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WAWF Overview
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. Electronic invoicing reduces interest penalties from late

payment of vendor invoices and increases the efficiency and audit capability of submitting, inspecting, and accepting, invoices. WAWF is a web-based application, accessible to vendors and government users from virtually any computer with Internet access. WAWF is free and only requires that users register for a user login and password or a PKI certificate in order to access the website.
DoD Mandate for Electronic Invoicing

The Department of Defense mandated electronic invoicing by requiring the DFARS clause 252.232-7003 Electronic

Submission of Payment Requests, in all DoD contracts (reference DFARS 232.7004, available in SPS for those sites

that use SPS to issue contracts ). All activities issuing purchase orders, task orders and delivery orders must include

the appropriate clause indicating WAWF as the method of invoicing. WAWF is one of three options listed in the

clause for vendors to submit invoices electronically for receipt and acceptance. In addition to WAWF, the other two

electronic invoicing options are: Web Invoicing System (WInS), and Electronic Data Interface (EDI). EDI is a direct

data upload from the vendor into the WAWF system. WHS will not utilize Wins.  Contracting officers must include the sample clause in 252.232.7003, except in the special circumstances described in the DFARS clause 232.7002(a)(1)-(6). If the clause is included, then parties must submit invoices electronically. In the exceptional cases where regulations require a paper invoice, the DFARS clause must not be in the contract. Contracts paid by government purchase card and FastPay are excluded from the mandate for electronic invoicing. Please see the complete DFARS clause for additional information and exemptions.
Helping Vendors Get Started with WAWF

All vendors must invoice electronically as mandated by DoD except for the few instances listed in the DFARS

clause. The first step in switching a vendor to WAWF invoicing is making sure their contract specifies electronic

invoicing. At a minimum, this requires including the DFARS clause. Including additional WAWF instructions is

also helpful to vendors. Next, make sure the vendor has information on registering and entering invoices in WAWF.

Finally, make sure the vendors know what DoDAACs to enter into their WAWF invoices for your

specific contracts, especially if the DoDAACs are not readily listed in the contracts. WHS, A&PO contracts will include a local clause that will specify this information. 

Vendors may contact WAWF Customer Support if they need any assistance registering or entering invoices at 1-866-618-5988.
WAWF Registration for All Government Roles

Self-Registration Procedures for Non-GAM Users (Inspectors, Acceptors, View-Only Roles):

1. Fill out DD Form 2875 and submit it to your agency’s Top Group Administrator (Charlotte Gooch).
2. Using either Internet Explorer or Netscape, open the WAWF production web site https://wawf.eb.mil/ and

click on the “Self Register” link.

3. Once on the registration page, fill in the mandatory fields, “First Name,” “Last Name,” “Commercial

Phone,” “Email address,” “Job Description,” and “Title”, plus any of the optional fields that apply to you.

4. Select the radio button labeled "User ID and Password".

5. Type in a User ID, which must be at least 8 characters long (create your own). Note: this is for your login

ID, not your password.

6. In the “Role” drop down menu, select one role, i.e. "Inspector or Acceptor, Gov’t View Only". 
7. Select "Register by DoDAAC" for the method of registration.

8. In the DoDAAC field, type your DoDAAC. Do not put anything in the “extension” field.  WHS users will be provided a list of  DoDAACs for all WHS offices 
9. A Role Information summary will appear. Review the information you have entered. You may click on

the "pen" icon to edit the information.

10. If you want to add more roles, click on the “add a role” icon (looks like file folders). It is in the “Role

Information” section of the summary screen, under the “Action” column.

11. In the “Role” drop down menu, choose the role you wish to add.  Note: Do not select the "LocalProcessing Officers" role.
12. Select "Register by DoDAAC" for the method of registration.

13. In the DoDAAC field, type your UIC. Do not put anything in the “extension” field.

14. You may continue to add more roles by selecting the “Add Role” icon on the Role Information screen.

15. Finally, if everything on the screen is correct, click on the check box for “Statement of Accountability” and

click the “Register Now” button (you must submit the form for it to be valid).
Accepting, and Rejecting “Combo” Supply Invoices with Receiving Reports
Acceptor Role

The Acceptor for supplies is typically a person in the receiving dock or department who inspects and accepts goods

or non-personal services (such as maintenance services) on behalf of the government. The Acceptor could also be

the COR or the end user who requested the goods. The Acceptor verifies that what the vendor shipped matches

what they listed in the WAWF Receiving Report. The Acceptor enters the receipt and acceptance dates, and may

accept the full quantity, accept a partial quantity, or reject the entire Receiving Report for correction. The Receiving

Report will become the requisite ‘proof of delivery’ document of record for processing the associated invoice.

Depending on the business process flow at your command, the Acceptor may also be required to verify that the

Receiving Report matches the contract line items before accepting or rejecting the Receiving Report.
To Accept a “Combo Invoice with Receiving Report”:

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

2. Click on “Logon” to WAWF-RA. (Note: Before you can type your user ID and password, a message box

appears alerting the user not to use “back button”.) Click OK. Then type your user ID and Password or

Certificate and click “Submit.”

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

4. Under the “Acceptor” link, click on the “Access Acceptance Folder” option to access all the receiving reports 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 receiving report by entering some of the receiving report specific

data such as contract number, vendor cage, or shipment number and click “Submit”.

6. Click on the receiving report number that you would like to accept/reject. Note: If there is an associated

invoice with the receiving report, you should view it to ensure that the invoiced quantity and receiving report

quantity is the same. If the invoiced quantity is higher, this could reflect that another shipment might be coming

from the vendor. For “Combo” invoices and receiving reports the invoiced quantity on the invoice and

receiving report will be the same.

7. The receiving report screen will be displayed. The receiving report will have all the data elements that were

entered by the vendor.

8. To extract an attachment, click on the “Misc. Info” tab on the right side of the screen.

• Click on the “Attachments” drop down box and 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.

9. In order to view the history and comments, click on the “Misc. Info” tab. From there, you can view the audit

trail of those who have taken action on the receiving report, as well as any vendor comments.

10. To attach a file to the receiving report, 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 and click “Continue”.

• Your attachment will appear in the “Attachments” drop down box. You may repeat these steps to attach

additional documents.

• Click on the “Header” tab to return to the receiving report.
If you decide to ACCEPT a FULL or PARTIAL SHIPMENT receiving report:

1. On the Line Item tab enter the number of items received in the “Quantity Accepted” field as appropriate. (If an

Inspector does this, the Acceptor does not need to). Note: When you accept a partial shipment in a “Combo”

invoice, the quantities in the corresponding invoice WAWF will change to the quantities you accept in the

receiving report. If you wish to accept a zero quantity for any line item, you must reject the receiving report

and have the vendor remove that line item. WAWF cannot process the corresponding invoice with a zero

quantity or a zero dollar amount.

2. Choose the “Header” tab and then click on the check box “Acceptance” at the bottom of the page.

3. Enter the actual Material Received Date in the “Received Date” field in YYYY/MM/DD format.

4. Enter the Material Acceptance Date in the “Date” field next to the signature button. If you want to enter the

current date, you can use the “*” shortcut (Shift + 8 to create a “*”), which will put the current date in any

date field.

5. Click on the “Signature” button. You will then need to confirm your password and click the “Continue” button.

Your name should appear on the receiving report in the signature line.

6. Click on the “Submit” button at the bottom. A message will appear on the screen indicating that you

successfully accepted the receiving report and that the system sent email notifications to the initiator/vendor

(For information only) and LPO for further action.

7. To work on other receiving reports click on the “Return” link.

8. To log out of the WAWF system, 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

receiving report:

1. Click on the check box “Reject to Initiator”. You must enter comments for rejection of the receiving report on

the “Misc. Info” tab.

2. Click on the “Submit” button at the bottom of the “Header” page. A message will appear on a screen that the

you successfully rejected the receiving report and the system sent email notification to the initiator/vendor.

3. To work on other receiving reports click on the “Return” link.

4. To log out of the WAWF system, click on the “Home” link on the left side of the screen.
If you decide to HOLD the receiving report:

1. Click on the “Return” button at the bottom of the screen to return to the “Acceptance Folder for your

DoDAAC.”

2. Click on the “H” in the “Hold?” column. WAWF will display a warning that you are about to hold a receiving

report.

3. If you wish to continue, click on the “Hold” document link. It will display a message is displayed with the text

“Success”. The receiving report is now in the “Hold” folder.

4. You can access the receiving report by clicking on the “Access Acceptance Hold Folder” link on the left side of

the screen.

• To view the receiving report, click on the receiving report number.

• If you decide to accept the receiving report, follow the steps for acceptance.
If you need to RECALL the receiving report to make a correction:

1. Under the “Acceptor” link, select the option “Access History Folder By User” or “Access History Folder by

DoDAAC.”

2. On the Search Criteria page, choose your DoDAAC from the drop down box.

3. Enter any additional search criteria you wish, such as a contract number, and click “Submit.”

4. Locate the receiving report you wish to recall, and click on the "R" link in the “Recall RR” column to open the

receiving report.

5. Make your edits, then re-submit or reject the receiving report as necessary.

Accepting and Rejecting “2-In-1” Service Invoices
Acceptor Role

The Acceptor for services is typically accepts invoices for personal service contracts, on behalf of the government.

The Acceptor verifies that the services performed (ie: by using a signed timesheet) matches those listed in the

WAWF invoice. The Acceptor will enter the receipt and acceptance dates of service, may either accept the invoice

or reject the invoice for correction. Depending on the business process flow at your command, the Acceptor may also be required to verify that the invoice matches the contract line items before accepting or rejecting the invoice.
To Accept a “2-In-1 Invoice” for Services:

1. Click on “Logon” to WAWF-RA. (Note: Before being able to type user ID and password a message box pops

up alerting user not to use “back button”.) Click OK. Then type user ID and Password or Certificate, and click

“Submit”.

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

3. Under the “Acceptor” link, Click on the “Access Acceptance Folder” option.

4. Select the DoDAAC of your office from the DoDAAC drop-down list on the “Search Criteria” page and click

“Submit”. You can 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”.

5. Click on the invoice number that you would like to accept/reject.

6. WAWF will display the invoice screen. The invoice will have all the data elements that the vendor entered.

7. To extract an attachment, click on the “Misc. Info” tab on the right side of the screen.

• Click on the “Attachments” drop down box and 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 can 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.

8. You can view the audit trail of those who have taken action on the invoice as well as any comments the vendor

entered by clicking on the “Misc. Info” tab.

9. To 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 and elect the file you wish to attach.

• Click on the “Open” button and click “Continue”. Your attachment will appear in the “Attachments” drop

down box. Repeat these steps to attach additional documents. Click on the “Header” tab to return to the

invoice.
If you decide to ACCEPT the invoice:

1. Click on the check box marked “ Accepted and Conforms to the contract except as noted” at the bottom of the

“Header” page.

2. Enter the date the services were received, (the last day of the billable service period) in the Received Date field.

3. In the Date field next to the signature button, enter the date the services were accepted. Note: This is usually the

same date as the received date field, but,you could enter the date a timesheet/work order was signed confirming

the services were completed. Note: the Date field is for service acceptance, not the date of invoice acceptance.

4. Click on the “Signature” button. Confirm your password and click the “Continue” button. Once this is

completed your name will appear on the invoice in the signature line.

5. Click on the “Submit” button at the bottom. A message will appear on the screen that WAWF successfully

accepted the invoice and sent email notifications to the initiator/vendor (For information only) and LPO for

further action. For invoices submitted through EDI, WAWF will send the email notification to the pay clerk

rather than the LPO.

6. To work on other invoices click on the “Return” link.
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7. To get out of the WAWF system click on the “Home” link on the left side of the page.
If you decide to REJECT the invoice:

1. Click on the check box marked “Reject to Initiator”. You must enter comments for rejection of the invoice on

the “Misc. Info” tab.

2. Click on the “Submit” button at the bottom of the “Header” page. A message will appear on the screen saying

that you have successfully rejected the invoice and WAWF sent email notification to the initiator/vendor.

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

4. To get out of the WAWF system, click on the “Home” link on the left side of the screen.
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.

2. Click on the “H” in the column “Hold?” It will display a warning that you are about to hold an invoice.

3. If you wish to continue, click on the “Hold” document link. It will display a message with the text “Success”.

The invoice is now in the “Hold” folder.

4. You can access the invoice by clicking on the “Access Acceptance Hold Folder” link on the left side of the

screen. Click on the invoice number to view the invoice. If you decide to accept the invoice please follow the

steps for acceptance.
After accepting a 2-In-1 invoice, if you need to RECALL the invoice to make a correction:

1. Under the “Acceptor” link, select the option “Access History Folder By User” or “Access History Folder by

DoDAAC.”

2. On the Search Criteria page, choose your DoDAAC from the drop down box.

3. Enter any additional search criteria you wish, such as a contract number, and click “Submit.”

4. Locate the invoice you wish to recall, and click on the "R" link in the “Recall Invoice” column to open the

invoice.

5. Make your edits, then re-submit or reject the invoice as necessary.

 “Home” link on the left side of the screen.
If you decide to REJECT the invoice:

1. Click on the check box marked “Reject to Initiator”. You must enter comments for rejection of the invoice

under the “Misc. Info” tab.

2. Click on the “Submit” button at the bottom of the “Header” page. A message will appear that you have

successfully rejected the invoice and sent email notification to the initiator/vendor.

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

4. To get out of the WAWF system, click on the “Home” link on the left side of the screen.
.

Optional Roles: Inspector 
Inspector Role (pre-Acceptance)

If your command has personnel performing inspection of goods and services, but they are not authorized to officially “accept” on behalf of the government, then you may need the Inspector role. For example, you may have contractors inspecting goods and verifying the items on packing slips for shipments that arrive on the receiving dock. Or, you may need an additional government user to sign off that a service was completed prior to invoice certification. In order for an Inspector to receive a WAWF document, the vendor must enter your DoDAAC into the “Inspector DoDAAC” field. This is not a mandatory field in WAWF for vendors, so you must let your vendors know that they need to fill in this field ahead of time.
Inspector for “Combo” Supply Invoices with Receiving Reports

The Inspector for “combo” supply invoices with receiving reports performs the same steps as the Acceptor in the

section above, with one difference: the Inspector does not sign the receiving report or enter an acceptance date

whereas the Acceptor enters those two fields. The Inspector checks the “CQA” checkbox, enters the Received Date,

and accepts the full shipment, a partial shipment, rejects the receiving report.
Inspector for “2-In-1” Service Invoices

The Inspector for “2-in-1” invoices for services performs the same steps as the Acceptor in the section above, with

one difference: the Inspector does not sign the invoice or enter an acceptance date whereas the Acceptor enters those

two fields. The Inspector checks the “CQA” checkbox, enters the Received Date, and accepts or rejects the invoice.
Monitoring and Managing WAWF Documents

Local Processing Office View Only (LPO View Only) Role

Supervisors can easily monitor the status of WAWF documents submitted to your command at any given time.

WAWF is not set up to run managerial reports on invoice processing, so registering for the LPO View Only role for

your certifying DoDAAC is the best way to monitor invoices. This role allows you to review all documents

submitted to your DoDAAC at all statuses or any status you specify. You may wish to register for Acceptor View

Only access as well, but LPO View Only gives you a larger picture. Acceptor View Only allows you to see more

than LPO View Only for documents that are accepted by your command and certified by a different command (i.e.

MOCAS-paid invoices where DFAS is the certifying activity).
Looking up WAWF Documents:

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 in your user ID and Password or

Certificate, click “Submit”.

3. Select the “Local Processing Official View Only” link on the left side of the screen.

4. Go to the “Search Criteria Page” and select the DoDAAC of your office from the “Select Location Code” drop

down menu. This is the only mandatory field to fill in.

5. The default search will pull up documents submitted in the last 30 days. If you are searching for a document

older than 30 days, enter a date range in any of the date range fields (Create Date, Acceptance Date, or Invoice

Received Date).

6. The default search will pull up documents in the “Active” folder, which includes all documents less than 90

days old and any documents older than 90 days old that are not at the Processed or Void status. Occasionally,

you may need to search for a processed document that is older than 90 days. In that case, change the “Active

Documents” selection to “Archived Documents”.

7. You may also enter additional search criteria to narrow your query, such as Contract Number, Invoice Number,

Shipment Number, Document Status, or Vendor/Payee Code (CAGE Code).

8. Documents may have the following statuses in WAWF:

􀂃 Accepted – the document has been accepted by the acceptor but not yet certified.

􀂃 Certified – the document has been recalled by DFAS to the LPO for re-certification due to a certification 
error.

􀂃 Hold – the document has been placed on hold by the Inspector, Acceptor, LPO Reviewer, or LPO.

􀂃 Inspected – the document has been inspected by the Inspector but not yet accepted.

􀂃 Pre-Certified – line of accounting information has been entered into the invoice by the LPO Reviewer

but not yet certified.

􀂃 Processed – the document has been certified by the LPO and has been sent to DFAS for payment.

􀂃 Rejected – the document has been rejected by the Inspector, Acceptor, LPO Reviewer, LPO, or Pay

Clerk (DFAS).

􀂃 Resubmitted – the document has been resubmitted by the vendor.

􀂃 Submitted – the document has been submitted by the vendor.

􀂃 Suspended – the invoice has been sent to OnePay, but there is an error and the Pay Clerk will need to

take action on the invoice.

􀂃 Void – the document has been voided by the vendor.

9. Once you have entered your selections, click “Submit” to display a list of documents that meet your search

criteria.

10. In the LPO View Only Folder, the type of invoice, vendor CAGE code, contract number, delivery order

number, invoice number, shipment number, document statuses, and amount of each document are listed as well

as the date that the invoice or receiving report was submitted and accepted.

11. Click on the contract number to display a list of documents, including the contract and all modifications.

12. Click on the contract link once more to open a copy of the contract using Adobe Acrobat. Note: This will

create a separate window so that you may toggle back and forth between WAWF and the contract.

13. Click on the invoice or shipment number that you would like to view or click the “Return” link to go back to the

View Only Folder. You may click on the invoice and shipment number within the View Only Folder, as well.
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14. When you click the invoice number it will display the invoice screen. The invoice will have all the data

elements that the vendor entered. Note the tabs at the top of the page: “Header”, “Line Item”, “LLA” (if

already certified), “Addresses”, and “Misc. Info”.

15. If you click the shipment number of a Combo invoice, it will display the receiving report. The receiving report

will have all the data elements that the vendor entered.. If the receiving report has already been accepted, the

“Quantities Accepted” will be filled in on the Line Item tab and the Received Date and Acceptance Date will

both be filled in on the Header tab.
To extract an attachment at the invoice screen:

1. The “Misc. Info” tab on the right side of the screen will display all of the attachments in the “Attachments” drop

down box.

2. Click on the file that you would like to extract and click on the “Extract Attachment” icon.

3. Select the path where you would like to save the attachment and click on the “Save” button.

4. You can 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.
To VIEW the history of the document:

1. Click on the “Misc. Info” tab. You can view the audit trail with date and time stamps of those who have taken

action on the document, as well as any vendor and government user comments.
Additional Information and Links
• WAWF Production Site:

   Website:  https://wawf.eb.mil
• WAWF Training/Test Site:

   Website:  https://wawftraining.eb.mil
• Web-based Training Site:

   Website:  http://www.wawftraining.com
• WAWF Customer Support/DISA Ogden Help Desk:

   Phone: 1-866-618-5988

   Phone: 1-801-605-7095

   Email: cscassig@ogden.disa.mil
• EDI/FTP Help Desk:

   Phone: 520-538-1925

   Email: swaggers@fhu.disa.mil
• Central Contractor Registry (CCR):

   Phone: 888-227-2423

   Website: http://www.ccr.gov
• DFAS (To check invoice payment status):

   Phone: 800-731-8096

myInvoice:   https://myinvoice.csd.disa.mil//index.html
The myInvoice website was implemented in November 2004 and replaces the Vendor Pay Inquiry System 

Major changes included in myInvoice are:

• Expanded Invoice History from 90 to 120 days

• Consolidated MOCAS and Non-MOCAS query Options

• Security:

􀂃 Four types of users: administrators, registrars, vendors, and government employees.

􀂃 Administrators will have full system access and be responsible for assigning VPIS.

􀂃 Registrars and maintaining the VPIS HTML pages, e.g. FAQ’s, News, General Info.

• Vendors will register on-line and will be granted access to the myInvoice system if their

   registration information matches their company information in the CCR, limiting vendors

   to a view of their own data as defined by their CAGE/DUNS/TIN combinations

• Government users will be required to register to access myInvoice. Government users

   will be restricted from seeing any sensitive data, such as bank account information.

• VPIS registrars will be responsible for approving or denying government user access and

   revoking vendor access to the system.

• Email Advice of Payment (AOP): Vendors will have the option during registration to

   select the AOP feature, which will notify them when an Invoice is paid, and provide a

   link to the AOP Web page.

• EDA (To look up Govt. contracts):
   Website:  https://eda2.ogden.disa.mil/eda_main.htm
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