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

VENDOR 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. Vendors may focus on the course introduction, WAWF-RA Overview, and Vendor Overview courses or complete as many of the Government User courses as they desire.  It is anticipated that review of the Vendor 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 ID and Passwords to use in the training database.  Vendors can also sign in for the various Government roles.

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.  For Vendors, you have the following two options:  
Vendor:  Responsible for providing goods and/or services to the government.  
Begins 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 Production Site (https://wawf.eb.mil/).

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

3. Follow “Self Register” instruction on center of screen.  Note:  You will need to know your company’s CAGE Code to register.  If you do not know it, follow the instructions in step 6, below.  Additionally, if you get an error message when you try to self-register, it probably indicates that your company’s CAGE Code has not yet been loaded into WAWF.  In order to accomplish this and complete the self-registration process, your Electronic Business Point of Contact (EBPOC) will have to contact DISA (see step 8).  
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“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. Self-registration does not grant you access to the application.  For Access, your company’s Electronic Business Point of Contact (EBPOC) must activate you.   This person can be found in the Central Contractor Registration site (http://www.ccr.gov/).   Log on to the site and click on the “Search CCR” tab on the left of the screen.   
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6. The next screen that will appear is the Search screen.  Either enter you company’s CAGE Code or type in your company’s name and click on the corresponding search button.
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7. Once your company’s information has been located, scroll down to the bottom of the page and on the left, you will find your EBPOC (CAGE Code is located at the top of this screen).  If there is no EBPOC listed, go back to the main CCR page, click “Update or Renew Registration Using TPIN” tab on left and rectify the situation.
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8. Your EBPOC must send an email to DISA (cscassig@ogden.disa.mil) to request that you be activated.  Note the email address for DISA can be found on the left on the home page for both the Training Site and the Production Site.  The email must contain the EBPOC information shown in the CCR and state that he/she is the EBPOC for your CAGE Code and that they request you be activated.  The email must include your full name as you entered it when you registered, and the CAGE Code for which you are being activated.
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From:  Meth, Ron [RNeth@unitechi. com] Sent; Wed 8127/2003 4:03 PM
Toi  'lohnBelswanger'
o

Sublect:FW: WAWF-RA Activation

From: Neth, Ron [mailt RNet@urnitech com]
Sent: Wednesday, August 27, 2003 12:07

Ge: 'lohn Beiswanger'; Waller, Bob
Subject: WAWF-RA Activation

Good afternoon SiMa'am,

My narme is Ron Neth and | am the eBusiness POC for Universal Systers and Technology Inc. Our Cage code, as listed in the CCR is OMIDS. My
information is as follows:

Electronic Business POC Primary

Narne: RON NETH

E-mail Address: meth@unitech1 com
Address Line 1: 5370 TRINITY PARKWAY
Address Line 2: SUITE 400

City: CENTREVILLE

State: VA

Zip/Postal Code: 20120

Country: USA

US. Phone: (703) 667-3249

Fax: (703) 6673242

I request that you activate Mr. John Beiswanger as a Vendor in the WAWF-RA database under Cage code DMDS. Thank you for attention to this matter.
Sincerely,

Ron Neth

Director of Contracts

Universal Systems & Technology, Inc. (UNITECH)

5670 Trinity Parkway, Suite 400

Centrevile, VA 20120

(703) 667-3249 ||
FAX (703) 667-3242

meth@uritech1 cor =l





If in step 3, above, you received an error message stating that your CAGE Code has not been loaded, have your EBPOC request it be accomplished in the same email that he/she requests your activation.  The EBPOC merely states that in addition to activating you, they want their CAGE Code loaded into a “group” for your specific CAGE Code.

9. Once the email has been received by DISA, you will receive an Activation email (usually within 24 hours/often a lot quicker) 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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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. 

