Introduction

Wide Area Work Flow Receipt and Acceptance (WAWF-RA or WAWF) provides the technology for government

contractors and authorized Department of Defense (DoD)

personnel to generate, capture and process receipt and

payment-related documentation in a paperless environment.
Accepting a Service 

(2-in-1) Invoice

1. Log into WAWF at https://wawf.eb.mil.

2. Click on Logon to WAWF-RA. (Note: Before being

able to type user ID and password a message box comes

up alerting user not to use “back button”.) Click OK.

Then type user ID and Password or Certificate, hit

“Submit”.

3. Select the “Acceptor” link on the left side of the page.

4. Under the “Acceptor” link, you may select an option,

such as “Access Acceptance Folder,” “History Folder,”

or “Create a Receiving Report.” Click on the option to

access all the invoices in the acceptance folder.

5. Select the DoDAAC of your office from the DoDAAC

drop-down list on the “Search Criteria” page. Click

“Submit”. You may also search for a specific invoice by

entering some of the invoice specific data such as

contract number, vendor cage, or invoice number and

click “Submit”.

6. Click on the invoice number that you would like to

accept/reject.
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7. The invoice screen will be displayed. The invoice will

have all the data elements that were entered by the

vendor. Note the tabs at the top of the page: “Header”,

“Line Item”, “Addresses”, and “Misc. Info”.
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8. At the invoice screen you may extract an

attachment: All the attachments will be displayed on

the “Misc. Info” tab on the right side of the screen, seen

in the “Attachments” drop down box. Click on the file

that you would like to extract. Click on the “Extract

Attachment” icon. Select the path where you would like

to save the attachment and click on the “Save” button.

You may open the attachment that you just saved and

view it on-line or print. We suggest that you create

specific folders on the network for each contract where

the attachments can be saved.
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9. View the history and comments by clicking on the

“Misc. Info” tab. The audit trail of those who have taken

action on the invoice can be viewed, as well as any

comments entered by the vendor.

10. You may attach a file to the invoice: Click the “Misc.

Info” tab at the top of the page. The attachment specific

buttons will appear on the right side of the page. In the

“Acceptor Information” section, click on the icon next

to the “Attachments” drop down box. Click on the

“Browse” button on the Attachments page. Select the

file you wish to attach. Click on the “Open” button.

Click “Continue”. Your attachment will appear in the

“Attachments” drop down box. You may repeat these

steps to attach additional documents up to a total of 1.5

MB (including any files attached by the vendor). Click

on the “Header” tab to return to the invoice.
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After reviewing the attachments, data, and comments if

you decide to HOLD the invoice:

1. Return to the “Acceptance Folder for your DoDAAC”

by clicking on the return button at the bottom.
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2. Click on the “H” in the column “Hold?” A warning is

displayed that you are about to hold an invoice.

3. If you wish to continue, click on the “Hold” document

link. A message is displayed with the text “Success”.

The invoice is now moved to the “Hold” folder.

4. You may access the invoice by clicking on the “Access

Acceptance Hold Folder” link on the left side of the

screen. You may click on the invoice number to view

the invoice. If you decide to accept the invoice please

follow the steps for acceptance.

After reviewing the attachments, data, and comments if

you decide to ACCEPT the invoice:

1. Click on the check box “ Accepted and Conforms to the

contract except as noted” at the bottom of the “Header”

page. Enter the date of acceptance in YYYY/MM/DD

format. You can also use the “*” shortcut (Shift + 8 to

create a “*”), which will put the current date in this

field.

2. Enter the Received Date in the Received Date field.

This information is located in the top right corner of the

invoice.
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3. Click on the “Signature” button. You will then need to

confirm your password. Hit the “Continue” button.

Once this is completed your name will appear on the

invoice in the signature line.

4. Click on the “Submit” button at the bottom. Message

will appear on a screen that the invoice was accepted

successfully and email notifications were sent to the

initiator/vendor (For information only) and LPO for

further action. For invoices submitted through EDI, the

email notification will be sent to the pay clerk rather

than the LPO.

5. To work on other invoices please click on the “Return”

link.

6. To get out of the WAWF system please click on the

“Home” link on the left side of the page.

After reviewing the attachments, data, and comments if

you decide to REJECT the invoice:

1. Click on the check box “Reject to Initiator”. You must

enter comments for rejection of the invoice on the

“Misc. Info” tab.
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2. Click on the “Submit” button at the bottom of the

“Header” page. Message will appear on a screen that

the invoice was rejected successfully and email

notification was sent to the initiator/vendor.

3. To work on other invoices please click on the “Return”

link.

4. To get out of the WAWF system, please click on the

“Home” link on the left side of the screen.

DoD Guidance 

National Defense Authorization Act 2001 Requirement:

Section 1008.Required the Secretary of Defense to ensure

that any claim for payment under a DoD contract be

submitted in electronic form.  Further, Contracting officers,

contract administrators, certifying officials, shall transmit

the claim and any additional documentation to support the

determination and payment of the claim to such other officer

electronically.

WAWF-RA Resources

· WAWF 3.0 Production Site:

· https://wawf.eb.mil
· WAWF Training Web Site:

· https://wawftraining.eb.mil

· WAWF Web Based Training (WBT)

· http://www.wawftraining.com

· DISA Ogden Help Desk

· 1-866-618-5988

· Email: cscassig@ogden.disa.mil
· USMC Help Desk
· 1-703-667-3271

· USMC Paperless Acquisition Web Site
· http://www.marcorsyscom.usmc.mil/ sites/pa/
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