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Objectives

m After this briefing, you'll be able to:

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

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

Fle Edt Vew Favoites Took Hebp

Oﬁack Y \ﬂ @ ;\J /-\:Search ‘i‘?:(Favontes {‘} T g _ﬂ u

B

Address |.’§] bkt . ccr

gov|Defaul. asp

Google G

[

v |G uﬁﬁuttonGa\levy v @Qb\otkzd

Starthew ¢
Registration

'

Update ar
Rengs
Registration

Search CCR

Dynamic
Small
Business
Search

Request
Arcess to
CCRData

Security Motic

[

wstat £ H

Ac

CENTRAL
R ConTrACTOR
REGISTRATION

Home | Ca

Check v e Sendtov

v‘ G Liks 7

() settings~

[ Helo| 466212 Active Registrants

Welcome to Central Contractor Registration (CCR)

Central Contractor Registration (CCR) is the primary registrant
database for the U.5. Federal Government. CCR collects,
validates, stores and disseminates data in support of agency
acquisition missions, Click here to leam mare about CCR Policy
and Background.

NOTICE TO ACTIVE REGISTRANTS IN CCR: 4 Trading

A

Related Links
Online Representation and Certification (ORCA

Snall Business Administration (SBA

D38 Web Form for DUNS burmber Reguest

Partner Identification Number (TPIN) is a password that is used to access your Central Contractor
Registration (CCR) data. Vendors that become active in CCR are issued a TPIN (password) to access and
maintain their data. Because of the sensitivity of this data, CCR recommends that you do not disclose your
TPIN to anyone under any circumstances. (Full Security Notice)

Most Recent Changes

infarmation on the increased size standards, please go to:
http: /. sha.gov/size and click on "What's New',
sted: 7/31/2008 11:35:29 AM Eastern Time
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Increase in Small Business Size Standards - The U. 5. Small Business
Administration (SBA) will increase all revenue based small business size
standards on August 18, 2008, These size standards will be adjusted 8.7% far
inflation and wil be incorparated into CCR and the DSBS simultaneously. The
size standards will not automatically be incorporated into ORCA profiles, 4
registrant must update their ORCA profile after August 18, 2008, in order for
the adjusted size standards to appear in their ORCA profile, For mare

m Verify your CCR registration and
CAGE Code appointments at
http://www.ccr.gov.

m The registered Primary or Alternate
Electronic Business Point Of
Contact (EBPOC), must establish a
Group in WAWF with their
Company’s assigned CAGE Code.




Prior to Obtaining a WAWF Account
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Obtaining a WAWF Account

WAWEF Self Registration

" Indicates mandatory flelkd

Fist Mame * Last Name *
[ |
Commoercial Telophone * DSN Tolephona
[ [
Rank Grode (Mandatory far Government Usam) Eomall Addross *
[ [
Job Doscription * Title *

I I
ﬂ..llM.' 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*

wawfuser]

Continue | Return | Page Help |

3. Establish a UserID — 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 WAWF Self-Registration
* indicates mandatery field
Profile Information
First Name Last Name Commercial Phone DSH Fhane E-mail Rank Title Jah Deseription Action
Johr (e GHA0GA0C0 w1 @ Com WENE WARE £
User ID Action
wianfisser] £
Role Information
Role Group Code Extension Action
Vandor YENDOR 13T 0
Eﬁ

‘ [ |ETFI.TF’FI.IT NE AFCOINTARN T

Review the Profile information you have
entered. If you need to register for another
role or additional cage code click on the
Addicon g under “Role Information”
titled Action 1o add an additional role.

Other Icons within WAWF:
# Edit, W Delete

Upon activation a one-time temporary
password will be sent in an email. You
must establish a standard password.

After reviewing all data for accuracy click on
the Statement Of Accountability and then
on Register Now.



Electronic Document Access

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

m 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.

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

> Tolearn how to read a contract go to:
http://www.dod.mil/




WAWEF Document Creation and Routing

Red Arrows — WAWF pre-populates data

Green Arrows — WAWF pre-populates some of the data

Vendor (Contractor/Offer)
accesses with Vendor Cage

SOLICITATION/CONTRACT/ORDER FOR COMMERCIAL ITEMS
HEEROR TO COMPLETE BLOCKS 12, 17, 23 24 AlND-S50——

1. REQUISITION MUMBER
= e ]

PAGE 1 OF =l

code to create a document and

puts Contract Number in

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
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130, RATING
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in EDA this information will be
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pre-populated in the WAWF
routing fields.
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the “Ship To/Service Acceptor Field
by the Vendor in WAWF. This should

IT N OICES TO ADDRESS SHOWN IN BLOCK

SEE A D!

18a. UNLESS BLOCK
DEMDIUM

FACILITY 1 J
TEL. . CODE
17T, CHECK IF REMIT TAMCE IS DIFFERENT AMND PUT
SUCH ADDRESS IN OFFER /IS CHECKED
19. IMEM MNO. 20. SCHEDULE OF SL ES

27 QUANTITY

22, UMM 23, UNIT PRICE 24, ANMOUMT

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

further invoicing instructions in the

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

0001 3
SINMNIAT MANIKIN ONLY

FFP

PART WUMBER 211-00050

FOB: Destination

PURCHASE REQUEST NUMBER: WEINTEG2Z348522

Each

ACRIN AM
CIN: WEINTEG23485220001

$17.797.50

NET AMT

$53.392.50

£53.392 50

$53. 392 50




WAWF Vendor Processes

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

A Vendor can perform:

e Create a doc (stand alone, 2n1, or COMBO)
e Recall a doc in submitted

e Correct a recalled document

¢ Void a doc when returned

Inv.
| —

Inv.

As a Government Inspector and Acceptor the
following functions can be performed:

¢ Recall RR in “Accepted” or "Made Available”
status to reject to initiator for correction

e Recall documents in Submitted status to make
correction and resubmit.

2nl
Inv.

Pay Official

invoice

\ 4

As Payment Official, a government official can
perform many processes in WAWF.

¢ “Suspend”, “"Review”, "Make Recall Available”
on a RR, "Reject” invoice back to Vendor, and
Process documents

¢ Place documents on “Hold"” for review fro further
processing

¢ “View"” documents and check document statuses

Other Vendor create documents

¢ Misc. Pay

¢ Cost Voucher

¢ Grant Cooperative Agreement
* Progress Payment

Construction
Commercial Item Financing
Performance Based Payment




Uide Hisa Workilow

UserlD: Armyven01
Home / Log Out
Customer Support

eB Policy Support Center

My Profile Maintenance
My Role Maintenance
Add Additional Role

[*] Vendor
Software User's Manual
Software User's Manual for GAMs

Software User's Manual for Special
Users

Submit User Feedback
[+] Documentation
[+] Data Lookup

WAWEF-RA Menu

m When you first log on to WAWF-RA, the Vendor
sidebar menu appears.

m At the top are the Home link (used to log out) and the
Maintenance links. These are explained in the Vendor
Logon lesson.

m At the bottom of the sidebar menu are hyperlinks to
useful reference information.

m In the middle is the Vendor submenu. It provides
access to all the document processes you can perform
in WAWF-RA.

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 (+).



WAWF-RA Menu/Submenus

UserlD: Armyven01

m 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.

Home / Log Out
Customer Support

eB Policy Support Center

My Profile Maintenance m 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
m The submenus are:

m Create New Documents

m Create Misc. Pay — directed by contract
Access Rejected Receiving = View Vendor Documents

Reports m Access Rejected Receiving Reports
Accems Rejoctad Invaices m Access Rejected Invoices

Documentation Required

Create New Document
Create Misc. Pay

View Vendor Documents




Create New Document

m We will continue by looking at each submenu section.

m First, let’'s take a look at the section - Create New Document.
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Create New Document

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

m 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

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

m Icons for Misc. Pay functions are: To save data H or delete data }{
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Create New Document
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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
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View Only
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[+] 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
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WAWEF-RA Submenus

m 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.

@ Plaase start By selecting one of the links from te left menu
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WAWEF-RA Submenus

m 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

m 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
L8 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

m 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)




FTP/EDI Link

m 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).

m 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.

Software User's Manual WAWF-RA FTP/EDI Upload - (3.0)
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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

m The Submit New Requirements link is

S only used to create and submit new
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Home / Log Out
By Profile Maintenance
Add Additional Role

Fassword Molilonance m The vendor should contact the Help
et B 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



Units of Measure Table

m The Units of Measure Table shows units of
measurement and their equivalent unit symbol.
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DCMA Admin. DoDAAC

m When creating a document you will use the DoDAACSs on your contract. You can
validate Defense Contract Management Agency (DCMA) Admin DoDAACSs from this
search screen only. If not a DCMA contract you will need a copy of the basic
contract to validate the Admin DoDAAC.

m Type in a city name or leave the field blank for a complete list of DCMA codes.
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Pay DoDAACs Table

m The Pay DoDAACs Table identifies valid Defense Finance and Accounting Service
(DFAS) DoDAACs. When entering payment office location code found on your
contract into your invoice or receiving report, you might use this table to validate
location code or get a phone number for DFAS customer service.
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DCAA DoDAAC Locator

m Vendors creating a Cost Voucher or Summary Cost Voucher need to enter a DCAA

Audit DoDAAC.

m This reference link opens the Defense Contract Audit Agency (DCAA) website. By
clicking the menu link "Audit Office Locator", the DoDAAC search page opens. Enter
a zip code and the DoDAAC will be displayed.
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Pay Status (mylnvoice)

m A vendor will use the Pay Status link to find the date of payment of an
invoice or receiving report once it has been processed by the government
payment office.

m The link opens mylnvoice that will display the status of your invoice within
DFAS payment process and to determine when scheduled for payment.
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Summary

m As avendor, you can perform many processes in WAWF-RA. You can:
- Create and submit stand alone invoices
- Create invoices from a templates or a stand alone receiving report
- View documents you have submitted and check their status.
- Correct and resubmit documents that have been rejected.
- Void documents you have submitted (in some cases).

- Recall documents you have submitted (if they haven’t been processed),
make changes and resubmit them.

m The reference links at the bottom of the your sidebar menu are useful resources
as you create and submit new documents.

-  FPT/EDI Guides

- The Software Users Manuals

- Submit New Requirements

- Units of Measure Table

- DCMA Admin DODAACSs locator
- Pay DODAACSs Table

- DCAA Audit Office

- Mylnvoice




Information Sources

Wide Area Workflow Web Sites
= Production: https://wawf.eb.mil
m  CBT Training Government & Vendor: https://wawftraining.eb.mil
m  Formal Vendor Training: http://www.dod.mil/dfas - select Contract/Vendor Pay/electronic commerce for information

DFAS Electronic Commerce:
m  DFAS Home Page: http://www.dfas.mil
m DFAS eCommerce: http://www.dod.mil/dfas/contractorpay/electroniccommerce/ECToolBox.html
m  Mylnvoice: https://myinvoice.csd.disa.mil//index.html

Commercial Electronic Commerce Assistance:
m CCR: http://www.ccr.gov For assistance call US Phone:1-866-606-8220 - International Phone:334-206-7828
m  DUNS: http://smallbusiness.dnb.com/establish-your-business/12334338-1.html| or call 1-866-594-2464

Contact the Ogden Customer Service Center - System
m  phone: 1-866-618-5988 listen for Options
m  E-mail: cscassig@csd.disa.mil
m  EDA: http://eda.ogden.disa.mil
m WAWEF Customer Support Toll 1-866-618-5988 / Comm. 801-605-7095 / DSN 388-7095
Email cscassig@csd.disa.mil

Additional Assistance

Army WAWF Help Desk at: CCO-EC-Army-WAWF-Helpdesk@dfas.mil or call (1-877-2-DA-WAWF)

Navy WAWF Help desk at: CCL-EC-Navy-WAWF-Helpdesk@dfas.mil or call (1-877-251-WAWF or 216-522-5341 -local number)
DFAS Help Desk Please contact CCO-esolutions-WAWF@dfas.mil

DODAAC Search: https://www.daas.dla.mil/daasing/DODAAC.asp?cu=d



http://eda.ogden.disa.mil/

Acronyms

FTP: File Transfer Protocol - Used for Batch Input

EDA: Electronic Document Access - Contract Information

DAAS: Defense Activity Address System - Used for DODAAC Validation

PBN: Business Partner Network - Used for CAGE Code Validation

PSS: Payment System Specific requirements

GEX: Global Exchange - Used to Translate EDI to WAWF User Defined File and Vice Versa
GFEBS - General Fund Enterprise Business System (army)

STARS — STANDARD ACCOUNTING AND REPORTING SYSTEM (One Bill Pay) (Navy)
CAGE - Commercial Activity/Government Entity

GPC - Government Purchase Card

CCR - Central Contract Registration

EB POC - Electronic Business Point of Contact (found in CCR under the CAGE Code)

DUNS — Data Universal Numbering System (part of Dun & Bradstreet)

LPO - Local Processing Office

EDI: Electronic Data Interchange - Standard Commercial Format for Transactions

EFT: Electronic Funds Transfer - Payment Made to Vendor Bank Account via US Treasury
MOCAS - Mechanization of Contract Administration Services

SAMMS - Standard Automated Material Management System

EBS - Enterprise Business System — Defense Logistics Agency’s Management System
CAPS-W - Computerized Accounts Payable System — Windows (Army & Marines)

IAPS - Integrated Accounts Payable System (air Force)

DoDAAC - Department of Defense Activity Address Code

CLIN — Contract Line Item Number

SLIN — Sub Line Item Number

ACRN - Accounting Classification Reference Number
__________________________________________________________________________________________________________________________________________________________________________|



Acronyms

UID - Unique Identifier/Identification
RFID - Radio Frequency Identification Device

ERP - Enterprise Resource Planning



