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Vendor Create Commercial Invoice Document

Vendor Create Commercial Invoice Document Welcome to Procurement Integrated Enterprise Environment (PIEE). This
demonstration contains audio narrative. Please adjust your volume accordingly.

Welcome to Wide Area Workflow (WAWF)!
Please start by selecting one of the links from the menu above.

This presentation provides an overview of a Vendor creating a Commercial Invoice.
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History Folder Welcome to Wide Area Workflow (WAWF)!

Myinvoice History Please start by selecting one of the links from the menu above.
Foider

Rejectea Recen
Reports For "

Refected Invoices
Folder

Saved Documents
Foider

Pure Edge Folder

To create a document, click on the "Vendor" menu dropdown, or cursor over the "Vendor" menu dropdown.

Next, click the "Create Document" link from the Vendor menu dropdown.

User  Vendor  Documentation  Lookup  Exit

Vendor - Greate Document
Contract Info

(CAGE Code / DUNS / DUNS+4 /Ext.*  Contractual? * Tyoe Y rom Template? *
14856068 1 Vv 550 Contadt Mo P28, I3

Pre-Populate Contract

| ine Bncujst From
| [ frvvamim & frevvasioo \EI wane

NoTE: wrnoer o

Document Type Create Assistance

The Vendor can create an WAWF document by selecting a CAGE Code/DUNS/DUNS+4 from the CAGE dropdown and entering
in the Contract Number and if applicable, the Delivery Order Number. To retrieve a list of Contract Numbers and Delivery Order
Numbers from EDA, the Vendor can select a CAGE Code from the dropdown list and click on the "EDA" link.

The system will permit the Vendor to filter the search result by entering a few characters in the Contract Number or Delivery
Order fields as well as entering dates in the date range fields.

The create From Template option is available on the Contract Information page. Once the required fields are entered, click the
Next button to continue.

Note: The Delivery Order field is optional in WAWF, however it may be required by your contract.
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User  Vendor Dgeumentation Lookup  Exit

Vendor - Create Document
Contract >> Pay DoDAAC

wFo.

INFO Cick the Previous bulton or Contract >» fink to enter a iffrent Contract Humber o continue crealing the document.

Contractual

¥ 1 oopconmectNonfar) wor2ai2202160
* = Required Fekds
select InspectBy  AcceptBy  ShipTo DCAA  MarkFor Inspection
CLINISUIN:*  DoDAAC DoDAAC ~ DoDAAC  DoDAAC  DoDAAC Point
0001 WISPTT WISPTT WISPTT [
o002 WISPTT WiSPTT WHEPTT o
0003 WISFTT WISETT ViHSPTT 3
) o004 WiseTT WiseTT WASPTT o
0005 WISPTT WSPTT WISPTT [
0008 WISPTT WISPTT wSPTT D
0007 WISPTT WISPTT WISPTT 0
' ooos WASPTT W1SPTT WASPTT
0009 WISPTT WISPTT WsPTT

The Pay DoDAAC page is displayed.

E S EE E E
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DUNS
10U78 114896066

v

¥

¥

Y

DUNS +4  Extension| Pay Official =
=ED

Acceptance Curency
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0
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Contract Type

Cost NoFee

Cost Plus Award Fee

Cost Plus Incenive Fee (Cost Based)
Cost Sharing

Fixed Price Re-determination
Prospeciie

Fixed Price Re-detenmination
Retrospecive

Fixed Price with Economic Price.
Adjustment - Actual Costs

The Pay DoDAAC will be pre-populated from the EDA system if the contract number exists in the EDA system.

The Vendor has the option to use the pre-populated Pay DoDAAC or enter a Pay DoDAAC that is not in the EDA system.

User  Vendor Dgeumentation Lookup Exit

Vendor - Create Document
Contract >> Pay DoDAAC

Contractual
= Required Fisids:

Select Inspect By
CLINSUN: | DoDAAC
0001 W1SPTT
0002 WISPTT
0003 W1SPTT
0004 WSPTT
0005 WISPTT
0006 WISPTT
0007 WISPTT
0008 WISPTT
0009 WISPTT

Accept By
DoDAAC
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WISPTT
WISPTT
WISPTT

WISPTT

WISPTT

Ship To.
DoDAAC
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] oD Conrsct (Non-FAR) W0124422D2160

Mark For
DoDAAC

Inspection
Point
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© © o © D BoOO

DUNS
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v

v

Y

Y

Y

DUNS+4 Extension  Pay Official =

)
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Contract Type
Cost No Fee
Cost Plus Award Fee
Cost Plus Incenive Fee (Cost Based)
Cost Sharing
Fixed Price Re-defermination
fve
Fxed Price Re-defermination
Retrospecive
Fixed Price with Economic Price.

Adjustment - Actual Costs
Fixed Price with Economic Price.
Adjustment - Costindexes

Fixed Price with Economic Price.
Adjustment - Estabished Prices

Select required CLIN/SLIN and click the next button.
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User  Vendor Dgeumentation  Lookup Exit

Create New Document
Contract >» Pay DoDAAC »» Document

ViARNING

ot match, ana vl ot b Header page o
ARG The ine tems seeciea boin

1
CAGECode  DUNS  DUNS+4 Extension Pay Official Currency Code
1QU78 114896066 HQO300

W912412202160

* = Required Fisiss

Select Document to Create: *
2 Invoice
Credit Invoice
O Invoice as 24n-1 (Services Only)
Construction Payment Invoice
O Commercial ltem Financing
Performance Based Payment
 Progress Payment
O Receiving Report
and Receiving Report (Combo)
Reparables Receiving Report
Invoice and Reparables Receiving Report (Combo)
Cost Voucher (FAR 52.246.7, 52.216-13, 52.216.14, 52.232.7)
 Non Procurement Instruments (NP) Voucher
Grant Voucher
O Navy Construction Facilities Management Invoice
Telecom Invoice (Contractual)

== E

The Document page is displayed with a list of valid document types for the selected contract number and pay system.

An error or warning will appear upon selecting both cost type and fixed price line items. User will receive an error message and
will be prohibited from proceeding when the contract contains instances of DFARS Clause 252.232-7006 (December 2018 or

later). User will receive only a warning message when the contract does not contain instances of DFARS Clause 252.232-7006
(December 2018 or later) and will be able to proceed.

Create New Document

Contract >> Pay DoDAAC »» Document
CAGECode  DUNS  DUNS+4 Extension Pay Official Currency Code
WO124122D2160 10U78 114306066 HQ0300 USD v]
* = Required Fieiss
Select Document to Create: *

| From: ] |O Fastpay AR 522131 |

Invoice as 24n.1 (Services Only)
nt Invoice
Commercial ltem Financing
O Performance Based Payment
Progress Payment
O Receiving Report
) Invoice and Receiving Report (Combo)
O Reparables Receiving Report
i

rables eport (Combo)
icher (FAR 52.216.7, 52.216-13, 52.716.14, 62.292.7)
& Instruments (NPI) Voucher

0 jon  Facilties Management Invoice
) Telecom Invoice (Contractual)

He =

The Document page is displayed with a list of valid document types for the selected contract number and pay system. Click the
Commercial Invoice radio button. A "From" dropdown is provided with options for creating an Invoice. An Invoice can be
designated as "Fast Pay" when the Fast Pay clause (FAR 52.213.1) is cited in the contract. Click the Next button.
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User  Vendor Dgeumentation  Lookup Exit

Vendor - Invoice
Contract >» Pay DoDAAC >> Document > Routing

ro AR s y Orcer vou caument but comerts

[[FARnG The convad e he po Gocument 0001002 0003 0% ]
v TAGE Code DUNS DUNS+4 Extension Pay DoDAAC

1ou78 114895056 HG0300

W9124122D2160

- Recuired Fieds Date = YYYYMHADD
Effective Date Issue By DODAAC Admin DoDAAC *
oiaras [i] fiesira esiTi

Ship To Code * / Extension Ship From Code / Extension Accept By DODAAC / Extension  LPO DODAAC | Extension
[wiserr I [ 1 ] 1

The Routing page is displayed. Enter routing information for the document. WAWF electronically routes the document based on

the location code (DoDAAC/CAGE) fields. Therefore, ensure that the information is accurate according to the latest contract
information.

An error or warning will appear upon selection of cost type line items on an invoice type document, as well as selection of fixed
price line items on a cost type voucher document. User will receive an error message and will be prohibited from proceeding
when the contract contains instances of DFARS Clause 252.232-7006 (December 2018 or later). User will receive only a warning

message when the contract does not contain instances of DFARS Clause 252.232-7006 (December 2018 or later) and will be
able to proceed.

Click the next button.

User  Vendor Documentation Lookup  Exit

ser :
Vendor - Invoice
Contract > Pay DoDAAC »> Document >> Routing

ce y CAGE Code DUNS DUNS +4 Extension Pay DoDAAC
1234567800123 waT1 OHC 11 144676566 HQ0248

* = Required Fieids, Date = YYYYMMDD
Effective Date. Issue By DoDAAC Admin DODAAC *
Irora v T e— FUSAT7
Ship To Coda */ Extension hip From Code / Extansion T3 TExtensio LPO DoDAAC * / Extension
05128 I ] 1 1 BBTA x|

The Routing Page is displayed.Enter the Routing Code information.

WAWF routes documents electronically using the location codes so make sure the information is correct according to the latest

contract information. In some cases your contract may require you to complete one or more of the optional location code fields.
If needed, ask your Contracting Officer for help.Click the 'Next' Button to continue.
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Step 10

User Vendor Documentation Lookup Exit
Vendor - Invoice
3y JoDAAC >> Document >> Routing >> Data Capture
dresses | Discounts || Comments | Lineltem |[ Misc. Amounts || Reference Ship.No | Attachments || Preview Document |

e Inoice Date has been pre-populated from the WAWF system server.

single * = Required Fields on Submit. double ** = Required Fields on Submi, saving draft document, and tabbing.
Contract Number Delivery Order Reference Procurement Identifier Effective Date
1234567800123 WBT1

Invoice Date * T —
(WAWE System Server Date) o mEs

DoD Contract (FAR) ] [potorosi3 e
‘Shipment Number Shipment Date

1 =

Bill of Lading Number

—

Currency Code Document Total (§)
usD

Contract Number Type Invoice Number **

Security & Privacy Accessibility Vendor Customer Support Government Customer Support  FAQ

The Data Capture tabs are displayed with the Header tab as the Active tab.

Note: The Invoice Date has been pre-populated from the WAWF system server. Changing the Invoice Date to a date that is

greater than the Invoice Date pre-populated from the WAWF system server may cause processing issues within the entitlement
system.

Step 11

User Vendor Document tation  Lookuy

Vendor - Invoice

Contract >> Pay DoDAAC >> Document >> Routing >> Data Capture

Addresses | Discounts || Comments |[ Lineltem || Misc. Amounts || Reference ship. No ||
WARNING: The Invoice Date has been pre-populated from the WAWF system server.

single * = Required Fields on Submit. double ** = Required Fields on Submit, saving draft document, and tabbing.
Contract Number Delivery Order Reference Procurement Identifier ~Effective Date
1234567800123 WBT1

0 - Invoice Date * . ice®
Contract Number Type Invoice Number (WAWF Syatom Server Date)  Final Invoice

DoD Contract (FAR} ] 01970573 @
‘Shipment Number Shipment Date Final Shipment
1 2]

Bill of Lading Number

—

Currency Code. Document Total ($)
usD

Use the data on your contract to fill in the required 'ﬁs.

Invoice Number
Invoice Date
Final Invoice

Built with Tanida Demo Builder
www.demo-builder.com



http://www.demo-builder.com/

| Vendor Create Ci Document Page 7 of 25 |

Step 12

User Vendor Documentation Lookup  Exit
Vendor - Invoice
Contract >> Pay DoDAAC >> Document >> Routing >> Data Capture

Addresses | Discounts || Comments | Lineltem || Misc. Amounts || Reference ship. No || |[_Preview Document |
WARNING: The Invoice Date has been pre-populated from the WAWF system server.

single * = Required Fields on Submit. double ** = Required Fields on Submit, saving draft document, and tabbing.
Contract Number Delivery Order Reference Procurement Identifier ~Effective Date
1234567800123 WBT1

Contract Number Type Invoice Number ** i AWF"S';‘;E“DS"::V;' Datg)  Finallnvoice*

DoD Contract (FAR} ] 01970573 @
‘Shipment Number Shipment Date Final Shipment
1 2]

Bill of Lading Number

—

Currency Code

usD

The "Save Draft Document" button is available on e'v‘ .ab'. TH nd(;' ch avé"n ihcbmplete document by clicking this
button. The Save and Continue functionality allows the user to save the document in its current state and either continue
working on it, or come back to it at a later time.

Step 13

User Vendor Documentation Lookup Exit
Vendor - Invoice
Contract >> Document >> Routing >> Data Capture

Addresses || Discounts || Comments |[ Lineltem |[Misc. Amounts || Reference ship. No || |[_Preview Document |
WARNING: The Trvorce Date has been pre-populated from the WAWF system server.

single * = Required Fields on Submit. double ** = Required Fields on Submit, saving draft document, and tabbing.
Contract Number Delivery Order Reference Procurement Identifier ~Effective Date
1234567800123 WBT1

Contract Number Type Invoice Number ** i AWF"S';‘;E“DS"::V;' Datg)  Finallnvoice*

DoD Contract (FAR) ] 201970513 |iz)
‘Shipment Number Shipment Date Final Shipment
1 =

-V e
Bill of Lading Number
—
Currency Code Document Total (§)
usD

Click the Addresses tab to go to the Addresses age.
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Step 14

User Vendor Documentation = Lookup Exit

Vendor - Invoice
Contract »» Pay DoDAAC >> Document > Routing > Data Capture
[ Header | [EFTRERSR)  viscounts |[ Comments | Lineltem |[Misc. Amounts |[ Reference Ship. No |[_ Attachments || Preview Document e |

* = Required Fields
Payee: 0HC11 DUNS: 144676566 DUNS + 4: Extension:

*Payee Name 1; | HENRY . JACKSON FOUNDATION FOR THE ADVANCEMENT OF MILITARY

Payee Name 2:

Payee Name 3:
Address 1:
Address 2:
Address 3:
Address 4:

City: [BETHESDA
Country: Military

Administered By DoDAAC: S0512A
* Activity Name 1:
Aetivity Neme2: [

Activity Name 3:

Security & Privacy bility Vendor Customer Support Government Customer Support FAQ

WAWEF will pre-populate the address information for each of the location codes onto the document based on the routing
location codes entered.

- CAGE Code information is pulled from System for Award Management (SAM).

- DoDAAC information is pulled from DAAS (Defense Automatic Addressing System). These sites are the official DoD sites for
address information.

If the addresses pulled are incorrect, you must notify your Service Agency or EB POC to get the address information corrected
in these systems.

Step 15

User  Vendor Documentation = Lookup Exit

Vendor - Invoice
Contract »» Pay DoDAAC >> Document > Routing > Data Capture
[ Header | [EFTRERSR) [ viscounts |[ Comments | Lineltem || Misc. Amounts || Reference Ship. No |[_ Attachments || Preview Document e |

* = Required Fields
Payee: 0HC11 DUNS: 144676566 DUNS + 4: Extension:

* Payee Name 1: [HENRY M JACKSON FOUNDATION FOR THE ADVANGEMENT OF MILITARY
Payee Name 2: [ ]

Payee Name 3: [

Address 2: [
Address 3: [
Address 4: [
City: ]
Country: Military Location D

Administered By DoDAAC: S0512A
* Activity Name 1:
Activity Name 2: [

Activity Name 3: [

Security & Privac bility Vendor Customer Support Government Customer Support FAQ

If you want to specify a particular room or building number, which may not be pulled from these systems, you can make that
change on this screen.

Please remember that any change you make on the form only applies to the form you are creating and does not apply to future
forms you may create. If permanent changes are needed, you will need to get that address information corrected permanently.
No matter what entries are made there must be at least a name of the organization or agency (the Payee Name 1 field.)
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Step 16

User Vendor Documentation = Lookup Exit

Vendor - Invoice

|[Preview Document |

Contract >> Pay DoDAAC »-Decumoni> Routing >> Data Capture
[ Header | [FTESS Discounts || Comments |[ Lineltem || Misc. Amounts || Reference Ship. No |[ Attachments
* = Required Fields
Payee: 0HC11 DUNS: 144676566 DUNS + 4:
“ Payee Name 1:
Payee Name 2: [ ]

Payee Name 3: ]

Address 1: [6720-A ROCKLEDGE DR STE 100

Address 2:
Address 3:
Address4: [
City: State:
Country: Military Location Description: [ ]

Administered By DoDAAC: S0512A
* Activity Name 1: [DCMA LOS ANGELES ]

Activity Name 2: [ ]

Activity Name 3: [ 1

Extension:

Zip Code:  [20817

Security & Privacy Accessibility Vendor Customer Support  Government Customer Support  FAQ

Click the Discounts Tab to go to the Discounts page.

Step 17

User Vendor Documentation Lookup  Exit

Vendor - Invoice
Contract >> Pay DoDAAC >> Document >» Routing >> Data Capture

[ Header |[ Addresses | [EERSRR [ Comments | [ Lineitem |[Misc. Amounts || Reference Ship-No || Attachments

| Preview Document._|

* Asterisk indicates required entry for ‘Save"
Document Level Discount Terms
Discount Percentage (%) Due Days Actions
Add
Discount Amount () Discount Date Actions
Add
NetDays Actions
Add

Security & Privacy Accessibility Vendor Customer Support Government Customer Support  FAQ

The Discounts page is displayed.

The Discounts page allows you to offer discounts for payment within a certain number of days.
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Step 18

User Vendor Documentation Lookup  Exit

Vendor - Invoice

Contract >> Pay DoDAAC >> Document >» Routing >> Data Capture

[ Header |[ Addresses | (SNSRI [ Comments |[ Lincitem |[ Misc. Amounts || Reference Ship. No |[Attachments || Preview Document |
* Asterisk indicates required entry for ‘Save"

Document Level Discount Terms

Discount Percentage (%) Due Days

Discount Amount ($) Discount Date

- .n

Security & Privacy Accessibility Vendor Customer Support Government Customer Support  FAQ

Click the Add link under Discount Percentage to enter a Discount Percentage and Due Days.

Click the Add link under Discount Amount to enter Discount Amount and Discount Date.

Click the Add link under Net Days to enter Net Days discount.

Step 19

User Vendor Documentation Lookup  Exit

Vendor - Invoice

Contract >> Pay DoDAAC >> Document >» Routing >> Data Capture

[ Header |[ Addresses | (SNSRI [ Comments |[ Lincitem |[ Misc. Amounts || Reference Ship. No |[Attachments || Preview Document |
* Asterisk indicates required entry for ‘Save"

Document Level Discount Terms

Discount Percentage (%) Due Days

Discount Amount ($) Discount Date

- .n

Security & Privacy Accessibility Vendor Customer Support Government Customer Support  FAQ

Click the 'Add' link under Discount Percentage to enter a Discount Percentage and Due Days.

Click the 'Add' link under Discount Amount to enter Discount Amount and Discount Date.

Click the 'Add' link under Net Days to enter Net Days discount.
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Step 20

User Vendor Documentation Lookup  Exit
Vendor - Invoice

Contract >> Pay DoDAAC >> Documgm'ms Capture
IEEZER | hccresses |[ Discounts || [P [ ine e [ Misc. Amounts || Reference Ship-No |[_ Attachments
Lpopuisisa somival

'WARNING: The Invoice Date has been pre AWF system server.

|| Preview Document |

single * = Required Fields on Submit. double ** = Required Fields on Submi, saving draft document, and tabbing.
Contract Number Delivery Order

Reference Procurement Identifier Effective Date  Supplies  Services
12345678D0123 WBT1

® Supplies () Services.
Contract Number Type Invoice Number = w AWF"S';‘;:‘:“DS”;‘;; Date)  Finallnvoice

DoD Contract (FAR} | [2019105714 )] =]

‘Shipment Number Shipment Date Final Shipment

— =

Bil of Lading Number

—

Currency Code Document Total ($)

usD

Click the Comments tab to go to the Commentspa_cjé.

Step 21

User Vendor Documentation Lookup  Exit

Vendor - Invoice
Contract >> Pay DoDAAC >> Document >> Routing >> Data Capture

[_Header |[ Adaresses |[ Discounts | [ESRR [ Lineitem |[Misc. Amounts | ReferenceShip. No |[ Attachments || Preview Document |

| Initiator Comments.

[Fomments for invoice: Shipment is two days ahead of schedule.

Access

The Comments page allows you to enter Invoice comments.
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Step 22

User Vendor Documentation Lookup Exit

Vendor - Invoice
Contract >> Pay DoDAAC >> Document >> Routing > DIt CIpXaTe

Misc. Amounts || Reference Ship. o || [ Preview Documen |

Initiator Comments

[Fomments for invoice: Shipment is two days ahead of schedule.

Click the Line Item Tab to go to the Line Item page.

Step 23

User Vendor Documentation Lookup Exit

Vendor - Invoice
Contract >> Pay DoDAAC >> Document >> Routing >> Data Capture

[ Header |[ Addresses |[ Discounts | [ Comments | [ENYTE(  isc. Amounts |[ Reference Ship- Mo |[

Atleast one Line ltem is required

Line ltem Details
ltem No. Product/Service ID Qualifier  Qty. Shipped Unit of Measure UofMCode  UnitPrice (§)  Amount ()

The Line Item Details page is displayed.

Click the 'Add' link under the 'Actions' heading to Add a Line Item.
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Step 24

User Vendor Documentation Lookup Exit

I CLINSLIN r ACRNs.

Single = Reauied Fieis when savm
Htem No.**

line item; double ** = Required Fields when saving line item. saving draft document, and tabbing
No. Product/Service ID*

Product/Service ID Qualifier *
0001 [LFT478042

A8 - EXHIBIT LINE ITEM NUMBER
Quy. Shipped * Unit of Measure * Unit Price ($)* Amount ($)
7 EA-EACH 1.200.00

Anl

PR Number
———————

[SeeecOSUN ] [Save D Documen] [P [l

Security & Privacy Accessibility Vendor Customer Support  Government Customer Support  FAQ

The Add CLIN/SLIN screen appears. Complete all of the required fields.

For MOCAS, IAPS-E and NAVY payment only: You will see two tabs, a CLIN/SLIN tab and an ACRNs tab. Complete the ACRNs
form only if your CLIN/SLIN is funded by more than one ACRN.

Step 25

User Vendor Dpcumentation Lookup Exit
Vendor - Invoice

ACRNs,

single * = Required Fields when saving line item; double ** = Required Fields when saving ine item, saving draft document, and tabbing
ltem No. ** Product/Service ID* Product/Service ID Qualifier *
0001 [LFT478042

A8 - EXHIBIT LINE ITEM NUMBER
Quy. Shipped * Unit of Measure * Unit Price ($)* Amount ($)
7 EA-EACH 1.200.00

Anl

PR Number
———————

Save CLIW/SUN| | Save Draft Document

Security & Privacy Accessibility Vendor Customer Support  Government Customer Support

FAQ

Click the Help button at the bottom of the screen for additional help with this page.
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| Vendor Create Ci Document

Step 26

User Vendor Documentation  Lookup = Exit

Vendor - Inv:
single * = Required line item; double ** = Required Fields when saving fine ftlem, saving draft document, and fabbing
3 Product/Service ID Qualifier *

Product/Service ID =
[LFTa7804Z A8 - EXHIBIT LINE | TEM NUMBER
Unit of Measure * Unit Price ($) * Amount ($)

EA-EACH [1.200.00

PR Number

(1)

Security & Privacy Accessibility Vendor Customer Support Government Customer Support FAQ

Click the ACRNs Tab to go to the ACRNs page.

Step 27

User  Vendor Documentation Lookup  Exit

'Vendor - Invoice

CLIN/SLIN ACRNs
ACRN Amount (§) Difference ($)

Item No. CLIN Amount ($)
32.400.00 0.00 32,400.00

0001
Add ACRN

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

The ACRNs page is displayed.
Click the 'Add ACRN' link to add ACRN information.
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Step 28

The ACRN Amounts need to balance with the Iin ite;:'toﬂ.'

User  Vendor Documentation Lookup  Exit

Vendor - Invoice

CLIN/SLIN ACRNs

Item No. CLIN Amount ($) ACRN Amount () Difference (§)
0001 32.400.00 32.400.00 000

ACRN Amount ($) Actions
Delete ACRN
Reference Shipment Number Reference Shipment Amount (§) Actions
Add Reference Shipment

Add ACRN

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

Step 29

User  Vendor Documentation Lookup  Exit

Vendor - Invoice
CLIN/SLIN

Item No. CLIN Amount ($) ACRN Amount () Difference (§)
0001 32.400.00 32.400.00 000

ACRN Amount ($) Actions

- 32,400.00 Delete ACRN

Reference Shipment Number Reference Shipment Amount () ‘Actions
Add Reference Shipment

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

Click the Add Reference Shipment link to add Reeréﬁ [')méntinforr'ﬁ'aildn a t'Fle i'ne= Level. This information may be
added at the Document Level but not in both locations.
When ACRN information is complete, click the CLIN/SLIN tab to go back to the CLIN/SLIN page.
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Step 30

User Vendor Documentation Lookup  Exit

Vendor - Invoice

i |
single * = Required Fields when saving line item, double ** = Required Fields tabbi
ttom No. ** Product/Service ID * Product/Service ID Qualifier *
A8 - EXHIBIT LINE ITEM NUMBER
Qty. Shipped * Unit of Measure * Unit Price ($)* Amount ($)
| — EA-EACH 3240000
AAI SON PR Number
[ ] [ ———
Description *
[Cete wing = gev (@)

S e

rivacy Accessiility Ven

When all the required information has been added for the line item, click the Save CLIN/SLIN button at the bottom of the
screen.

Step 31

User Vendor Documentation Lookup Exit
'Vendor - Inveice

Contract >> Pay DoDAAC >> Document >> Routing >> Data Capture

[ Header |[ Addresses |[ Discounts |[ Comments | [ERSTMEN(  Misc. Amounts | Reference Ship. No || Attachments

WARNING: The Invoice Date has been pre-populated from the WAWF system server.
At least one Line tem s required

Line Item Details

| Preview Document_|

Item No. ProductService ID  Qualifier  Qty. Shipped

Unit of Measure UofM Code  UnitPrice($)  Amount (§)
0001 LFT5111279 A8 27 Each EA 1600.00 43,200.00 dit_Delete

The Line Item is now saved.

You may edit or delete Line Items as necessary by clicking the Edit and Delete links under the 'Actions' heading.

To add another Line Item, click the Add link again and repeat the procedure.
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Step 32

User Vendor Documentation Lookup  Exit

Vendor - Invoice

Contract >> Pay DoDAAC >> Document >> Routing >> Data Capture.

D | st | e | o | ST i |

pre-populated from the WAWF
Atleast one Line fiem s required

Line Item Details

Item No.. Product/Service ID. Qualifier  Qty. Shipped Unit of Measure UofM Code
0001 LFT5111279 A8 27 Each EA

Amount (S) Actions.

4320000  Edit Delete
Add

Click the Misc. Amounts tab to go to the Misc. Amounts page.

Step 33

User  Vendor Documentation Lookup  Exit

Vendor - Invoice

Contract >> Pay DoDAAC >> Document >> Routing >> Data Capture

[ Hoader |[ Addresses |[ Discounts || Comments | [ Line Item Reference Ship. No_|[

| Preview Document_|

WARNING: The Invoice Date has been pre-populated from the WAWF system server.

Miscellaneous Amounts
Misc. Fee Misc. Fee Amount ($) Actions
Add
Misc. Allowance Misc. Allowance Amount ($) Actions
Add
Tax Tax Amount (5) Actions
Add

The Misc. Amounts page is displayed.

To enter Misc. Amounts, click the corresponding 'Add' link.
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Step 34

User Vendor Documentation Lookup Exit

Vendor - Invoice
Contract >> Pay DoDAAC >> Document >> Routing >> Data Capture

[ Header | Addresses || Discounts || Comments |[ Line kem [ |

Attachments || Preview Documen |

WARNING: The Invoice Date has been pre-populated from the WAWF system server.
Miscellaneous Amounts

Misc. Fee Misc. Fee Amount ($) Actions.
Add

Misc. Allowance Misc. Allowance Amount (§) Actions
Add

Tax Tax Amount ($) Actions.
Add

Click the Reference Shipment Number tab to go to the Reference Shipment Number page.

Step 35

User  Vendor Documentation Lookup  Exit
Vendor - Invoice
Contract >> Pay DoDAAC »> Document >> Routing >> Data Capture

[ Header |[ Addresses || Discounts || Comments || Line tem || Misc. Amounts Attachments _|[_Preview Document |

WARNING: The Invoice Date has popuated from the WAWF
Document Level Reference Shipment Numbers

Reference Shipment n.m.u.
Add

['submit | [ save Draft Document | [ Hetp |

The Reference Shipment Number page is displayed.

Click the 'Add' link to add a Reference Shipment Number at the Document Level.
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Step 36

User Vendor Documentation Lookup Exit

Vendor - Invoice

Contract >> Pay DoDAAC >> Document >> Routing >> Data Capture

[ Header |[ Addresses |[ Discounts | [ Comments |[ Line tem || Misc. Amounts Reference Ship. No
WARNING: The Invoice from the ystem server

Document Level Reference Shipment Numbers

Reference Shipment Number Actions
Add

Once Reference Shipment information is complete, click the Attachments tab to go to the Attachments page.

Note: If Reference Shipment Numbers are added at the Document Level, they may not be entered at the Line Level.

Step 37

User Vendor Documentation  Lookup Exit

Vendor - Invoice
Contract >> Pay DoDAAC »> Document >> Routing >> Data Capture
[ Header |[ Addresses | [ Discounts |[ Comments | Line item |[Misc. Amounts |[ Reference ship. o | [Tl [ Preview Document |

WARNING: The Invoice Date has been pre-populated from the WAWF system server.

WARNING: WAWF is i for itive L
There is an attachment size limit of 6MB, attachments over this size will be rejected.

ONLY. Do NOT enter classified information in this system.

Attachment

iouse

Attachments Name ~ Actions

The Attachment page is now displayed.

Click the Browse button to locate the file that is to be attached.
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Step 38
wawr "

User Vendor Documentation Lookup | Exit

Vendor - Invoice
Contract >> Pay DoDAAC >> Document >> Routing >> Data Capture

[ Header |[ Addresses |[ Discounts |[ Comments | [ Lineitem || Misc. Amounts

| Feterencesip o (TSP [ Previw bocumers |

WARNING: The Invoice Date has been pre-populated from the WAWF system server.
for iti i i

ONLY. Do NOT enter classified information in this system.

WAWF is

There is an attachment size limit of 6MB, attachments over this size will be rejected.

Attachment

CUsersh :

Attachments Name  Actions

The Vendor clicks the Upload button to attach the selected document.

Step 39

User Vendor Documentation  Lookup  Exit

Vendor - Invoice
Contract >> Pay DoDAAC >> Document >> Routing >> Data Capture

[ Header |[ Addresses |[ Discounts |[ Comments || Lineltem |[Misc. Amounts

| Reterencestip o) (TP previen Docomert |

WARNING: The Invoice Date has been pre-populated from the WAWF system server.
for iti v if i

ONLY. Do NOT enter classified information in this system.

WAWF is

There is an attachment size limit of 6MB, attachments over this size will be rejected.

Attachment

Actions
View Attachment  Delete Attachment

Attachments Name

‘SampleDocument docx

The attachment is now saved on the document.The attachment may be viewed or deleted by clicking the View Attachment or

Delete Attachment links.
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Step 40

wawr |
User Vendor Dgcumentation Lookup = Exit

Vendor - Invoice

Contract >> Pay DODAAC >> Document >> Routing >> Data Capture

| Header |[ Addresses |[ Discounts |[ Comments |[ Lineitem || Misc. Amounts || Reference ship. Na

WARNING: The Invoice Date has been pre-populated from the WAWF system server.
WARNING: WAWF is i for

There i an attachment size limit of 6MB, attachments over this size will be rejected.

ONLY. Do NOT enter classified information in this system.

Attachment
Attachments Name Actions

SampleDocument docx View Attachment  Delete Attachment

Click the Preview Document tab to View the enti|:e .docent. i

Step 41

User  Vendor Documentation Lookup  Exit

Vendor - Invoice
Contract »» Pay DODAC »» Document »» Routing »» Data Capture
[Hnder ) [Addresses | (Discowts | [Comments | Liveitem_| [ i Amounts ) efersncs st o] [ Atachments

Expand Al Collapse All

WARNING: The Invoice Date has been pre-papulated from the WAWF system server. -
[IDocument Information
Contract Number Type Effective Date Supplies or Services.
DoD Contract (FAR) SPL
Invoice Number Invoice Received Date
INVB37837657
‘Summary of Detail Level Information Total (5)
1 CLINISLINGS) 4320000
0 Miscellaneous Amount(s) 0.00
nt Total ($): 4320000
[iLine Hem Information
tem No. Product/Service ID Qualifier - ni Unit Price (5) Qty. Accepted Amount ($)
0001 LFT5111279 A ar Each EA 160000 4320000
SON ACRN Aal PR Number
Description M
Submit] [ Save Drat Document | [ Help.

Security & Privacy

essibility Vendor Customer Support Government Customer Support FAQ

The Preview Document page is now displayed. The Preview Document page provides a full representation of the document.
The Vendor can scroll the contents of the tab to review the document.

If after reviewing the invoice information you notice an inaccuracy, you may return to the appropriate tab to correct the
information.
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Step 42

User Vendor Documentation Lookup  Exit

Vendor - Invoice

Contract »» Pay DODAC »» Document »» Routing »» Data Capture

) () () (o) (o R

Expand Al | Collapse A1

WARNING: The Invoice Date has been pre-popuiated from the WAWF system server

[IDocument Information

Type y Reference Procurement Identifier Effective Date Supplies or Services.

DoD Contract (FAR) 1234567800123 WBT1 SPL

Invoice Number Invoice Date Final Invoice? Invoice Received Date

INVB37837657 20190515 N

‘Summary of Detail Level Information Total (5)

1 CLINISLINGS) 4320000

0 Miscellaneous Amount(s) 0.00
Document Total ($): 4320000

[lLine Hem Information

tem No. Product/Service ID Qualifier Qty. Shipped Unit of Measure UofM Code Unit Price (5) Qty. Accepted Amount ($)

0001 LFT5111279 A ar Each EA 160000 4320000

SON ACRN AAl PR Number

Description

Subit] [ Save Drat Document] [ o]

Security & Privacy Accessibility Vendor Customer Support  Goverament Customer Support FAQ

The Vendor can expand all document sections by clicking the Expand All link, and collapse the contents of the tab by clicking

the Collapse All link.

Step 43

User  Vendor Documentation Lookup Exit

Vendor - Invoice

Contract »> Pay DoDAAC >> Document >> Routing >> Data Capture

[ Hosdor || iemen | Dscouts | Conmrts | e e || Amennts | tererce i o [ Avachoens | T |

Expand All | Collapse All

[*JDocument Information
[FICTe Teem TTormation
[+JACRN Information
[*]Address Information
[+IMisc Information

[+]Workflow Information

['submit| [ save Draft Document | [Heip |

This screen shows an example of a collapsed header view.

To view the Document section of the Invoice, click on the Document Information link.
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Step 44

Vendor - Invoice

User  Vendor Documentation Lookup  Exit

Contract >> Pay DODAAC >> Document >> Routing > Data Capture

[ Header | ["Addresses [ Discounts | [ Comments | Linelem | Misc. Amounts || Reference ship. o |

Attachments

Expand Al Collapse Al

{IDocument information
Contract Number Type
DoD C (FAR)

y Supplies or Services

Invoice Number

INV976978978

‘Summary of Detail Level Information
1 CLINSLINGS)

0 Miscellaneous Amount(s)

1 wBT1 sPL
Invoice Date Final Invoice?
2019105105 N

Invoice Received Date

Total ($)
4320000

000

Document Total (5): 4320000

[+ILine ttem Information
[+JACRN Information
[+JAddress Information
[4Misc Information

FWarkfiow Infarmation

Csobmi] [Swve it Gocument] (]

Security & Privacy Accessibility Vendor Customer Support  Government Customer Support  FAQ

The Document Information section of the tab is now expanded.

Step 45

Vendor - Invoice

Contract >> Pay DODAAC >> Document >

[ Header | " Addresses [ Discounts | [ Comments | Lineem | Misc. Amounts || Reference ship. o |

User  Vendor Documentation Lookup  Exit

> Routing >> Data Capture

e

Expand Al Collapse Al

EiDocument information
Contract Number Type
DoD C (FAR)

y Supplies or Services

Invoice Number

INV976978978

‘Summary of Detail Level Information
1 CLINSLINGS)

0 Miscellaneous Amount(s)

FILine ttem Information
[“JACRN Information
[+JAddress Information
[4Misc Information

Intormation

1 wBT1 sPL
Invoice Date Final Invoice?
2019105105 N

Invoice Received Date

Total ($)
4320000

000

Document Total (5): 4320000

(v v ocament] (]

Security & Privacy Accessibility Vendor Customer Support  Government Customer Support  FAQ

Once the information is verified, the Vendor can click the Submit button from any page to submit the document to WAWF.
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Step 46

WAWF VALIDATION WARNING MESSAGES

You have marked this Invoice as NOT a Final Invoice ag 0 remining funds and

ainst a
erercsed

You have submted an Invoice type document for a Contract that aready contains a Final Invoice within WAWF:

yyyyyyy ngline tems should 0002, 0003, 0004

If ot cortected, this may resultin payment delays.

Press OK iy otrmirtherdoromentorameel o ratun
3}

WAWEF will perform a series of validations and warn the vendor of potential issues that may result in payment delays. Click OK

to continue or Cancel to go back.

Step 47

User  Vendor Documentation  Lookup  Exit

Vendor - Invoice
Contract >» Pay DODAAC >> Docun

Document »» Routing > Data Capture
[ | [ Diconets | Eomments | [ i e e Aeomts ][ ks | _Proview Bocament_|

(|

e S e e e e et e
Contract Number
w2 anans
e e tset ot o
[asss. ] o203 @ v
‘Shipment Number Shipment Date Final Shipment
———— =] =

Bill of Lading Number

Cumrency Code
usD

Document Total (5)

[t [ Damocment] [prvins] (o]

Accessibility  Vendor Customer Support

Government Customer Support FAQ

User clicking cancel on previous screen will be brought back to Header tab. Click the View Validation Warnings to see current

warnings.
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Step 48

User Vendor Documentation Lookup  Exit

Success

The Invoice was successfully submitted. .

Contract Number Delivery Order Shipment Number Invoice Number
12345678D0123 WBT1 INV978978978

Email sent to Vendor. kafuller@caci.com

Email sent to Vendor. wawi@caci.com

Email sent to Local Processing Office: devigamo01@gmail com
Email sent to Local Processing Office: fkisupervisori@gamail. com
Email sent to Local Processing Office: kshama@caci.com

Email sent to Local Processing Office: mmogulla@caci.com
Notification sent for CAGE code 0HC11 to FTP Directory: /caci_db/gpIWAWF_RA_sec/TestVs

‘Send Additional Email Notifications

Wed May 15 15:35:41 EDT 2019

Security & Privacy Accessibility Vendor Customer Support Government Customer Support  FAQ

After the document has been submitted, the WAWF system informs the Vendor that the submission was successful.

E-mails, FTP and EDI notifications were sent as applicable.

The Vendor may add more email addresses by clicking the Send Additional Email Notifications link.

This concludes our demonstration.
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