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Objectives

AAAfter this briefing, youol

i Comprehend how the e-Commerce system functions.
i Understand the requirements to obtain a WAWF account.
i List the processes a vendor can perform in WAWF-RA.

i Locate reference information and tables needed for
creating documents.
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Prior to Obtaining a WAWF Account
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Prior to Obtaining a WAWF Account

Paints of Contact
Lo e, S Onmeliier i e A Primary or Alternate EBPOC will
Address Loe )t CACL INC.FEDERAL Addwss Lo CACL, INC.FEDERAL
M-J::ssu::.' (HOONu‘llUlRU Ad(a"essL:"e.' (no'moumm Ca” WAWF Help DeSk 1'866'618'
' ARLINGTON (i ARUNGTON .
ik W ok h 5988 or send email to
DpPontal Code 22200797 TipPostal Code: 222014797 . . .
Cony Uk oy W cscassig@csd.disa.mil to
U, Phone (1033417800 Ext U5 Phone (103 8417500 Ext : - .
Non\l S l:l‘.n:n NonU'S Fhone estab I I S h a G ro u p I n WAWF W I t h
Fax (103) 8401802 I'ax (10) 841.7082 CA G E C d
Eaal Lorfomance POC Limary Pt Pettomance EOS ARgrnale yO u r O e '
Narme WALTER MLTON Nareo THOMAS KORRIGAN
Address Line I CACLINC. FEDERAL Addoss Lise 1 CAC), INC.FEDERAL
Addriss Line 2. 1100 N GLEBE RD AddessLe2 1100 N GLEBE RO . . . .
G ARAGTOR O A A Self Register within WAWF at
jo/Postal Co TioPatal ot . . .
- el https://wawf.eb.mil while on the
US Phone 81, rl S Fhor | -
vt Rl oy s phone with WAWF Help Desk.
Fax (103) 528 733_2_ g Fag 4 (o3 52832
e T
Elocine Buinees POC Pumiry ey
\ . K BREWER N C KDREWER ~ . .
m AL I rEORL Adomia L CAQ, ICROEIAL A EBPOC will enroll at the same time
Addreys Lne 2 1100 N, GLEBE ROAD Addeys Lse 2 1100 N, GLEBE RDAD
\\k.:\ ARLINGTON Gy ARLINGTON for th ero | eas a GAM an d a
State VA Sl VA
ZaPostil Code. - 220107 ToPostal Code: 22200797 Ven d or.
Couniiy™~~——__USA Coutlry USA

US Phane [ e S U3 PO e HTHIT 029 it




Obtaining a WAWF Account

WAWEF Self Registration

" Indicates mandatory flelkd

Fist Mame * Last Name *
[ |
Commaercial Telophones * DSN Tolephonne
[ [
Rank Grode (Mandatory far Government Usam) Eomall Addross *
[ [
Job Doscription * Title *

[ [
ﬂ.ﬂllﬁl.' Retwn .
1. Fill in the self Registration information

WAWF Self Registration

indicates mandatory field

Logon Method =

er ID and Password

< Dol or ECA Software Certificate

& Dal Carmman Access Card
Continue I Return I P-I. tl.lgl

2. Select UserID/Password

User ID*

|wawlu serl

Continue | Return | Page Help |

3. Establish a UserlDi case sensitive

Role

| Group Administrator v

4. EBPOC select the role of GAM & Vendor

All other company employees enroll as a
Vendor only.

Microsoft Internet Explorer

P | The location code entered, 1M3W0, is in the YEMDOR group.
\"/ Do you wish to register as group adminiskrator of this group?

OK ] [ Cancel ]

5. Enter Company CAGE code do not use the
extension field.




Obtaining a WAWF Account

A Review the Profile information you have
WAWF Self-Regstration entered. If you need to register for another
& role or additional cage code click on the
* indicates mandatory field Add i %ﬂ ) N
Profil Information titled Action o add an additional role.
First Name Last Name Commercial Phone DSH Fhane E-mail Rank Title Jah Deseription Action
Jakn One 09051 w1 s Com WENIF  WENF £ A Other |COnS Wlthln WAWF
Z Edit, W Delete
User ID Action
wianfisser] £
Role Information A Upon activation a one-time temporary
password will be sent in an email. You
- e o A must establish a standard password.
Eﬁ
A After reviewing all data for accuracy click on

<: .m)TF . v the Statement Of Accountability and then
on Register Now.




Electronic Document Access

>

Electronic Document Access (EDA)
will give you access to your
governmental contracts and all
modifications that possess your
CAGE code.

>

EDA contains your road map which
is the government contract. The

contract includes the routing codes
and required data to conduct proper
business with the U.S. Government.

i To Obtain an EDA account go to:
http://eda.ogden.disa.mil/

i To learn how to read a contract go to:
http://www.dod.mil/




WAWEF Document Creation and Routing

Red Arrows i WAWF pre -populates data

Green Arrows T WAWF pre -populates some of the data

Vendor (Contractor/Offer)
accesses with Vendor Cage

O COMPLETE BLOCKS 12, 17, 23 24

SOLICITATION/CONTRACT/ORDER FOR COMMERCIAL ITEMS
RO T ! _AND—SE——

1. REQUISITION MUMBER
= e ]

PAGE 1 OF =l

code to create a document and

2 COMTRACT Mo,

SGSO02F0005L

D

I AARDIER FEC ThVE DA = ORDER MUMBER
29-Sep-2006 WalKoo-06-F-03851

= SoUCTATION MNUMB== & SCLICITATION ISSUS DaT B

D

puts Contract Number in

= I
I CRAAT e CAaLL-

o TELEFHONES NUMBSR (Vo Colfect Calls)

contract field of WAWF
document being created.

Order number on contract must
be put in the Delivery Order
field of document IF there is an
order number on the contract.

o ISSUED BY

GREAT PLAINS REGIOL
B

12, DISCOUNT TERMS
MNET 30 DAY S

10, THIS ACQUISITION IS
UMRESTRICTED

- SET ASIDE:

SMALL BUSINESS

11. DELIVERY FOR FOB
DESTIMNATION UNLESS
BLOCK 1S MARKED

2% FOR

= OFFER DUE DATSL0OCAL TIME

|:| SEE SCHEDULE
13a. THIS CONTRACT IS A RATED ORDER

HUBZOMNE SMALL BUSIMESS I:I
UMNDER DPAS (15 CER 700}

Bra)
) 130, RATING

MAICS
SIZE STAMDARD:

14, METHOD OF SOLICITATION
RFQ IFB

[Jree

When WAWF locates a contract
in EDA this information will be

\\\/J,

'5 DELig ::ODEH weinTE J
a

F MEDICAL © oraTER

AL BR LOG DN
= FE00SHIPY REC ENIMNG

2851 ROGER BROCKE DR

FORT SARM HOUSTOMN T Ta234

16 ADMINISTERED B el | s Too

SREAT PLAINS SEGION AL CONTRASTING OFFICE
SE BAMT M COSURN
e.c-j1 ROGER BECC,

FcHT DA HOUSTOMN T2 TE224- 0200

pre-populated in the WAWF
routing fields.

Tra CONWFFEHOR c | 1w OWVS

T T S 1T

HOO302

DFEAS ROME

The Deliver To DoDAAC is entered in
the AShip Tol/ Servi

WURSE COMSULTAMTS INC

D100 BERIDGEPORT Way SwW
SUITE A
LAKEWOOD WA 55499 2418

FACILITY

CODE

ATTNE leASf
325 BROO

1WENT WVVILL BE RA
PaY)

by the Vendor in WAWF. This should

CErAs oo RElq.ﬁ'l*rﬁc'NCE IS DIFFERENT AMND PUT
SUCH ADDRESS IN OFFER

19. IMEM MNO. 20. SCHEDULE OF SL

be the DoDAAC the
Inspector/Acceptor are registered
under in WAWF. There may be

further invoicing instructions in the

ROME MNY 1 41
IT N OICES TO ADDRESS SHOWN IN BLOCK 18a. UNLESS BLOCK
/IS CHECKED SEE A DDEMNDUMN
ES 27 QUANTITY 22, UMM 23, UNIT PRICE 24, ANMOUMT

body of the contract.

Detail for the line item tab
will be found on the
contract item information.

seEE sfHEDULE
Q WE1KO00-06-F-0851
Page 3 of 9
Section SF 12 ITINUATION SHEET
SUPPLIES/SERVICES QUANTITY UNIT UNIT PRICE AMOUNT

3

0001

SINMNIAT MANIKIN ONLY
FFP

PART WUMBER 211-00050
FOB: Destination

PURCHASE REQUEST NUMBER: WEINTEG2348522

Each $17.797.50 $53.392.50

ACRIN AM
CIN: WEINTEG23485220001

NET AMT

£53.392 50

$53. 392 50




WAWF Vendor Processes

A As avendor, you can perform many processes in WAWF-RA. You can:

A

o o Io I

Create and submit documents (invoices and receiving reports).
View documents you have submitted and check their status.
Correct and resubmit rejected documents

Void documents you submitted (in some cases).

Recall documents you submitted (if they have not been processed), make
changes and resubmit them.



Document Types and Functionality

Vendor Government Pay Official

AVend ‘ ] As a Government Inspector and Acceptor the 2nl As ]I:’ayment Official, a goyernment official can
endor can perform: following functions can be performed: Inv. perform many processes in WAWF.

\ 4

/:\Create a doc (stand alone, 2n1, or COMBO)

. . ARecall RRinfiAcceporéMade Avail abl pAiSuspendo, ARevi ewd, fiMa
ARecall a doc in submitted

AComect arecalled document status to reject to initiator for correction onaRR fi R e jineoizd back to Vendor, and
AVoid a doc when returnued ARecall documents in Submitted status to make Process documents
correction and resubmit. APl ace d o c uHmelnéboseviewrro fiirther
Inv. processing
< AR Vi edecuments and check document statuses
N
s
]
o o &
\" ooas
W\
S) “\qo
Inv.
l—
invoice
Other Vendor create documents
AMisc. Pay Construction
ACost Voucher Commercial Iltem Financing
AGrant Cooperative Agreement Performance Based Payment
AProgress Payment




WAWF -RA Menu

e A When you first log on to WAWF-RA, the Vendor
UssTID L Affyat01 sidebar menu appears.
Home / Log Out R .
A At the top are the Home link (used to log out) and the
SR iRt Maintenance links. These are explained in the Vendor
eB Policy Support Center Logon lesson.
My Profile Maintenance
My Role Maliitenance A At the bottom of t_he sidebar menu are hyperlinks to
— useful reference information.
[*] Vendor R ] ] )
— A Inthe rrltlddllclatﬁ tf(]je Vendotr submenu. It provides ,
access to all the document processes you can perform
Software User's Manual for GAMs .
. in WAWF-RA.
Software User's Manual for Special
Users
Submit User Feedback NOTE: When you first logon, the Vendor submenu will have a plus

= sign (+) in front of it. To display the submenu links, click the plus sign (+).
+] Documentation

[+] Data Lookup




WAWF-RA Menu/Submenus

UserlD: Armyven01

Hofi ‘1o 0w A After you click the plus sign (+), the Vendor submenus
= — appear and the sign changes to a minus (-). The Vendor
= submenus remain visible when you change pages.

eB Policy Support Center

My Profile Maititenance A There are four Vendor submenus. Each one links to on-

My Role Maintenance line forms and pages similar to the paper documents you

Add Additional Role are accustomed to processing as a Vendor.

[l Vendor
The submenus are;

A Create New Documents

Create Misc. Pay 1 directed by contract
View Vendor Documents

Access Rejected Receiving Reports
Access Rejected Invoices

>

Create New Document

Create Misc. Pay

p>)

View Vendor Documents

p>)

Access Rejected Receiving
Reports

p>>

Access Rejected Invoices

p>

Documentation Required




Create New Document

A We will continue by looking at each submenu section.

A First

Wids Hisa Worniow

Heome  Log Oum
Cwatomer Suppein
My Prof@e Maistanasice
My Rode Maistanance
Hdd Adémional Rols
4 Vendo
Caeate New e cament
Casate Msc. Pay
View Vendor Documents

Access Rejected Rocebimg
Ropasrts

Accews Rejecied baveices

"

-

-

"

| et 6 s t ak eCreate Neww ®dcunmnit. t h e

Flease start By selecting one of the links from thae left manu,

WARNING!

Fusing a word pracessor progeam (e, Micmeafl Yo, WordPedect, Micmeo WardPad, Mool Wiie, sic.] 10 create FTP files, EDI files, or o cut-andpasie fest
ek data nitn the WRWF Wiab epplication, then 1he 1eat mis et be culicopiad ogf of the word processor program and pesied o Micosod Nobepad, of analhiar
ASCH fest edilor and s3wd in1he kel adibor, before sanding the data o WEWF. This coment s the @ W keonly format and remes contral characlars tha
conbar formatig informadion

Flaaes (M) NOT yse the biwser BACK BUTTON within the WaWF application

Trei uae of tha biovaars BACK BUTTON iz not sopporied waihin tha WENWF application whan covpleding dactmonc o,

Usa af thia buton wall cavss tha less of data nod yeb sesed to 1he sarer

Whera thay exst, use the METUWEN or B&CK butons ta relum 1o 3 prewos - page withn tha WEMF application

In dala capiure and when resiewing documents, you may moes fram {ab 1o 1ab o wark with the varios informatin categaries, =.q., Cocument Header, Addesses,
Commanie, Lng e, al;

S

e C



Create New Document

A From the Create New Documents submenu you can:
A Select the type of document to be created.
A Enter routing and shipment information.
A Offer payment terms (discount information).
A Add line item details, comments, and attachments.

A The screen pictured below shows the screen from which you select the type of document you need to
create based on your contracts invoicing instructions.

I2Iect VoCument 10 Lreate: -

[J Fast
Pay (FAR
52.213-1)

[ ¥endor

@ Invoice Erom: | From Receiving Report d

Lreate New Document From Receiving Bepart
From Reparables Receiving Report

From kultiple Shipments

From hultiple Reparables Shipments

From Archived Receiving Report

Fram Archived Reparables Receiving Repont
From Archived bMultiple Shipments

Invoice as 2-in-1
= (Services Only)
Create Misc. Pay

Construction
Payment [nvoice

View Vendor Documents Commercial ltem

Access Rejected Receivim
Reports

Access Rejected Invoices

Documentation Required

@]

0

c 000 0 0 O 0O

Financing

Performance Based
Payment

Progress Payment
Receiving Report

Invoice and Receiving
Report (Combo)

Reparables Receiving
Report

Invoice and
Reparables Receiving
Report (Combo)

From Archived Multiple Reparables Shipments

From Active and Archive Receiving Report

From Active and Archive Reparables Receiving Repont
Fram Active and Archive Multiple Shipments

From Active and Archive Multiple Reparables Shipments

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

0 Grant and Cooperative Agreement “oucher



Miscellaneous Pay

A Use Miscellaneous Pay functions when directed to invoice per your
Contracting Activity or a Government Budget Officer.

A Icons for Misc. Pay functions are: To save data H or delete data }{

=81%]
Ble Edt Yew Fovorites Jook  Help ‘ “‘
Q- O - 1x] (@] G| P Sy @) (-5 [ i
Addvess [ ] htps:fiwenfraring sb.iindex il =] Bl ks @

Google - [

]| Cseath ~ @ [ g0 Shasbhocked | % check + st - il edopions &

Wide Area Weikilow
UseriD: Vendor{1

Home / Log Dut

Customer Suppart

Wy Profile Maintenance
My Role Maintenance

Add Additional Role

[+] Contiactor GFP Receiver

Contractor GFP Shi
View Only

Contiactor GFP Ship To View
Only

[+ Contractor GFP Shipper
1] Vendor
Create New Document
LCreate Misc. Pay
View Venidor Documents

Access Rejected Recelving
Reports

Access Rejected Invoices

g w Arga Workilogn, . =

Create New Misc. Pay Voucher
[F = Required Fields

Pay DaDAAC * MiscType * CAGE Coda/Ext.*

[rans REM ] [oHES2 -]
Service Acceptor */Ext.  Acct Install No *

HC1001 foaniza

Gontinue | _ Reset | Page Help|

@GelDee

|8 (4@ wéerre:

]
@)stant| | | 5] nbox - Mcrosoft 0. | £5] venchor Overviewr-2.. | 58] wawr Overviw 7:2... | & electroric Commerce ... |[ &) Wide Aren Worldo... 1) Dot doc - st .. | 7 Adobe Reader - [Doc... | | | 5
I 2%

@R wsmm
B S wednesdsy

3 Wide Area Warkflow Version 3.0.10 - Microsolt Internet Explorer pravided by ITBE Ft, Sam Houston =l8ix]

B EAt Yew Fgortes [ods Heb

Om -0 ) 3 b S rome @

2u-Jf

Adress [ ] bttgs:jwaitraning.b. mifinge. il
Google-[ | [Clesch - D | Boistioded | % ek - g

Wide Acea Workllow
UserlD: Vendor1
Home / Log Out

LCustomer Support

My Profile Mainte

My Rolle Waintenance

w Arga Workflowr

ot dopons &

Voucher | Addreases | Commenis |

Add
[+ Contractor GFP Receiver

Contractor GFP Ship From
View Only

Contractor GFP Ship To View

[+] Contractor GFP Shipper
L1 Vendor
Create Now Document
Create Misc. Pay
View Vendor Documents

Access Rejected Recelving
Reports

Access Rejected lvoices

Data Capture - Misc. Pay

=Required Fields, Date = YYYYMMDD

Misc. Pay Control Number Inveice Number linvoice Date
6611930 0R0726

Line D * Oty hvoiced * Unit* Unit Price Amount Actions
0001 492690 Do 1100 sf43z6 90 X
Description *
Misc Pay for Medical Reimbursment for FNS George Cassico =

]

Greats Document) _Return_| Page Help
5 [ nternet

&l I
rstont| | ] imbox-ercsat o, | 5] verdor Overvenr-2 . | 5] e oveniew -2, | & ectroni Conmerc .| &) wide aves worfow .. | ) ocs.doc - werosae . | o adtereace 0o || 1 SI@W8 Ty Ty 10wt A

IErEl=F1"]

O.% 3 &S echesior



WAWEF-RA Submenus

A Let's look at the next three submenus on the Vendor sidebar menu. They
open History folders that lets you access documents you have already
created or documents returned by your COR or DFAS for correction.

&

Wide Hisa Waornliow

Heome  Log Oum
Cwstomer Suppen
My Profle Maistananice
My Rode Maimtenance
Add Adémional Rols
] Vendom
Create New Da cument
Casate Msc. Pay
Miow Vendor Documents

Access Rejected Rocrbamg
Reoparts

Accews Reiecred bavveices

Plaase start By selecting one of the links from te left menu

WARNING!

s fusng aword processar program (e, Micmsaft o, WordPerfict, Microsol YardPad, Micoeafl Wite, eic.] 10 create FTP files, ED ik, or to cut-anchpaste fet
k] data ni the WENWF Wab spplication, than (e 18t roisst el B cubicopiad oot of the wond processor progam and pastad nto Mool Moepad, o aofher
AECH et editor and saed in dhee beeel aditor, befnre sanding the data tn WA, This comerts the ta o tael-anky format and ramovas contral charactars that
rontar fmmating infomation

v PRags (0 NOT e 1he biwsaer BACK BUTTON within the WanWF application

# Tre uae of tha broiwars BACK BUTTON i3 not cppoetid wilin tha WEWF application whan comglating dacionic i,

v Usa o thiz bl vl i h L of data ned yet savid b fhe sari

o Whera thay ensl, uce the REFURN or B4 CK buttos 1 ralum 1o 2 prewus: page withi the WWF application

& dala capture and when reiewing dacuments, you mey mave fram tab 1o 1ab to wark with the various infmation cateqaries, e.q., Cocurment Header, Addreszas,
(ommants, Ling Eers, i



WAWEF-RA Submenus

A The View Vendor Documents folder is a history folder. It provides access to
documents that have already been submitted. Here you can check the status, recall,
and void your documents.

Vendor History Folder for CAGE CODE '0HBS2'

E

i Type Lage Cont Numt Dﬁm Shij:lr:ent AWEL%"“ Status R;c;ll
Home / Log Out i Combo  [0HBS2| DAABO797CRE00 | | M1 [200302-12 [Processed|
M}' Profile Maintenance 2 Combo .__EIHEIEE.: DaABDTIT CBG01 _ . 1111 i Iﬂ3~ﬂl24___ﬂ|:|:9p[9d .
Add Additional Role 3 | Inwoice 2inl [OHB52| DAAPO797DB608 | 0014 | SC100 |2003-02-03 | Certified
= 4 Imvoice 2in1 - |0HB2Z | DAABOFIYDBGOE 0o14 | SHIPDODZ | Submitted B
S T 5 Combo  |OHB52| DAABO797DB608 | 0014 [SHIPDDDY | --Inspec.ted |
[1 Vendor B Combo  |OHBS2| DAABO797DBE10 | 0001 ' :
- 7 Combo  [0HES2| DAABOTS7DB610 | 0001 | 1234 | [ Submitted |
5] Combo [OHBESZ | DAABOFSYDBG11 1111
View Vendor Documents Combo  |OHB52| DAABO7O7DBE11 | 1111 | 0001 | ‘[Submitted |
Access Rejected Receiving 10 |  cCombo  [DHB52| F3460198D0001 | UB21 |SCA1000 | |Submitted | R
Reports 11 | Combo  |0HBS2| F6460507M1025 | CAAD1 | Submitted | R

Access Rejected Invoices 12 Combo  [DHBSZ| JITC [  po01 | 2003-02-06 |Accepted |




WAWEF-RA Submenus

A The Access Rejected Receiving Reports folder provides access to rejected

receiving reports. Here you can make changes and resubmit or void
rejected receiving reports.

______

Rejected Receiving Reports Folder for CAGE CODE '0HB52"
sorted by Contract Number)

e gt
)

-

Hiide. Grme Blopiion

Home / Log Out "nm‘ e _E—ﬁ ! | Order ;w mﬁ:]aim _I;::;.:g?: | ““’?_ Amonst |
My Profile Maintenance 1 |Recewing Report [0HB52 |SONDRARAIDER3 003 (20030218 | Yes | ¥ [$4.28108400
Add Additional Role .
Password Maintenance First Page Next Page . Priar Paga Last Page
- Vendor

Create New Document _Return |

View Vendor Documents

Access Rejected Receivi : - . . :
Flepuﬁs s e 5 o el Access Rejected Receiving Reports and Invoice the document type will be different

Accoos Felocmd TTvaltos but the folder layout views are the same
¥ BjeLie N




Submenu Reference Links

Nt
Wide Aieo Warkilow
Home [ Log Out
My Profile Maintenance
Add Additional Role
Passwaord Maintenance

[*] ¥endor

Software User's Manual
Software User's Manual for GAMS

Software User's Manual for Special
Users

Submit User Feedback

[-] Documentation

FTPIEDI Guides & Other Supporting
Documents

GFP FTPIEDI Guides & Other
Supporting Documents

[+] Data Lookup

A You will find the reference links at the bottom of the
your sidebar menu very useful as you create and
submit new documents.

FPT/EDI Guides

The Software Users Manual
Wireless Software Users Manual
UID Software Users Manual
Units of Measure Table

DCMA Admin DODAACSs locator
Pay DODAACs Table

DCAA Audit Office

Pay Status (mylnvoice)

> > > > > > > > I




FTP/EDI Link

A The FPT/EDI Guides portal page contains procedures and forms needed to submit
vendor documents to the WAWF-RA system using file transfer protocol (FTP) or
electronic data interchange (EDI).

A Vendors who submit a large number of transactions or many line items per
transaction can benefit from using one of these two batch feed processes.
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Software Users Manual

The Software Users Manual is an on-line user's reference guide to using
the WAWF-RA system.

It contains explanations and procedures for working in the WAWF-RA
system. You can reference keywords by the Index, Search, or Glossary.
You can print procedural steps for your work processes.

Government Users and Vendors will use the Wireless Software Users

Manual.

The UID Software Users Manual gives you instructions on adding Unique
Identifiers (UID) to the documents you create. You will learn more about
UIDs in the Vendor Create Documents lessons.
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Requirements Link

A The Submit New Requirements link is
only used to create and submit new
System Change Requests.

A The vendor should contact the Help
Desk (Customer Support) for specific
Softuare User's Manual problems with the WAWF production
Software User's Manual for GAMs Syste m.

Software User's Manual for Special
Users

Submit User Feedback



