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Creating a Stand Alone Invoice - Overview 

 
 Introduction 
 
 
 
 
 

The information you need to complete a document in WAWF comes from your 
contract information and your knowledge of your business process.   
 
Required fields in WAWF are denoted by an asterisk *.  All other fields are optional. 
If the contract or business process does not require additional information; a user can 
leave the optional fields blank. 

 
Stand Alone 
Invoice 
Document flow 
 

The Invoice Received Date (IRD) is date and time stamped when the invoice is 
created.  This date also represents the start of the Prompt Payment clock.  
 
The flow of the stand alone invoice is demonstrated below.  
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Entering Contract Information - Stand Alone Invoice 

 
Procedure Follow the steps below to fill out the contract information 
 

Step Action 
1 Logon to Wide Area Workflow 
2 Click on the [+] symbol next to Vendor section of the sub menu 

in the left sidebar.  
 

 
 
 
Result: Your drop down features will appear. 

3 Click Create New Document. 
 

 
 
 
Result: Create New Document screen opens. 

Continued on next page 
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Entering Contract Information - Stand Alone Invoice, Continued 

  
Procedure (continued) 

 
Step  

4 
ontract. Everything that has an asterisk (*) is a mandatory field. 

 

Enter in all required fields. Enter optional fields if required per 
c

 
Note: Although the Delivery Order field is optional in WAWF, i
your contract has a delivery order nu

f 
mber you must enter it in 

e leave field blank. WAWF otherwis
5 Click Continue. 
6 • If contract is not in EDA or you entered the contract number 

incorrectly, an alert box will appear.   

e WAWF 

t in 
ave to enter the location codes manually. 

   

 
•  If the contract is located in the EDA system, then th

system will pre-populate certain location code fields 
(DoDAAC/CAGE) on this document.  If the contract is no
EDA, you will h

 
Click OK. 

Continued on next page 
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Entering Contract Information - Stand Alone Invoice, Continued 

  
Procedure (continued) 

 
Step Action 

7 C” from your contract, if not pre-
opulated from EDA. 

 

Enter the “Pay DoDAA
p

8 Click Continue. 
 

Continued on next page 
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Entering Contract Information - Stand Alone Invoice, Continued 

  
Procedure (continued) 

 
Step Action 

9 Select Invoice. 
 

•  
 
Additional options appear in the drop down selection to the right
when you select Invoice. If neither of 

 
these options applies to 

your Invoice, leave the field blank.  

Continued on next page 
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Entering Contract Information - Stand Alone Invoice, Continued 

  
Procedure (continued) 

 
Step Action 

9 
continued 

ROP DOWN BOX DEFINITIONS:D  

ast Pay – The FAR clause 213-1 MUST be in contract for this selection. 

s you to create your invoice based from 
n existing Receiving Report.    

 
een in “Processed” status for more than 120 days it moves to archived. 

ore option may appear based on Pay Office DoDAAC selected which is: 

u have the ability to match 
ultiple Receiving Reports to 1 invoice 

 create 

as been in a “Processed” status more than 120 days it 
oves to archived 

 
F
 
From Receiving Report – Allow
a
 
From Archived Receiving Report- You have the ability to create your 
Invoice to the “Archived” Receiving Report.  If the Receiving Report has
b
 
M
 
From Multiple Shipments- Provides yo
m
 
From Archived Multiple Shipment - You still have the ability to
your invoice from multiple “Archived” Receiving Reports. If the 
Receiving Report h
m
 

10 Click Continue. 

Continued on next page 



Entering Contract Information - Stand Alone Invoice, Continued 

 
Procedure (continued) 

 
Step Action 
11 

ntract. Everything that 
as an asterisk (*) is a mandatory field. 

 

Enter in all the required fields if not pre-populate from EDA. 
Enter optional fields if mandatory per co
h

 
 
Note: WAWF electronically routes the document based o
DoDAAC/CAGE fields, so make sure the information i

n these 
s 

g to the latest contract information. accurate accordin
12 Click Continue. 

Result: You are now on the Header Tab. 
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The Header Tab – Stand Alone Invoice 

 
Procedure Follow the steps below fill in the Header Tab. 
 

Step Action 
1 Enter in all required fields. Enter optional fields if required per contract. 

Everything that has an asterisk (*) is a required field 
 

2 
 
 
 
 

DATES:    
There are 3 ways to enter SHIPMENT or INVOICE dates:  
 
Option 1: You can enter the date yourself by typing the year first, then the month 
and day (YYYY/MM/DD). 
 
Option 2:  Use the calendar feature, which allows you to retrieve documents 
within a specific date range. Click on the date from the pop-up calendar feature.  
The calendar feature disappears, and the date you have chosen appears in the 
field. 
 
Option 3:  Use the HOT KEY for today’s date.  Do this by entering an asterisk 
(*) in the date field and then tab out of the field.  (SHIFT KEY and 8KEY)  
 

3 Verify whether or not this is a Final Shipment and annotate as such in the Drop 
Down Menu. 
Result: Header information complete. 

4 Click on the next appropriate WAWF Tab to continue with the document.    
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The Address Tab – Stand Alone Invoice 

 
Introduction Based on the routing Location Codes entered (DoDAAC/Cage), WAWF pre-

populates the Address Information for each of the Location Codes in the document. 
From the Addresses tab, the Vendor is afforded the opportunity to review and/or 
change this Address Information. No matter what entries are made, there must be at 
least a name of the organization/agency. The Cage Code information is pulled from 
the CCR and DoDAAC information is pulled from the DAASC sites. 

 
 Procedure Addresses can be updated by highlighting the address field and entering new 

information.  The updates will apply only to this document. 
 

Step Action 
1 Click on Address tab. 

 

2 Review address information.   
3 Click on the next desired WAWF Tab to continue with the 

document OR return to Header Tab to Create and Submit the 
WAWF document (See “Submitting the Document”). 
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The Discount Tab – Stand Alone Invoice 

 
Introduction WAWF allows Vendors to apply discounts to Invoices during document 

creation. These discounts are at the document level.   In the “Vendor View 
Document” folder, the invoice number is displayed in red and is preceded 
with a "D," when a discount is offered.  

 
Procedure Follow the steps below to add discounts. 
 

Step Action 
1 Click on the Discount tab. 

 

 
 
Note; Based on the Pay Office DoDAAC,  you may have the options  
of Discount Percentage or Discount Amounts. In this procedure we 
will use “Discount Percentage”. 

2 Click on the Add icon under Action. 
3 Enter the “Discount Percentage” and “Due Days”. 

 

 
 

Continued on next page 
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The Discount Tab – Stand Alone Invoice, Continued 

  
Procedure (continued) 

 
Step Action 

4 
esult: Document Level Discount Terms screen opens. 

 

Click Save Discount. 
R

 
 

5 Click on the next desired WAWF Tab to continue with the document 
OR return to Header Tab to Create and Submit the WAWF document 
(See “Submitting the Document”). 
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The Comments Tab – Stand Alone Invoice  

 
Introduction The Comments tab is an optional tab which is typed free-form.  You are 

allowed up to 2000 characters per field.   Comments become mandatory a 
user decides to reject a document, or if an invoice is being created after a final 
invoice or shipment has been indicated.   

 
Procedure Follow the steps to enter comments. 
 

Step Action 
1 Click Comments tab. 

 

 
2 Enter comments, up to 2000 characters. 
3 Click on the next desired WAWF Tab to continue with the 

document OR return to Header Tab to Create and Submit the 
WAWF document (See “Submitting the Document”). 
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The Line Item Tab - Stand Alone Invoice 

 
Procedure Follow the steps below to input your information into the Header Tab. 
 

Step Action 
1 Select the Line Item tab. 
2 Click the Add icon  under the Actions column to enter the CLIN 

information.  
 

 
 
Result: The Add CLIN/SLIN screen opens. 

Continued on next page 
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The Line Item Tab - Stand Alone Invoice, Continued 

  
Procedure (continued) 

 
Step Action 

3 
that has an asterisk (*) is a required field (please refer to your 

ontract).  
 

Enter in all required fields. Enter optional fields if required per contract. 
Everything 
c

 
 
Note: Based on the payment office DoDAAC different tabs may appear.  In this 
example the CLIN/SLIN and ACRN tabs are displayed. 

Continued on next page 
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The Line Item Tab - Stand Alone Invoice, Continued 

 
Procedure (continued) 

 
Step Action 

4 Click Save CLIN/SLIN.  
 

 
 

5 ary, by repeating 
bove steps.  (Up to 250 clins per invoice). 

 

Add additional Line Item Numbers if necess
a

 
Note1: The symbol you can click on to edit your previously 
ntered line item number. e

 
Note 2: The symbol you can click on to delete your previously 
entered line item number. 

6 Click on the next desired WAWF Tab to continue with the 
document OR return to Header Tab to Create and Submit the 
WAWF document (See “Submitting the Document”). 
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The Miscellaneous Amount Tab - Stand Alone Invoice 

 
Introduction The Miscellaneous Amounts tab is where the Vendor invoices for fees 

authorized per the contract but are not clin-level funded.   

 
Procedure Follow the steps below to add Miscellaneous amounts. 
 

Step Action 
1 Click on the Misc Amounts tab. 

 
Result: Miscellaneous Amounts screen opens. 

2 Click on the Add icon  under your required Misc Amounts. 
(We are demonstrating the Misc Fee). 

 
Result: Add Misc. Fee screen opens. 

Continued on next page 
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The Miscellaneous Amount Tab - Stand Alone Invoice, 
Continued 

 
Procedure (continued) 

 
Step Action 

3 n will 
tion. In this example we are using 

ansportation charges. 
 

Select the Misc Fee that applies to your contract. Descriptio
populated based on selec
tr

 
 
Note 1: The Pay Office DoDAAC selected determines which 
options are available. 

Continued on next page 

 18



The Miscellaneous Amount Tab - Stand Alone InvoiceContinued 

 
Procedure (continued) 

 
Step Action 

4 ype in your allowed transportation charge amounts. 
 
T

 
5 Click Save Misc. Fee. 

 

Continued on next page 
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The Miscellaneous Amount Tab - Stand Alone Invoice, 
Continued 

 
Procedure (continued) 

 
Step Action 

6 ditional MISC Amounts if necessary by repeating above 
teps. 

 

Add ad
s

 
Note1: The symbol you can click on to edit your previously 
ntered line item number. e

 
Note 2: The symbol you can click on to delete your previously 
ntered line item number. e

 
7 Click on the next desired WAWF Tab to continue with the 

document OR return to Header Tab to Create and Submit the 
WAWF document (See “Submitting the Document”). 
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Submitting the Document - Stand Alone Invoice 

  
Procedure Follow the steps below to finish the process of creating your document in 

WAWF. 
 

Step Action 
1 Click on the Header tab after entering all the information on the other tabs.  

 

 
 
 

2 Scroll down to the bottom of the screen. Click Create Document. 

 
Result: The created Invoice screen opens. 

Continued on next page 
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Submitting the Document - Stand Alone Invoice, Continued 

  
Procedure (continued) 

 
Step Action 

3 erify information is correct.  
 
V

 
 
 
Note: Attachments are added PRIOR to clicking “Submit”.  If you are 
adding attachments, refer to “Adding an Attachment” section for a detailed 
rocedure. 

n the Header Tab, Scroll down to the bottom of screen and click Submit. 
 

p
 
O

 
 

Continued on next page 
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Submitting the Document, Stand Alone Invoice, Continued 

  
Procedure (continued) 

 
Step Action 

4  received a message that your document has been 
reated successfully. 

 

Confirm that you have
c

 
Note: You have the capability to send more emails to users who are not i
the workflow or as listed on your contract;

n 
 refer to “Adding Additional 

Emails” section for a detailed procedure. 

 
 

 23


	Creating a Stand Alone Invoice - Overview
	 Introduction
	Stand Alone Invoice Document flow

	Entering Contract Information - Stand Alone Invoice
	Procedure

	The Header Tab – Stand Alone Invoice
	Procedure
	DATES:   
	Result: Header information complete.

	The Address Tab – Stand Alone Invoice
	Introduction
	 Procedure

	The Discount Tab – Stand Alone Invoice
	Introduction
	Procedure

	The Comments Tab – Stand Alone Invoice 
	Introduction
	Procedure

	The Line Item Tab - Stand Alone Invoice
	Procedure

	The Miscellaneous Amount Tab - Stand Alone Invoice
	Introduction
	Procedure

	Submitting the Document - Stand Alone Invoice
	Procedure


