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By: Anita S. Jackson

This document will help you to train your vendors as well as understand the process of WAWF a little better.  You will be shown, step by step, how to complete a combo invoice.  We will start with the vendor’s role of putting in the invoice and end with the acceptance role.  

VENDOR ROLE:

After the vendor logs into WAWF, he will choose from the menu on the left “Create new document”.  Once chosen, he will see the following screen:
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The vendor will put in his contract number, delivery order number, if applicable, and cage code and then press “continue”.
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In the next screen, the only thing needed is the pay DoDAAC.  It should be located in block 18a on an SF1449.  Once the vendor puts this in, he presses “continue”.
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The next step is to choose which type of invoice he wants to do.  If you have the DFARs clause 252.246-7000, Material Inspection and Receiving Report, in your contracts, the vendor will choose either Combo or 2-in-1 depending on whether they are doing a certified invoice or not.  

If you must have a certified invoice, he will choose 2-in-1; everything else (except construction) should be a combo invoice.

Once they choose it, the Inspection and Acceptance blocks pop up and default to Destination.  This should not be changed.

Then he presses “continue”.
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The next screen that pops up involves the routing of the document.  Mandatory fields are marked with an asterisk.  He needs to put in the issue date.  This is the date of the invoice.  In the training data base, the “issue by DoDAAC” is not pre-populated, but in the real database, it will pre-populate from EDA.  The “Admin DoDAAC” is needed and comes from Line 16 on the SF1449.  It should be your “FA” number which is Contracting’s DoDAAC.    The “Ship to Code” comes from block 15 on the SF1449 and should be the customer’s BPN.  (If he is invoicing on a contract that hasn’t been converted yet, the “Ship to Code” is the DoDAAC plus SRAN.)   

Then he presses “continue”.
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There are seven tabs across the top of this screen.  If you go from left to right you will not miss any mandatory information.  Once a vendor gets used to doing invoices, he will know which tabs he needs to fill out. 

1. The first is the header tab. 

     A. He will put a check in the box to indicate whether it is a supply or service. 

     B. Next, he will put in the shipment number.  This can be any number he needs to reference this shipment. 

     C. Next is the date of shipment.  If it is a recurring service, it is the last day of the month in which the service was performed.  Otherwise, it is the date the item was shipped or the last day the service was performed.

     D. Final shipment should always be “N” because we never know when we might modify something.

     E. The invoice number is whatever the vendor wants to reference the invoice. 

     F. The invoice date is the day of the invoice.  It doesn’t necessarily mean the day he is filling out the invoice.  For example, it could be 1 Feb for services performed the month of January, but he isn’t actually accomplishing it until 15 Feb.

     G.Final Invoice should be “N”.

2.  The address tab shows all of the addresses that relate to the codes you put on the routing page.  

3.  The discounts tab is where he can give a discount ie. 1% if paid in 20 days.

4.  Mark for- We typically don’t use this tab.  However, when you are buying something for several people like a bulk buy, you can use this for the different ship to addresses.

5.  Comments tab is mandatory in the event you had put a “y” in final shipment or final invoice and then had another.  (This is why we always put an “n”).  Otherwise, this can be used for any comment the vendor feels he needs to make.  Keep in mind, it is permanent and cannot be removed.

6.  Line item.  This is the most important tab as it is where the vendor inputs what he is invoicing for.  

7.  Misc. amounts is typically not used in the AF.  It is for shipping costs or other costs that aren’t added within the line item.
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The vendor goes to the line item tab to input what he is invoicing for.  This can be done by pressing the icon that looks like three folders.
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The information should look as it does on the contract or delivery order.  

A.  The item number comes from the contract. 

B. The stock part number is either the part number given to the commodity purchased or the letters “SVS” for a service.

C.  Qty shipped is how many items were shipped

D.  Unit is the unit of issue from the contract

E.  Unit price is how much the item cost per unit

F.  SDN is not used

G.  ACRN is very important.  It is located on the contract next to the fund cite from which the line item is paid.  If the vendor doesn’t know the ACRN, it should be left blank.

H.  GFE?  Is it government furnished property?

I.  Advice code is not used

J.  Amount is pre-populated when you input the unit price and tab forward to the next blank.

K.  Description.  If this isn’t the same as what is on the contract, it should be the least amount of information possible to thoroughly describe the item.  Ex:  printer, January lawn maintenance.

Then press save clin/slin
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Once the vendor has worked his way from left to right entering all of the appropriate information, he goes back to the header tab and presses “create document”.
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The first thing that comes up should be the invoice.  There will be five tabs across the top to verify the information that was input.  The misc. info tab is for attaching any documents they might need to go along with their invoice for payment purposes.  If they gave you additional documentation when they submitted a paper invoice, it needs to be attached to the receiving report as the invoice goes directly to DFAS.

Then he presses “submit”.
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The next screen that pops up is the receiving report.  It will be identical to the invoice.  If you attached something to the paper invoice, you would attach it here as it will be accessible to the receiver on the receiving report.

Then press submit.
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Once the documents are submitted, it will show you where the appropriate e-mails were sent per the addressees on the document flow.  

[image: image12.png]2 Wide Area Work Flow Version licrosoft Internet Explorer

Fle Edt View Favortes Took Help

O - O 1B O Prer Forots @ @3- 2 @ - K

ez €] itpsiwanfiraiing,b.mif

Customer Support

1-856-618-5988
DSN: 388-7095
Initiator Email Distribution
UserlD: Vendor11

e he sppreprisexsdia s o send ot nctifictins o f dds an addres o your addrss ok,

Home / Log Out

No Action Send Delete
My Profile Maintenance thyinoplk@deaa mil ® o )
Add Additional Role e bond@disa il © © ©

127MSClavoices@miself ang af il © [} o

H Vendor Kristine Holmes@miself ang of il ® o (o)

Create New Document

View Vendor Documents

st o s bt incude sdditionsl gl addresses
g Please add cnly eme address pr 54,

Access Rejected Reced
Reports

Access Rejected Invoices

Vendor View Only

ETP/EDI Guides & Other
Supporting Documents

Software User’s Manual

Submit New Requirements Submit_J _ Return | _ Reset | Page Help)

Display Units of Measure Table

Display Foreign Currency
Code Table

Display DCMA Admin DoDAACs
Display PAY DoDAACs

Direct Bill Authority Look Up

Bl

S @ ntemet





The “send more e-mail notifications” is very important.  This is where the vendor can send a copy of his document to the contract administrator or contracting officer.  That way, they know when it was submitted and can track how long it takes to get to DFAS for interest penalty reasons.  Once he adds a name, all he has to do is mark “send” to send you something.  Then he presses submit.

ACCEPTOR ROLE:

Once the acceptor logs in, he will click on the plus sign by the word “acceptor” and all of the options will drop down.
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He needs to click on “access acceptance folder” to see the receiving reports that are waiting for his approval.
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In order to access the documents, he must enter his BPN from the DoDAAC/CAGE drop down menu.  This will give you every document that is awaiting his approval.  To narrow the search, he must put in more information.  Then he presses “submit”.  
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Once the document comes up, the acceptor clicks on the blue item that is in the Shipment no. column.  This will access the receiving report.

[image: image16.png]A Wide Area Work Flow Version

icrosoft Internet Explorer

Mo Edt Vew Favortes Took Heb 3
Qo - © - [x] [B] @ Osewch Fpravores @rese € (- 12wl - [ @
sccress [ ] htpssiwantraiing, b miince bl B i ?
TG Aco Workflogn
Wide Area Workilow N
Customer Support =
- Contract Number Delivery Order Issue Date Supplies
DSh: 388-7095 FA123405C0001 200502724 FSenices
- ipment Number ipment Date inal Shipment nspection Point cceptance Point
UserlD: GovAcc30 Shi NUE Sl o (ALl ] inspectionlio & (el coc
FEBDS 2005m2/24 N D D Farp
Home / Log Out
BIL Number TN First Line Haul Mode Gross Weight FOB
My Profile Maintenance s
Add Additional Role Summary of Detail Level Information Total
1 CLIN/SLINS) $2,500.00

1 Acceptor

Create Recel

g Report
Access Acceptance Folder

Access History Folder by
DoDAAC

Access History Folder by
User

Access Acceptance Hold
Folder

Access Rejected Reced
Reports

Post Payment Review
Acceptor View Only
Ad

By View Only

Issue By View Only

ETP/EDI Guides & Other
Supporting Documents

Software User’s Manual

Invoice Number
24FEBOS

Routing Informa

Prime Contractor
Cage Code: 1M3WO

Name:

Ship To

CACI, INC..FEDERAL

Code: HC1001  Extension:

Name:

IACTION BY: HC1001 *

O coa
[ Acceptance
[ Reject to Initator

Extension:

Date Received :

YYYYMMDD

DISA INTERNAL SUPPORT BRANCH

Invoice Date
200502724

Final Invoice

Administered By
DoDAAC: S0512A

Name: DCMA VAN NUYS

Payment Official
DoDAAC: F25700

Name: ACCTG DISB STA NR 525700

Has been made by me or under my supenision and they conform to contract,

except as noted herein o on supporting documents.

YYYYMMDD

Date

Signature Of Authorized Goverment Representative

&

S @ ntemet





Once the receiving report comes up, the acceptor needs to go into the line item tab.
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Verify all of the information.  Especially pay attention to the ACRN.  This is where the funds will come from and needs to be correct.  If the vendor put in the wrong ACRN or left it blank, the acceptor needs to put in the correct ACRN.  He will enter the amount received and click on another tab to continue. Check all the tabs to make sure the vendor didn’t add additional information such as in the misc. info tab. Then go back to the header tab when complete.
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At the bottom of the page on the header tab will be the acceptance area.  The first block is for the inspector if different from the acceptor.  If you are the acceptor, put a check mark in acceptance and both blocks will populate.  If you want to reject the receiving report, the third blank is for that.  If you accept the document, enter the date you received the item or service.  Next enter today’s date and sign the document, then press “submit”.
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You will see that an e-mail was sent back to the vendor telling him his receiving report was sent to DFAS and another to DFAS saying it has been sent.
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