _ Return | Pa.

Shipmant No. Shipmant Date Einal Shipment? Inveice No. Inwoice Date Einal lavalca?

m~

& Hel

Document Total:

$5070.00

Result: The Invoice screen opens.

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

Chapter 9 — Accessing Reject Folders

Continued on next page
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Changing DoDAAC, cContinued

Procedure (continued)

Step

Action

8

Verify information is correct Scroll to the bottom of the page.
Click “Submit”.

INVOICE
* = Required Fields
Contract Number Delivery Order Issue Date FSupples
DAAHDIDZPROS3 8827 CBemice
Invoice Numbar Inwoica Date Final Invoice Inwoice Racaivad Date
TCB4a2? 2041004 N 20013
Summary of Detall Level Information Tatal
1 CLINSLINGS) $4.50000
1 Miseellansous Amoant{s) 17000
$5,070.00
Shipment Humber Shipment Date Final Shipment
TCB4E7 20041004 N
[touting Information:
Prime Contractor Administened By
CAGE Code: 15000 Extenslon: DoDAAC:  SOI05A
Name: RAYTHEON COMPANY Hame: DUMA HAYTHEON TUCSON
Ship To Paymemt Official
Code: FEZZY  Futension: DoDAAC: HON3E
Hame: FB2029 DDHU CHTRL RCVG HILL FCLTY MName: DFAS . COLUMBUS CENTER
Submil_|  Relurn | Pags Helg|

Note: Reattach any attachments (on the Misc. Info tab); refer
to “Adding an Attachment” section for a detailed procedure.

Confirm you received a message that the document has been
created and resubmitted successfully. Emails will be resent to the
appropriate workflow user.

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

Chapter 9 — Accessing Reject Folders
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Voiding a Document

Introduction 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.

Procedure Follow the steps below to VVoid a document. In this procedure we will void a
Invoice in the View Vendor Document Folder for the example

Step Action
1 Click Access View Vendor Documents Folder from the vendor
menu.
Il Yendor

Create New Document
Create Misc. Pay
View Yendor Documents

Access Rejected Receiving
Reports

Access Rejected Invoices

Result: Search Criteria screen opens.

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.

b

4 = L
=+ e Area Workfl
= e ™ i
¢ |[Search Criteria - Vendor Documents Folder By Vendor (Payee)
[ = Required Fields
[
L CAGE*
Select Location Code
1" || Search For
i @ Active Documents € Archived Documents
-I Contract Number Delivery Order
| I
| Vendor (Payee) / Extension Ship From / Extension
1|l [ [ |
1 || Shipment No. Invoice Humher
|l [
1" || Iype Document Status
1 || [Ar Documents B [AlDocuments =]
1'|| create Date (YYYY/MM/DD) Create Date End (YYYY/MM/DD)
»
| Acceptance Date (YYYY/MM/DD) Acceptance Date End (YYYY/MM/DD)
k Invoice Received Date (YYYY/MM/DD) Invoice Received Date End (YYYY/MM/DD)
Submit_J Pags Help)
DoD Wide Area Workflow

3 Click “Submit”.

Result: View Vendor Document Folder screen opens.

Chapter 9 — Accessing Reject Folders

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

= )
e
Vendor Documents from Active Fcllder By DoDAAC for "1M3W0' (5 items, sorted by Contract
Number)
" 1 Vendor Contract Numib Delivery Shipment Acceptance Stat Recall \Iﬂidp K Invoice: Rllzmn?ceﬂ stat Recall Void a i
o ype (Payee) SontractNInToet. oy o HNo Date i) RR RR P2 Number ;:t:'e US  nvoice Invoice  “MOU
1 Invoice 2in1 1M3W0 DAABO797DB608 0014 PDI111 Submitted R ¥ PDM11 2005-07-25 Submitted R V52500000
2 Invoice 2in1 1M3W0 DAABO797DB608 0014 PDI2222 2005-07-25 Processed PDI2222 2005-07-25 Processed §25,000.00
3 Invoice 2in1 1M3WW0 DAABO797DB608 0014  PDI3333 Submitted R v PDI3333 2005-07-25 Submitted R v $27,000.00
4 Invoice 2in1 1M3W0 DAABO797DB608 0014  PDI444 2005-07-25 Pracessed PDI4444 2005-07-25 Processed §24,000.00
5 Combo  1M3W0 FA622104M0002 00001 2005-04-06 Accepted KING39 2005-04-29 Submitted $525.00
First ' Next | Preyious | Last |
Return | Fugoﬂulg'
H [13 7 H
5 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, H 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 Confirm you received a message that the document has been
voided successfully.

Note: Once you have voided a document in WAWF 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

DAABO7S7 DCEZ3 SHARINZ3

Return | P:geﬂal“

Result: The status of the document is now Voided.
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Appendix A

Additional Information

Overview

Introduction There may be tabs that may be required by your contracts specific invoicing
instructions but are not mandatory to create documents in WAWF

Contents This chapter contains the following topics.
Topic See Page
ACRN Tab A-2
Misc. Info Tab A-4
Adding an Attachment A-6
Government Furnished Property Receiver and Shipper A-9
Pre-population of CLIN A-10
Establishing or updating the EB POC in CCR A-11
Registering for Electronic Document Access (EDA) A-12
Using EDA A-18
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ACRN Tab

Introduction The ACRN tab allows you to add multiple ACRN to one CLIN if your
contract calls for. The ACRNs must balance with the CLIN/SLIN total.

Procedure Follow the steps below to add multiple ACRNSs.

Step Action
1 Click on ACRN Tab.

Result: ACRN screen opens.
]
Click on the Add icon = under Action.

GLINTELIN ACHNS

ACRNs
[* = Raquirad Fiskds

Mem Ho CLIN Amoun i ACHEN Amoun 1l Ditference

0001 $50.00 $0.00 $50.00
ACRN Amount Actlon
&
Page Help |

UPQN COMPLETION OF WORK IN THIS AREA, CLICK OM ANOTHER TAB FOR FURTHER ACTION.

3 Enter “ACRN” and “Amount”.

CLIN/ELIN ACHNE

IACRNs

[* = Raquirad Fields

Ttem No CLIN Amount ACHN Amount Difterence
0001 ¥50.00 30,00 $50.00
ACRN Amaunt Actlon
A ] e X
&
Fage Help |

(UFON COMPLETION OF WORK [N THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION.

Note: Options are Save Cancel Add

Continued on next page
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ACRN Tab, continued

Procedure (continued)

Step Action

4 Click the Save icon = )

ACRNs
= Required Fields
Item Ho CLIN Amoun it ACRN Amoun t Difference

oo 0.0 §25.00 §25.00
ACRN Amoun 1} Action

AA $2500 £

&

Pli. H.ll I

HPON COMPLETION OF WORK IN THIS AREA, CLICK OM ANOTHER TAB FOR FURTHER ACTION.

Note: Repeat steps 2-3 to add as many as needed. You have the

m £

option to delete ™ or edit = .

5 Click CLIN/SLIN tab.

Click Save CLIN/SLIN.

7 Complete all tabs required to submit document if not already done
s0. Return to Header tab to Create Document.

(ep]
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Misc. Info Tab

Introduction After the document has been created the Misc Info tab appears.
The Misc Information page contains the information regarding the document
Initiator. This page details all of the actions and various status flags each step
of the way. This is also the page that shows dates, and times actions was
taken, as well as showing the workflow steps in the movement of the
document from Vendor to pay. Attachments are added from this page.

Procedure Follow the steps below to view Misc. Info
Step Action
1 Click on MISC Info tab.

- Area Workil
== Wide Aiga Wor | =
—F v T
. i W S
1€
DE
Headar Linn Item ACRNS Misc. Info
Uz
e INVOICE
15 * = Required Figlds
B Contract Humbear Dalivery Ordar Issue Date
L || FosE0205C0050
Invoice Humber Imvolce Date Final Invoice Involce Recelved Date
ol 20051013 M 20051013
Summary of Detall Level Information Total
1 CUMNSUINGE) 1,380,000
1] Miseellaneaws Amuari(s) .00
133000
Shipment Humber Shipment Date Final Shipment
m 205N013 N
[Routing Infarmation:
Prime Contracion Administened Hy

CAGE Code: UHHY?  Fxtension:

Narme: CACTHINTERHATIONAL INC

Code: HOUNT  Extension:

Narme: DISA INTERNAL SUPPORT HHANCH

DoDAAC: SIS1ZA

Hame: DUMA VAN NUYS
Paymant (Mficial

DoDAAL:  FZS700

Hame: ACCIG DISE STA NR 929700

Submit | _ Beturs | Page Help|
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Misc. Info Tab, continued

Procedure (continued)

Step Action

2 View the information of all users in the workflow you has taken
action on the document.

- =5 Wide Arga Wodkilown =

CL

Wy

Misc, Info
Uz
He INVOICE
" - COMTINUATION SHEET
Ac * = Raquired Fialds
! : .
Contract Number Dellvery Order Shipment Number Invoice Humber
FIEGI S CINA m m
Initiatar Information
HNama: JAWMES Vendor IRD: 20051013
- Title: vendor Date of Actlon; 200571013
Phone #: 243-530-6%37 Actlon(g):
DSH:
Agachmenis “IEI‘
gy Email:
Comments:
W

Page Hal)

IUPON COMPLETION OF WORK IN THIS AREA, CLICK OM ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB
F1[TO SUBMIT.

L!:'Ll.ll;,

3 Complete all tabs required to submit document if not already done so.

Return to Header tab to Create Document.

Appendix A — Additional Information Page A-5



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.

Action

Select “Misc. Info” tab. At the top of the page before submitting
the receiving report.

—
e ‘—,‘i?‘
L[~ Header | Lineltem Y Addresses | Misc. Info |
* = Required Fields

Contract Number Delivery Order Issue Date F Supplies
DAABO737DEEDS o4 2004/08/02 ™ Benices

Shipment Number Shipment Date Final Shipment Inspection Point Acceptance Point I coc
12575878 20040719 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

18KJ6 2004/08/02 [% ¥
Routing Information:

Introduction
Procedure
Step
1
2

Click the Add icon next to the “Attachments” drop down box as
shown below.

Aftachments: 'Eﬂ

Result: A Form Attachments screen is displayed.

Appendix A — Additional Information
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Adding an Attachment, continued

Procedure (continued)

Step

Action

3

Click Browse on the Attachments page to search for document to

attach.

Form - Attachments

Pick up a file to attar:hl

H Erowse..

anlinne' Return | Pageuclg'

Result: A Chose File screen opens.

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.

Choose file el [E3
Look in I@ Frogram Files j - =+ Eov
| JAccessories JawaSoft DTestLogsElEl
[ Adaptec CAmicrosoft T'mJ%pﬁge LA Tivali
I3 Adoke CIMicrosoft Office I Uninstall Info
L1 BizFlow Carawnt D wewf
| Citrix DNetMeetmg Cwindows Med
|1 Common Files CirMatscape CIwwindows bes
| ComPlus Applications Ca0racle Cwindows NT
|1 Data Access C10utlnok Express CawinZip
—JDen CIPhotaOp Cws_FTP
I=1 directx CIPureEdge =] DESKTORIN
_InstaliShield Installation Information DSymantec 'EDlgltaL 3564 |yse. |
Intel C1Synaptics S FOLDERHT

[Jinternet Explorer CaTechSmith @mpﬂ.exe
4| | |
File hama: I\ j Open I
Files of type: [airFites ¢ = Cancsl |

7|

Select document to attach by highlighting and click open or
double click

on the highlighted file.

w -

peno Mo -

I Attachments

Gontinus | _ Retwrn | Page Help)

Appendix A — Additional Information
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Adding an Attachment continued

Procedure (continued)

Step

Action

6

Click Open.

Note: Path to document is displayed in the dialog box

Click Continue.

b LTy T

Wide Higa Woikliow |

Customer Support

18666185500
DEM: 388-7095

UserlD: GovAcc30
Home / Log Out
My Prafile Maimisnance
Add Additional Role
Ll Accaptor
Greate Receiving Report
Becoss Acceptance | old:
Access Wistary Folder by
DaDAAC
Access History Folder by
Usar
fccoss Acceplance Hold

Folder

£ 3

Plck up a file to attach CiDocuments

Continus | Return

Form - Attachments

and Setings\Shan Sworgeriy Docur [ Browse

| _Pags tsia)

Verify that document is displayed in Attachments: drop down

menu.

Attachments:

[\ AWF flow.dac

v BT

Note: You may repeat these steps to attach additional
documents. Each file should not exceed 2 MB of data.
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Government Furnished Property Receiver and Shipper

Note Vendors now have the ability to electronically capture and submit information
in support of the transfer, shipment, and receipt of Government Furnished
Property by DoD Contractors.

The GFP Shipper and GFP Receipt transactions flow ONLY to the UID
Registry for the first phase in WAWF.

Vendor have to register for the GFP Shipper and Receiver. For more
information refer to the Software User Manual (SUM) or the Web Base
Training www.wawftraining.com.
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Pre-population of CLIN

CLIN Pre-population was scheduled for the WAWEF 3.0.10 release, but at the

time of this publication, has not been fielded into WAWEF. Once released,
below are what the Pre-population screens will look like.

After filling in the appropriate DoDAACS, click on the “Populate Clins”

LPO DoDAAC / Ext.

‘‘‘‘‘

Introduction
Clin Pre-
population button.
Create New Document
— Required Fields, Date — YV Y/MWNMDD
Issue Date lssueBy DoDAAC Admin DoDAAC * InspectBy DoDAAC / Ext.
20050103 |EE] |mones i roosE |
P
oron 25 2in1 CBarons D)
Clin Pre-
population
(cont)

Select which clin(s) you want to populate by clicking on the appropriate
radio. This populates the clin data into your WAWF document.

Create New Document

" = Required Fields

MOOGS105P01 72 00SJ6

Invoice 2.in-1
Select CLIN/SLIN: *~
[ ooo1

[ oooz=

1 ooos

1 oooa

Contract Number Delivery Order Cage Code / Ext.

Pay DoDAAC
MW7 443

Continue § Return | _Select an j

Reset

J Page Help ]
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Establishing or updating the EB POC in CCR

Introduction In order to register in WAWF you must have an Electronic Business Point of
Contact.
Procedure Follow the steps below to establish/update your EB POC in CCR.

Appendix A — Additional Information

Step Action
1 Go to Central Contractor Registration (CCR) web site at
http://www.ccr.gov
Result: Home page screen opens.
2 Click Update or Renew Registrations Using TPIN option.
En Gl.omrac tor Registration
i ‘ d There
Vendor Corner Government Arena Small Business CCR Handbook Access CCR Data Help
Transportation reguesting yaur TPIN oo
AUFobr. 60 Mot 8pand, DONOT giesout B
TRIM number to anyhody. Your TRIM number Info on New Data Elements
is a confidential password into your CCR
information. If vou feel yaur TRIN number
haz b 0 or d ple h t T 5
COR Poinof Canfac a6 CCR helndisk T
at 826-227-2423 or 269-051-4725 o request Liinnum
a new one be assigned to your company nomaMms
NEVER give your TRIN numberto anyane hicttandall
REGISTRATION ASSISTANCE:
In the evant that you are utilizing a
screen reader (JAWS for Windows) to °
ister in CCR, pl Il thi
helpdock al 1808227 2423 for o gOV H
registration assistance Ny Cavernssant My Teims
Notice:
EFT changes may be made to Central Security Notice
Contractor Registration (CCR) trading
it fil It of Mational =
L CCR %2594
(MACHA) notices of change (NOC)
(EFT data) provided ta DLIS by DFAS. CCR ’”}‘,Eﬂwr
Read mare... cverrment Indusiry Dats Ma
3 Enter your DUNS number and TPIN code.
4 Select Points of Contact.
5 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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Registering 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.

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/

Result: Home page screen opens.

From side bar menu, click New User Registration.

E DA iLﬂErC-If‘aElC DOCUMENT ACCESS

Click Begin Vendor User Registration Process.

ELECTRONIC DOCUMENT ACCESS
Naxt Gemaration.

EDA

L tome |  bewtton | Contact Us FAQ

MHaw Uses Registiation
Chack Password Reset States

Stap 1 Sekect the Usar Registration Process 1hit descebet you Ailision wib the L5,

Knawn lesups.

Contact Help Dusk

Training Matarisl

Haw 10 Pest Dacuments to EDA
EDA Usee Guide

Itemns of interest

Relsase Schedufe
Summary of Changes
Conferences

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

Procedure (continued)

Step

Action

4

Click Username/Password.

., Department of Defense Ty s Moy 05, 208
B Bl onumant fccers Reglster Vendor S
7 lama > Hiser > Vander
Step 2: ACca5s Mathod - of CACIDg
Step 3: Complete snd SUbimit Registation form
Click "EDA Rsgistration Form™
Usermname/Password CAC/Digital Certificate
EDA Rl Foim EDA i Fom
Step 4: ou MUST complete and submit a signed System Auhorzation Access Reguest [SAAR) b your EB POC
Your EB POC will e identified in your Registrason Confirmanon e-mal nolificadon genarated when you Submel the EDVA Registration Faom
Please allow 24 business days for your EB POC to review your application.
EDA wall nolify you Ly e-miail whien your SCcount is apgroved
For Registration Assictance Contact your EB POC
al |*

Enter all required information as denoted by the asterisk. Then
click Continue.

-, Department of Defense Today bs May 05, 2006

R\ EncironicDoamsrkAvons Vendor Registration - Personal Information S
=’ tome > Rediinr > Vemdni > samame

Enter the following data [ required):

“First Name [ M Identity

*Last Name

Centact

Electronic Business Point of Contact (EB POC)

#EB POC Telephons [ =
PR POC Ind Country Code and Phons
EB FOC E.Mail

# - Either the Telephone or the Intemational Courtry Code and Phong must be entaned

Contnue

Fof registration assistance, cortact the Ogden Custorner Application Support Certer (CASC) at 856.618.5883, 801.605-7095, o DISM. 388.T05 or ernail to
C5CassIQElogden disa mil
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Registering for Electronic Document Access (EDA), Continued

Procedure (continued)

Step

Action

6 Enter your CAGE code/s. DUNS number is optional.

‘Department of Defenae
@mmm

St Cararasin

B > e P Vesder  Seevmms

Chack Decument Types { regured)

Vendor Reglstration - Document Access

Teiry o s, ]
DA Lnars Gape

7 Click Continue.

Result: Vendor Registration — Confirm screen is display.

Department of Defanse Todiry i My 05, 7008
EDA Ligar's Cuic|
A DoeChom o Vendor Registration - Confirm
1
Usernam
Pass
_— You MUST . deto EB POC to process this request.
] Fanain this Usemame and Password for sccoss ingo EDA
For regsrabion ssustance, contsc the Opden Customer Applcation Support Center (CASC) & B56.618-5988, 801-605-T005, or DS 388-T095 o emadto
il i

Appendix A — Additional Information
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Registering for Electronic Document Access (EDA), Continued

Procedure (continued)

Step

Action

8

Verify/review the information entered. If correction is required, click
Make Changes to update.

Read the Statement of Accountability and check the box next to “I
accept this statement of accountability.”

10

Create a user name and password. Applicant must remember/use the
Username/Password supplied in Registration for initial entry into EDA.

11

Then click Submit.

12

Note success notification.

epariment of Defense Today b May (15, 2006
R WRde i Doch mariAents Registration Acknowledgement EHAREE U

Success! You have completed Steps 1-3 of the EDA Registration Process.

« ‘Your registration is now pending
.l a-mail to your EDA BOC
on e-mail identhying your EDA POC

Step 4:

= ‘fou MUST co
» Submit your si
« EDA will notify

Floage aliow 24 business days for your EDA POC 1o roview your application.

Result: The EDA Help Desk will send you an e-mail requesting EB POC

Authorization for account activation.

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

Procedure (continued)

Step

Action

13

Inform your EB POC of your pending EDA registration and request
access authorization.

Result: Your EB POC will submit an email requesting account activation
to the EDA Help Desk. WAIT for EDA Help Desk Review/Approval
(allow 2-4 business days to process request). Once approved, EDA
notifies you by email.

Help Desk,

Flease activate Yenny Vendor's account in EDA for our CAGE code 00000, | am the EB POC for our company and | am autharizing this activation

Thanks,

IMA BIGSHOT

RYZINC

Electronic Buginess POC

14

Follow instructions in email notification and click supplied link to
activated account and facilitate initial entry into EDA.

Failure to follow instructions will result in denial of access.

Once account is activated, you may enter and log into EDA via the EDA
website.

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

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

EE@SPaSSWOI’d 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.
Password e EDA System Lock
Expiration After three (3) successive failed logon attempts, the system will be
and Reuse 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.

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

Verifying the user’s identity

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

Maintaining access documentation on each user for audit purposes.
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Using EDA

Introduction Using EDA can be beneficial to your success in WAWEF. The reasons are:

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

e WAWEF 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.

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

Procedure Follow the steps below to access EDA.

Step Action

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

2 Click Login to EDA.

ELECTRONIC DOCUMEMNT ACCESS
Mt Cavsarition

Home

MNew Usar Hagistration

Check Password Reset Status

Hnown koo
Comact Help Dosk
Training Material

w10 Past Documents 1 E0A

EDA User Guide

Continued on next page
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Using EDA, Continued

Procedure (continued)

Step Action
3 Enter you User Name and Password.

E DA E:.ﬂs‘f_:rRONC DOCUMENT ACCESS

Chack Pamard flmset Stanm
[
Comtact Malp Bosk

Trainieg Musmiisl

Vo 0 Pont Dncommats 1o £
[

fems of Interost

Hebante Scheduls

4 Click OK.
5 Read EDA Notice.

Sharl Swonges - Today s Hay 00, 2005
EDA Notices EDA Liser's Guide

NOTICE FOR EDA

EDA Releass 7.0 has been deployed.

‘will ot be enabled urti later this month

NOTICE FOR EDA

POFs for documents manually posted to NAF|
17 March through 21 Apeil
may not be viewable via EDA until 10 May.

Continued on next page

Appendix A — Additional Information Page A - 19



Using EDA, Continued

Procedure (continued)

Step

Action

6

Click the Contracts link.

Department of Defense
Electranic Document Access

ekl Document Selection Screen

My Profile. ..
Vouchers — All
s — Accounting

Pt rame rdorrmirer, st She DOD EDA Wk Pag, 1 D baks S0t of B 6105

Shal Syt - Taday b Moy 05, 7000
EDA User's Cags]

Note: Your screen will only show the Contracts link since that is

the only access vendors are provided.

Click on desired search option.

Note: The Contracts Search Options screen presents you with
several different searches you may execute. The Advanced
Search provides the most comprehensive search.

and PCO MOD
GSA Contrac Order

by lssue DoDAAC
by Admin DoDAAC
by Pay DoDAAC

it Web Page.

., Department of Defense Shark Swanger - oday s Hay 15,
N T Contracts Search Options “'”‘"""‘M
By Samings)
¥ Docyment Selachon > Cortracts Saerch
Specific Contract Date Range Custom
and all Mods EDA Load Date Advanced Search
and Delivery Order/Task Order |ssue Date
and ACO MOD by Contract

| B01)605-T085 of DSN 3557005, or send smad 10 CacasapBogden deamil
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Using EDA, Continued

Procedure (continued)

Step

Action

8

Select the fields you wish to see in your result set by clicking the
respective display field check boxes to the left of each field or select
the Select All button.

Department of Defense Shari Swonger - Today is May 05, 2006)

Electronic Document A
[ L AR Custom Advanced Search iy Sefings|

Docurmerl Selection > Contracts Search > Guery

Display

Selact All Claar All

Contract Mumbar [Starts wath =] [

T History
[slu'ars] [Stans with =] [
ACOMod Starts with =
Po0 b

T lssue Date

r g Dt

© Issue DOOAAC
r Adon DeDAAD

r LOA Dt
Ll Data
 Afachmens
r CDEData

Far moes infoemation about the DOD ED, Wab Page, call tha help dask ot (66105360, [01)605-7095 or DSN 3007096, or send emal to: cacassig@ogden dsami
4 Ix

When available, select an Operator in the “Drop-down Box” at the
beginning of each “Field Row” to enhance the query.

10

Enter values in the “Text Boxes” to limit the size of your results or to
meet specific criteria.

11

Select your desired field Sort order and direction. Select up to four
sort drop-down boxes at the end of the field rows to indicate how the
results of the query are sorted and in which order (1-4) and direction.

For example, you can sort contracts by Contract Number (descending -
1), by Issue Date (descending -3), by Issue DODAAC (ascending -2)
and then by Obligated Amount (descending -4).

Result: This will produce query results ordered by Contract Number
descending then Issue DoDAAC ascending then Issue Date descending
then Obligated Amount descending.

Continued on next page
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Using EDA, Continued

Procedure (continued)

Step

Action

12

Click on the View button to activate the query with your desired search
criteria and display results.

For example, if you entered only the CAGE code EDA will return all
contractual documents listed under the CAGE code.

Result: Contract Query Results screen is displayed.

Department of Defense Sharl Swanger - Today is May 03, 2006
gLl I Contracts Query Results e

Next

Document Selaction > Contracts Search > Quary > Guary Rasults

Displaying Page 1.0f 15 @ 25 Records pér pags

4249 records returmed (1 1o 25 shown) | Download
1234361788 10 Ne Befing Search
| aco | Pco | msus Load | Issus Admin | Pay J CAGE | DUNS | | Obligated | Loa | cum J
Contract Number | History| DO/TO|  Mod | Mod | Date Date | DoDAAC | DoDAAC | DoDAAC | Code | Number |Amount|  Amount | Data | Data
DABLOJGCO004 matkey  [H 00212 [0000227 [WEARD! | WEABD! HOOXE  [7038 | O75812966
JABLOGIICO00H ey |H POD042 | 20060413 | 20060503 |WOIRUS  |'WAIRUS HO0305 TL329  |07S81296E
DABLOGIICONM g [H POOC41 20060322 (20060411 [WeiRUS |[weiRUS  [HCO305 (7320 [o7seizses
DADLA0ICO004 g |H ADOO01 0060001 [20060321 [WSIRUS |WAIRUS  |HOOXS 7329 |(75812966
AS (ESCI004 gy [H FOODE? [20051017 (20051018 [wanRuS  [watRus  [HomSS (7o (orssizss
DABLOGIACO00 aky |H POO0G4 (20050930 (20051013 [WEIRUS |WBIRUS  |HGOMS |70329 | O7s812966
DABUICIC0004 gasg |H FOOD33 20050928 (20050930 [wenRus  [weiRus  [Hoos  [7a  (orssizs
DABLOGIICNM s [H POO0G2 (20050920 (20050902 [WSIRUS |WEIRUS  [HCO305  [7L329  |O75812966
ADLOA0IC0004 coneq | H POOCDT [20050912 (20050914 [WRIRUS |WBIRUS  [HOOMS  [70929 | 075812966
DABLOGEECNM g |H POOUZ0 20050802 (20050802 [wenRus  [weiRus  (HGO3S [T (orssizms
DADLOG0ICO004 caws |H POOCZS [20050707 (20050728 [WOIRUS |WOIRUS  |HGOMS |70 |O7s812966
QASLGECO0 e [H FODOZE 20050616 [ 20050627 [wanRuS  [walRus (Moo [7om  (orssizes
DABLOGIICO004 oo | H POOCC7 [20080613 [20050616 [WAIRUS |WBIRUS  [HOO30S [7U329 | O75812966
DABLOGIICO0M g (H PODC2E | 20050608 | 20050616 |'WOIRUS  |'WOIRUS HO0305 TLI9  |07S81296E
DABLDGERCINM coo [H PODO2S 20050331 (20050405 [wenRUS  [wetRus  [HOOSDS [T (orssizms
DADLOANIC0004 cowg |H POOCZ4 [20050224 (20050777 [WRIRUS |WBIRUS  |[HOOMS [70329 | O7s812966
QASLIEIC0M i |H FOOOZ3 20050202 (2005020 [wanRus  [watRus  [Hooss (7o (orssizss
DABLOGIICO00 ok |H POOCZZ (20041208 (20041713 [WOIRUS |WOIRUS  |[HOOMS |79 | O7s812966
DABLICIC0004 gas |H FOOC21 (20041105 (20041108 [wonrus  [woiRus  (Hooss (1o (orssizses
DABLOGIICONM oo [H POOCC0 (20040914 (20040517 [WEIRUS |WEIRUS  [HOO305 (7329 075812966
DADLOOIC0004 ey |H FOO0TS (20040027 (20040831 [WRIRUS |WBIRUS  |[HOOMS  [70929 | O7s812966
DASVGEIEOIM g [H FOOONE 20040804 | 20040806 |WEAED! | WeABD1 HOOXE |79 |orseizee
DABLOGOICO004 g7 |H POOCT7 [ 20040600 | 20040806 |WEARDT | WEABD! HOOXE  [70339 | (75812966
QB0 gav [H FOUOTE | 20040712 [20040713 [wEABDT  |weasl HOOXS [ |orssies
DABLOGICO004 o |H POOCTS 20040516 | 20040520 [WEAGDT | WEABD! HOOXE  [7038 | O75812966
1 4567 89 10 Net Refing Search

For mara infemation about the DOD EDA Wieb Page, call the help desk at (B55)518-5960 . @01)605-7096 or DISN 3067095, or send email to: cacassip@ogden disa mil

13

From the Contracts Query Results screen, click on the link within the
contract number field to open the contract.

Note: When the contract and delivery order number is entered into WAWF,
WAWEF will retrieve data from the index line in EDA to pre-populate the key
fields in WAWEF. The key fields that are pre-populated are: Issue DODAAC,
Admin DODAAC, Payment Office DODACC, and the CAGE Code.

Continued on next page
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Using EDA, Continued

Procedure (continued)

Step Action
14 Locate on the EDA or hard copy contract (as shown below) your EDA routing code
DoDAACS.
SOLICITATION/CONTRACT/ORDER FOR COMMERCIAL ITEMS |1 REQUISITON "_{:;‘::"‘\EEH PAGE1OF 25
OFFEROR TO COMPLETE BLOCKS 12, 17, 23, 24, AND 30 .
2. CONTRACT NO. 3. AWARD/EFFECTIVE DATE | 4. ORDER NUMBER 5. SOLICITATION NUMBER 6. SOLICITATICN ISSUE DATE
W91151-05-M-0297%, 26-May-2005 | - W91151-05-0-0037 12-May-2005
7.FOR SOLICITATION NAKME b. TELEPHONE HUMBER (Mo Col ) |8. OFFER DUE DATE/LOCAL TIME
INFORMATION CALL \ fMARK e s 03:00 PM 18 May 2005
9. 1SSUED BY 10. THIS ACQUISITION IS 11. DELIVERY FOR FOB 12. DISCOUNT TERMS
T y——— UNRESTRIGTED DESTINATIONUNLESS [Nt 30 Days
' TTALION AVE. I SET ASIDE % FOR BLOCK IS MARKED
" i o DSEE SCHEDULE
FORT HOOD TX 76544 SMALL BUSINESS
S STy 13a. THIS CONTRACT IS A RATED ORDER
When WAWF locates a contractin IEONE S RIS D UNDER DPAQ {15 CFR :oo_w o
EDA this information will be pre- 5 RATING
populated in the WAWF routing
TE fields. S 521910 4. METHCD OF SOLICITATION
FAR SIZE STA %0 = i D aep
15. DELIVER TO C 16. ADMINISTERED BY I’DE-L
HEADQUARTERS COMMAND - GARRISON
The DELIVER TO DoDAAC is entered into the "Shi
ToeIService Accept:r'FieId l;?:lr:ee:zncli%:in VTIAWI;’.) SEE ITEM 9
This should he the DoDAAC the InspectoriAcceptor
are registered under in WAWF.
17a.CONTRACTOR/ OFFEROR CODE |0WYZB 18a. PAYMENT WILL BE MACE BY CODE [HQO300
AND SIMULATIONS ING DFAS - LAWTON
DIANNA FAX:
615 DISCOVERY DRIVE ATTN: DFAS-LW-FPVY
A 4700 MOW WAY ROAD
FORT SILL OK 73503
FACILITY
TEL CODE |0WYZS
17b. GHECK IF REMITTANGE IS DIFFERENT AND PUT 18b. SUBMIT INVOICES TO ADDRESS SHOWN IN BLOCK 18a. UNLESS BLOCK
SUCH ADDRESS IN OFFER BELOW IS CHECKED [ ] SEE ADDENDUM
19_ITEMNO. | 20_ SCHEDULE OF SUPPLIES/ SERVICES [ 21 quanTITY [22 UNIT [23 UNIT PRICE [24 AMOUNT
NOTE: Should your contract not be found in EDA, your hard copy contract contains
your WAWF routing DoDAACS.
Note: All items circled items below are DoODAACs you may need to route and create
a document in WAWEF.
15 Contract Line Item Number (CLIN) data can be located on your contract in EDA or
your hard copy contract. CLIN data must be used to build your documents in WAWF.
[TEMNO| SUPPLIES/SERVICES | QUANTITY UNIT UNIT PRICE AMOUNT
0002 \ Each S11.654.00 SIL65.00NTE
Reimbursables
FFP
Provide MEDEVAC ready room and dispatcher equipment at Hood Army Airfield,
for the period 31 MAY - 30 SEP 2003, These items become Government property
upon completion of the contract,
PURCHASE REQUEST NUMBER: MEDSO3-RNGO-000G
Note: the CLIN number is listed under the “Item NO*” on most
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Using EDA, Continued

EDA to WAWF  The illustration below shows the relationship between data on your contract and

relationship

Contract Data

WAWEF input
screen.

what needs to be entered into WAWF.

Scction SF 1449 - CONTINUATION SHEET

TEMNO ~ SUPPLIESSSERVICES — QUANTITY ~ UNIT_~ UNIT PRICE AMOUNT
TR [Ecn]  [S1L77730] [s7]
FSCIWIDGETS]

FEp

[HEAVY DUTY MILSPEC WIDGETS |
UNITIDENTIFICATION NUVIBER 35786

LIN
dFields
. " | Stock Part No. * Type * Oty. Shipped Unit* %
000148 I | FSC 7030 WIDGETS .l" FS Mational Stock Huraher | ¥

SDN ACRN GFE? Advice Code
optional Cpt.| [N | | optional

Description =

| Heavy Duty Mil Spec Widgels |

ACRN AA Funded Amount

If WAWF locates your contract/delivery order number in EDA this field will be
pre-populated in WAWEF if your contract is located in EDA. If your contract IS
NOT located in EDA this field will return blank in WAWF.

Ensure the contract/delivery order number is entered correctly. If correct you
can use your hardcopy contract to enter the pay office DODAAC listed on the
hard copy

If WAWEF locates your contract/delivery order number in EDA, key routing
fields will be pre-populated in WAWF provided your contract is located in
EDA. If your contract IS NOT located in EDA the required field will return
blank in WAWF. You can use your hardcopy contract to enter this missing
data.
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