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Access the Wide Area Work Flow website at https://wawf.eb.mil.

Scroll down and click the Logon link.
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Wide Arsa Workilow

Home J

The WAWWF systern will be unavailable for 2 hours on 28 January 2008, from 1800 MTY 1900 CT/ 2000 ET for systerm maintenance.

Customer Support The WAWF Archive database will not be available until approximately 30 Jan 2008
DISAWESTHENM Pl
Area Command Ogden
Customer Service Canter
CONUS ONLY: 1-866-618-5988
COMMERCIAL: 801-605-7085 WAWE Users

epse check out the new enhanced ¥Web Based Training (WET) course covering all the new features of WAYYF 3.0.9 and more. The CB

is rjow available for your use at httpcAwawdtraining. com.

o

DSN: 388-7095 Atténtion:
Fadl COMMERCIAL: B01-605- Thg DFAS Dayton and DFAS Omaha payment databases have merged. All transactions currently routed to Pay Office DoDAAC F25700
7453 should be sent to Pay Office FO3000. If your contract currently specifies F28700 as the pay office and the pay office that appears in
Fax DSh 383-7453 WAWFE s FO3000, please do not change this pay office DoDAAC, it is corect. EDAMYAWE have been modified to reflect this pay office
cscassigigdcsd.disa.mil chahge
[+] About WAWF Thi

system is unavailable during the following times to conduct Database system maintenance ORACLE COLD BACKUP - SUN 0100
MTI0300 ET - 0400 MTAOB00 ET

[+] What's New
If yqu are experiencing slow response times or system "hangs" and are using Internet Explorer 6.0 SP1, a patch (Q818508) may help to
Security & Privacy dedrease your response time. To download the patch, go to the web site below and follow the instructions.

http:/iwww. microsoft.com/downloads/details.aspx?FamilylD=6ad4034 b 22 df 4100-h211 5cf7 eleachelddisplaylang=en

Warning & Disclaimers

Logon to WAWTF (Registered user only)
Active DoDAACs & Roles -

Eelp with registration for access to WAWF
Active CAGE Code

4 ] | _’lﬂ

F] [ & [ mermat

Enter your username and password and click Submit.
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Area Command Ogden
Customer Senice Center

User ID
CONUS ONLY- 1-556-5 165365
COMMERGIAL: B01-605-7095
DSN: 388-7095 |
FAX COMMERCIAL 01-605-
7453 Password

FAX DSN: 388-7453
cscassigigicsd. disa.mil

[+] About WAWF

Select Cetificate
[+] What's New
Security & Privacy Submit l Return l Page HllEl
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Reset Password
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Click the + icon next to Vendor to expand the menu.

3 wide Area Workflow Version 3.0.9 0soft Internet Explarer provided by Navy Marine Corps Intranet

File Edit View Favorites Tools  Help
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Address |§‘| httpstjfwawfteaining. sb.mil
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Wide Aiza Workilow

Customer Support
1-B6R-518-5958
DSN: 385-7095
Please start by selecting one of the links from the left menu.
UserlD: Vendor11

Home / Log Qut
My Profile Maintenance WARNING!

My Role Maintenance

Add Additional Role

v e Ifusing a word processor program (i.e. Microsoft Word, WordPerfect, Microzoft WordPad, Microsoft White, etc.) to create FTP
T andgr files, EDI files, or to cut-and-paste text field data into the WAWF Web application, then the text must first be cut/copied out of the
I = I ward processor program and pasted into Microsoft Motepad, or another ASCIl text editor and saved in the text editor, before
Vendar View Only Sefmdmg the data to WAWF. This converts the text to text-only format and removes control characters that contain formatting
= information

Flease DO NOT use the browser BACK BUTTON within the YWAYWF application

ETP/EDI Guides & Other The use of the browser's BACK BUTTON is not supported within the WAWF application when completing electronic forms

Supporting Documents sl
Use of this button will cause the loss of data not yet saved to the server,

GFP FTP/EDI Guides & Other
Supporting Documents

Where they exist, use the RETURN or BACK buttons to return to a previous page within the WAWF application

T | Sy Al |;|j
[& [T [ memee

Click on Create New Document under the expanded Vendor menu.

[ Yendor
Create Hew Document
Create Misc. Pay
View Vendor Documents

Access Rejected Receiving
Reports

Access Rejected Invoices



Input your contract number, leave the delivery order blank, and
choose your CAGE code from the drop down menu and click
Continue.

Create New Document
* = Required Fields

Contract Humber * Delivery Order CAGE Code/Ext. *

[NOBMCSTA | | =

_Continue |  Reset | Page Help|

Click OK to the message that appears.

Microsoft Internet Explorer x|

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

Click the Return butkon to enter a different Contract Mumber
ar continue creating the document.,

Enter the Pay DoDAAC N68566 and click Continue.
Create New Document
" = Required Fields

Contract Humber Delivery Order CAGE Code / Ext. Pay DoDAAC *

MEIZ1006MCSTA 09 e |NEBEEH

_Continue | Return | Reset | Page Help]|




Click the button next to Invoice. The screen will refresh as
below. Click Continue.

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC
MEI21006MCSTA 09%%3 MEESEE

Search For:

Invoice No.

[ Template

&+ Active Documents " Archived Documents
Select Document to Create: *

& |rvoice I j

Invaice as Z-in-1 (Services Only)

Construction Payment lnvoice
Receiving Report

Invoice and Receiving Report (Combo)

OO0 00

Cost Youcher (FAR 52.216-7, 52 216-13, 52. 216,14, 52 232-7)

_guniinuul_ﬂaturn | Resel | Page ﬂaIEI




At the next screen, input the following information:

-Issue Date: beginning of the fiscal year. For all FYO06
invoices, it will be 10/01/2005

—-Admin DoDAAC: This will be your school UIC. Information
will be provided by Brenda Cox.

-Ship to Code: This will always be N3560A ext. STA21. It is
very important to put the STA21 extension in so that your
invoice is directed to the correct inbox for certification.

-LPO DoDAAC: This will always be N3560A ext. STA21. It is
very important to put the STA21 extension in so that your
invoice is directed to the correct inbox for certification.

When all fields are complete, click the Continue button.

Create New Document
* = Required Fields, Date = YWYY/MWIDD

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

NE3IZ100BMCSTA, 09Yve NBBS5EE
Issue Date IssueBy DoDAAC Admin DoDAAC *

|2005/10/01 | |NB3210

Ship To Code =/ Ext. Ship From Code / Ext. LPO DoDAAC * f Ext.
|N3EB0A [5TA21 | | MN3EG0A STA21

Document Selected:

Invoice

Continue | Return | Reset | Paﬁs ﬂale|




Input the invoice number and invoice date. Be sure not to input
an invoice date that is later than the current date, or the
invoice will be rejected by the certifier. Leave the Final

Invoice box on N.

Header | Addresses | Discounis | Commenis | Line ltem |Misc. Amounis)

Data Capture - Invoice

" = Required Fields, Date = ¥YYYYMWMW/DD

Contract Number Delivery Order Issue Date

NE321006MCSTA 20051001

Final

Final
Invoice?

Shipment?
| = [NE

Document Total:

Shipment No. Shipment Date Invoice No.™ Invoice Date™

Government B/L Humber

Currency Code

IUSD "I

$0.00

Create Ducurnont' Return I Paie ﬂaIEI

Once all invoice data is input, click on the Line Item tab.
Click on the three boxes icon under Actions.

[ Header | Addresses | Discounts | Comments | Line Item isc. Amounts]

Line Item Details:

At least one Line ltem is required. v

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

%ﬂ

Page ﬂalE|

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




Input the line item information:

Item No. can be 0001.

Stock Part No. can be NONE

Type will be SV-services

QTY shipped will be 1 (for lump sum line item)

Unit will be EA for each.

Unit Price - enter the full amount of the invoice.

Description field needs some comment entered, but there are
no specific requirements. You will want to ensure that the
certifier knows what the bill is for.

Once all line item information is entered, scroll down and click
on the Save CLIN/SLIN button.

Add CLIN/SLIN

* = Required Fields

Qty. Shipped i+ ynit Price *

Item No. * Stock Part No. = Type *
{0001 NOME SW - Bervices =l [EA~ 5 [2800000
SDH ACRN Amount

| | 3[28,000.00

Description *

STAZ1 kill for 18 students for 3pring semester. Please see attached docu.mentation.l ;I




You will see a summary of the line item information you just
input. Click,on the Header tab.

/

I Header ! Addresses | Discounts | Comments | Line |tem | Misc. Amounis]

Line Item Details:
At least one Line ltem is required.

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

0oo1 MNONE S 1 EA $25,000 %25,000.00 ,g]]]
%.a
Pnie ﬂalel

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

Click on the Create Document button.

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

Data Capture - Invoice

" = Required Fields, Date = YYYYMMIDD

Contract Number Delivery Order Issue Date

Government B/L Number

Currency Code

IUSD 'I

graats Documenty

Return l Paie ﬂalel

MNE3ZT00BMCSTA 20051001

Shipment No Shipment Date s Invoice Ho.* Einal
=hip ) p = Shipment? = Invoice?
| I{ZI [z001 [NE]

Document Total:

$28,000.00



You will now see the summary data of your invoice. Click on the
Misc. 1Info tab to add an attachment.

I_[ Header | Line Item | Addresses Misc. Info |

INVOICE

* = Required Fields

Contract Number Delivery Order Issue Date
ME321006MCSTA 20054101
Invoice Number Invoice Date Final Invoice Invoice Received Date
=001 200601427 M 200601427
Summary of Detail Level Information Total
1 CLIMNASLIN S $28,000.00
1] Miscellaneous Amount(s) $0.00
$28,000.00

You will need to add an attachment to the invoice to transmit
the student and course information to the certifier. This
attachment can be a scanned pdf document or any Microsoft Office
product (Word, Excel). Be sure to list the student name, social
(last 4 1if necessary), course number, and amount being paid. If
you are unable to list the full social, please include the
associated document number for NCMIS input.

Click on the three boxes icon next kg\attachments.

( Header Y Line ltem ) Addresses | Misc. Info | \
AN

INVOICE

- CONTINUATION SHEET

* = Required Fields

Contract Number Delivery Order Shipment Number
MNEI2100EMCSTA

Initiator Information

Name: LINDA, HOWELL
Title: VENDOR- ADMIN
Phone #: 301-2258-3537
DSN:
Email: LHOWELLZFAIRCHILDGOMTROLS. COM
Org Email: webdad@cols. disa. mil

IR 20065401527
Date of Action:
Action(s):

Comments:

F’aEs ﬂaIE|



Click the Browse button to find the document on your computer.
Once you find the document, click Open. You will be returned to
the screen below and will see the document path listed in the
box. Click Continue.

Form - Attachments

Pick up a file to attacth:HDDl:uments and Settings\brenda.m.cocNADSUSE:  Browse.. |

anlinusl Return ' Pniu ]jaIEl

The attachment will be listed in the drop down box. You can
click the trash can icon to remove the attachment, or click the

three boxes to add another attachment.

IRD: 200501527
Date of Action: 20060127
Actionis):

Once all attachments are made, click on the Header tab. Scroll
to the bottom of the screen and click the Submit button.
DoDAAC: NGB566

Name: DEFENSE FINANCE AND ACCOUNTING SERV

I_S_uhmil II_Enturn | Page HaIEl




You will receive a message that the invoice has been submitted
successfully. Click Return to go back to the document creation
screen.

The Invoice has been submitted successfully.

Contract Number Delivery Order Shipment Number Invoice Number

MNEIZ2100EMCSTA =001

Send More Email Notifications

Return l Page I:I.nlgl

Click Log Out to exit WAWF.
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[The Invoice has heen submitted successfully.

My Profile Maintenance

My Role Maintenance
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] Yendor MNE3Z100BMCSTA =001

Create New Document
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View Yendor Documents

Access Rejected Receivi
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