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WIDE AREA WORKFLOW-RECEIPT & ACCEPTANCE (WAWF-RA)

GOVERNMENT USER SMART SHEET
Key Sites:

Web Based Training (WBT):

http://www.wawftraining.com.  This web site will provide you the required training for the WAWF system. The government staff may focus only on the course introduction, WAWF-RA Overview, or inspection/acceptance functions. It is anticipated that review of this information will take approximately 1-2 hour(s).

WAWF Test Site:

https://wawftraining.eb.mil.  You will be able to practice WAWF business functions at this test site. Click on the “Training Instructions” link on the left side of the page to get the User IDs and Passwords to use in the training database.

WAWF Production Site:

https://wawf.eb.mil.  You will be working on this web site for production receipt and acceptance processes.
User Roles & Responsibilities:

During the registration process, you will be asked to register for a specific role (you may register for more than one role).  Your current billet title may describe what your role is within your organization, but that may or may not match WAWF-RA user roles.  Remember WAWF-RA is a DoD application and not Marine Corps specific.  The following user roles with corresponding definitions are the most common roles for which you may register in this application.  Examples and suggested roles are also provided, but you should check with your supervisor if you are unsure or if local procedures differ from these recommendations.

Acceptor:   Responsible for the government acceptance of goods and/or services.  
The acceptor electronically processes the receiving report to indicate the goods or services have been accepted.  This is the person who agrees to pay on behalf of the government and is the heart of the WAWF-RA process within the Marine Corps.  The acceptor may also create a receiving report.  A COR who signs acceptance for purchased services is an example of a USMC Acceptor.
Acceptor View Only: Responsible for viewing/monitoring documents processed by the Acceptor; can view all documents submitted with an Acceptor DoDAAC as soon as they have been submitted.  Financial personnel who need information on acceptances for expensing purposes would use this role.
Admin By View Only: Administrative Contracting Officer (ACO) may use this role to view document status on contracts that they administer for the government.  For example, DCMA field office administers many contracts for many Procurement Contracting Offices (PCO).  This capability allows them to view documents based on the fact that they have been appointed as the contract ACO. 
Group Administrator or Group Administration Manager (GAM): 
Has administrative abilities for his or her group, as well as any groups that are one sub-level beneath that group.  Activates/deactivates users as required.  Assists with users’ passwords.  There are several levels of GAM.  The current USMC policy dictates that, in general, the RCOs are the Level II GAMs, Comptrollers are the Level III GAMs, and Fund Administrators are the Level IV GAMs.

Inspector/DCAA Auditor: Responsible for the inspection of goods when a separate inspection activity is specified.  The Marine Corps typically does not have inspectors separate from acceptor role.  However, inspectors may be used for example, when DCMA representatives in contractors’ plants inspect goods at the source for the government. 
Inspector/DCAA Auditor View Only: Responsible for viewing/ monitoring documents processed by the Inspector/DCAA Auditor; can view all documents submitted with an Inspector/DCAA DoDAAC as soon as they have been submitted. 
Issue By View Only: Used by Procurement Contracting Office (PCO) personnel to view all documents in WAWF-RA for contracts issued by their office.  Typically all buyers/contracting officers should utilize this role.
Local Processing Official (LPO): 
Reviews the electronic versions of the contract, invoice and receiving report and electronically certifies the invoice for payment.  LPO function is utilized only for invoices paid by STARS One Bill Pay (Navy) DFAS activities.  In CONUS, this is for blue dollars only.  
Local Processing Official (LPO) View Only: Responsible for viewing/ monitoring documents processed by the Local Processing Official; can view all documents submitted with a Local Processing Official DoDAAC as soon as they have been submitted.
Pay Official: Responsible for paying the vendor (compares the contract, the vendor’s invoice, and the government acceptance). This is a DFAS personnel role only.
Pay Official View Only: Responsible for viewing/monitoring documents processed by the Payment Official; can view all documents submitted with a Pay Office DoDAAC as soon as they have been submitted. This is a DFAS personnel role only.
Vendor:  Responsible for providing goods and/or services to the government.  
Begins the WAWF-RA process by submitting receiving reports and invoices.

Vendor View Only:  Responsible for viewing/ monitoring documents submitted by the Vendor, can view all documents submitted by the Vendor as soon as they have been submitted.
Registration & Activation Process:

1. Connect to Wide Area Work Flow Version 3.0.

2. Follow “Setting Up Your Machine” instructions on left under “About WAWF-RA” 

3. Follow “Self Register” instruction on center of screen.
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Customer Support

DISA WESTHEM

Area Cormmand Ogden
Custorner Senice Center
CONUS ONLY 1-866-515-598
COMMERCIAL: 601-605-709
DSN: 3667095

FAX COMMERCIAL: 801-605-
FAX DSN: 3887453
cscassig@ogden. disa.mil

YAbout WAWF - RA = |
> Functional Information

> Setting Up Your Machine

> Access Web Based Train

> FAQ

> Deployment Checklist

» What's New

Secuiity & Privacy

Warning and Disclaimers

Active DoDAACs and Roles
T — _>l_‘

Wide Area WorkFlow
Version 30.2
System messages:

We understand some folks are still experiencing intermittent dificulies. We are aggressively working toward resolution. When it is
fixeditested, we will notfy the community. Until then, there may be some interruptions

WAWF ¥3.0.2 i xparisncing diffculties with user 1ogging on withtheir Comman Acoess Card (CAC) and PK carificate. We'rs wotking to resolve the problem. In
the iterim, curient CACIPKI cerlfcate users will be isued USERIDIPassword to 3coess he application. Ifyou previously used a CACIPKI in WAWF and haven't
teceived an email with your one-ime passord, please contact your Group Adminisrator (SAM) orthe WAWF Dden Customer Support Center. We apologize for
any inconvenience this may sause and thank you for your patence

Logon to WAWF-RA (Registered user only)
Self Register to use WAWF-RA (New users)*
Help with registration for access to WAWF-RA

“Note: Your computer must be set up to run WAWF-RA before you can self register. See "About WAWF-RA"
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4. Once your machine has been set-up and you have self-registered, you will receive a confirmation email stating you have self-registered.

5. Complete DISA Form 41 (http://disa.dtic.mil/disnvtc/Form41.pdf), have Supervisor sign, and forward to your Group Administrator.

6. Group Administrator will activate you.  At that time, you will receive an Activation email that includes your UserID and one-time password.  Use this information to “Logon” to the Production Site (https://wawf.eb.mil/).  Once logged on, you will be guided through the steps necessary to change your password and then allowed to proceed to work in the production site.

Document Definitions:

Within WAWF-RA, there are several documents that you can create and route through the workflow.  However, the majority of Marine Corps invoices are paid via Computerized Accounts Payable System for Windows (CAPS/W), which limits the CONUS user to only four possible documents.  They are:

Invoice:
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Invoice as 2-in1:
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Commercial Services 2-IN-1
The Commercial Services 2-IN-1 (services only) document can be
used any time your contract requires invoice certification by a
‘government official prior to submission to the LPO or your payment
office. The 2-IN-1 option will route the invoice from you to your
government/Acceptor through the Local Processing Office (optional)
for final payment processing at DFAS. Click to view the 2-IN-1 Flow.

NOTE: 2-IN-1 submission requires your government Acceptor/LPO
office to have an active WAWF-RA account prior to submission of
2-IN-1 documents. If you do not know who your government Acceptor
is please contact the Contracting office listed on the contract for
assistance.

Please verify the requirements in your contract and if a 2-IN-1 is
required for payment and you need help please click to see how to
create a 2-IN-1
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Receiving Report:
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Source Acceptance Receiving Report flow.
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Invoice & Receiving Report (Combination):
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Commercial Invoice and Receiving Report

The Commercial Invoice and Receiving Report (CIRR) is a combination
document and is used when your contract's Invoicing procedures direct
you to submit your invoice to the Defense Finance and Accounting
Service (DFAS) and to also obtain a receiving report from the government
‘acceptor as named in your contract. (note some contracts require
certification from the Local Processing Office prior submission to DFAS).
Click to see & CIRR flow or a Source Acceptance CIRR flow.

NOTE: CIRR submission requires your government acceptor/LPO office to
have an active WAWF-RA account prior to submission of the CIRR
documents. If you do not know who government acceptor is please.
contact the Contracting office listed on the contract for assistance.

Please verify the requirements in your contract and if a CIRR is required
for payment and you need help please click to view how to create a CIRR
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USMC POCs:

· CMC (LBP) WAWF-RA Functional Manager – Pearse A. McDade, DSN 224-6225/6228 x: 2513 or Coml (703) 695-622/6228 x: 2513, email mcdadepa@hqmc.usmc.mil. 

· MARCORSYSCOM, (IS&I) WAWF-RA Program Manager - Marian Balsley, DSN 278-0981 or Coml (703) 784-0981, email balsleymc@mcsc.usmc.mil.
· CMC (LPC) Logistics Capability Center – Capt Kipp Wahlgren DSN 224-8926 or Coml (703) 695-8926, email wahlgrenka@hqmc.usmc.mil.
· CMC (RFL) Financial Management Process and Policies - Maj Jacqueline Melton DSN 224-2577/2640 or Coml (703) 614-2577/2640, email meltonjr@hqmc.usmc.mil.

· WAWF-RA Contractor Support Team – Ms. Cathey Cravens (ccravens@caci.com) or Mr. John Beiswanger (jbeiswanger@unitech1.com), (703) 221-6911. 

