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Creating a Stand Alone Invoice - Overview

Introduction

Stand Alone
Invoice
Document flow

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 WAWEF 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.

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.

Invoice (stand alone) Workflow gg‘s

LPO

= Local
A = e Processing
Lg;. e Official
L 4

AL . (Optional)

Pay Office

Invoice Invaice
- ) q

Invoice routes directly from the Vendor to the Pay Office (LPO if there is one).




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.

Home / Log Out

My Profile Maintenance
My Role Maintenance
Add Additional Role
Password Maintenance

[+] Yendor

Result: Your drop down features will appear.
3 Click Create New Document.

I ¥endor

Create Hew Document
Create Misc. Pay

View VYendor Documents

Access Rejected Receiving
Reports

Access Rejected Invoices

Result: Create New Document screen opens.

Continued on next page



Entering Contract Information - Stand Alone Invoice, Continued

Procedure (continued)

Step
4 Enter in all required fields. Enter optional fields if required per
contract. Everything that has an asterisk (*) is a mandatory field.

Create New Document
" = Required Fields
Contract Number * Delivery Order CAGE Code/Ext. ™

DABTZ3F071234 317585 ¥

Continue | Reset | Page Help|

Note: Although the Delivery Order field is optional in WAWF, if
your contract has a delivery order number you must enter it in
WAWEF otherwise leave field blank.

5 Click Continue.

6 e |f contract is not in EDA or you entered the contract number
incorrectly, an alert box will appear.

e If the contract is located in the EDA system, then the WAWF
system will pre-populate certain location code fields
(DoDAAC/CAGE) on this document. If the contract is not in
EDA, you will have to enter the location codes manually.

Microsoft Internet Exploren §|

' The contract data is not available in DoD EDA.
. Please enter contract information.

Click the Return button to enter a different Contract Mumber
or continue creating the document.,

Click OK.

Continued on next page



Entering Contract Information - Stand Alone Invoice, Continued

Procedure (continued)

Step Action

7 Enter the “Pay DoDAAC” from your contract, if not pre-
populated from EDA.

Create New Document

Lo—

=Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC*
DABT23F071234 81755 Fe5700

anlinus' Return | Reset | Paie ﬂalgl

8 Click Continue.

Continued on next page



Entering Contract Information - Stand Alone Invoice, Continued

Procedure (continued)

Step

Action

9

Select Invoice.

Create New Document
" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC
DABT23IF071234 81755 F25700

Select Document to Create: *

O Invoice

Imwoice as 2-in-1 (Senices Only)
Construction Payment lnvaice
Commercial ltem Financing
Petformance Based Payment
Progress Payment

Receiving Repart

Invoice and Receiving Report (Comba)

Cast Youcher (FAR 52.216-7, 52.216-13, 2. 216.14, 62.232-7)

© 0 0O O OO0 0 O 0

Grant and Cooperative Agreement Youcher

Return | Reset | Page ﬂalE|

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



Entering Contract Information - Stand Alone Invoice, Continued

Procedure (continued)

Step

Action

9
continued

DROP DOWN BOX DEFINITIONS:

Fast Pay — The FAR clause 213-1 MUST be in contract for this selection.

From Receiving Report — Allows you to create your invoice based from
an existing Receiving Report.

From Archived Receiving Report- You have the ability to create your
Invoice to the “Archived” Receiving Report. If the Receiving Report has
been in “Processed” status for more than 120 days it moves to archived.

More option may appear based on Pay Office DoODAAC selected which is:

From Multiple Shipments- Provides you have the ability to match
multiple Receiving Reports to 1 invoice

From Archived Multiple Shipment - You still have the ability to create
your invoice from multiple “Archived” Receiving Reports. If the
Receiving Report has been in a “Processed” status more than 120 days it
moves to archived

10

Click Continue.

Continued on next page




Entering Contract Information - Stand Alone Invoice, Continued

Procedure (continued)

Step Action

11 | Enter in all the required fields if not pre-populate from EDA.
Enter optional fields if mandatory per contract. Everything that
has an asterisk (*) is a mandatory field.

Create New Document
" = Required Fields, Date = YY¥YMMIDD

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

DABTZ3F071234 g1755 F25700
Issue Date IssueBy DoDAAC Admin DoDAAC *
Fad7?
Ship To Code * / Ext. Ship From Code / Ext. LPO DoDAAC / Ext.

Fada?? |

Document Selected:

Invoice

Continue |  Return | Rgset | Page Help

Note: WAWEF electronically routes the document based on these
DoDAAC/CAGE fields, so make sure the information is
accurate according to the latest contract information.

12 | Click Continue.

Result: You are now on the Header Tab.




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
Header | Addresses Y Discounts ) Comments | Line item | Misc. Amounts)
Data Capture - Invoice
" = Required Fields, Date = YyYWMMWIDD
Contract Number Delivery Order Issue Date
DABTZ3F071234
Shipment No. Shipment Date FEinal Shipment? Invoice No.* Invoice Date™ Final Invoice?
INVOICET23 200706720 N INVOICET 23 2007/06/20 N
Government B/L Number Document Total:
$0.00
Currency Code
UsD v
Create Du:umem' Return | Page Hel
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 WAWEF Tab to continue with the document.




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.

Header Addresses " Discounts Y Commen ts Y Line ltem YMisc

Update Addresses
' = Required Fields

Payee / Ext.: 81755
"Payee Name 1: |LOCKHEED MARTIN CORPORAT\ONl
Payee Name 2:
Payee Name 3:
Address 1: |LOCKHEED BLvD
Address 2:
Address 3:

Address 4:

Administered By DoDAAC: FA4877
*Activity Name 1: | FA4877 355 CONS LGC
Activity Name 2:
Activity Name 3:
Address 1: | ADMINISTRATIVE ONLY NO REQUISITIONS
Address 2: |3180 5 CRAYCROFT RD
Address 3:

Address 4: |DAVIS MONTHAN AFB AZ 85707-3522

City: [FORT WORTH State: |TX

Country: |USA Military Location Description:

City: State:

Country: Military Location Description:

ZIP Code: |761083630

ZIP Code:

N

Review address information.

3 Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the

WAWEF document (See “Submitting the Document”).
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The Discount Tab — Stand Alone Invoice

Introduction WAWEF 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.

Document Level Discount Terms:

Discount Percemtage Due Days Actions

Pags Help

UPON COMPLETION OF WORK IM THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO SUBMIT.

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”.

]
Click on the Add icon = under Action.

3 Enter the “Discount Percentage” and “Due Days”.

Add Discount

" = Required Fields

Discount Percentage * Due Days *

1 % 10

Save Discount J Return | Pli! ﬂalel

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

Procedure (continued)

Step

Action

4

Click Save Discount.
Result: Document Level Discount Terms screen opens.

r Header Y Addresses Y Discounts Y Comments Y Line ltem Ymisc. Amountﬂ

Document Level Discount Terms:

Discount Percentage Due Days Actions

1 % 10 A
Discount Amount Discount Date Actions
Net Days Actions

Page Help

Click on the next desired WAWEF 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

Procedure

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.

Follow the steps to enter comments.

Step

Action

1

Click Comments tab.

{ Header | Addresses | Discounis | C ts | Line ltem ) Misc. Amounts]

Comments
Initiator Comments

Type cowmwents here....

Pnie ﬂaIE|
2 Enter comments, up to 2000 characters.
3 Click on the next desired WAWEF Tab to continue with the

document OR return to Header Tab to Create and Submit the
WAWEF 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 ltem tab.
]
2 Click the Add icon = under the Actions column to enter the CLIN

information.

[ Header Y Addresses | Discounis | Comments | Line [tem | Misc. Amounis)

Line Item Details:
At least one Line Item is required.

Item No. Stock Part No. Type Gty. Shipped Unit Unit Price Amount Actions
%ﬂ
Pago HNEI

11IDAK A AMDI ETIAK AC WADL IKM TUIC ADEA CLICLK AR AKMATLUCD TAD CAD C1LIDTLI

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

Enter in all required fields. Enter optional fields if required per contract.
Everything that has an asterisk (*) is a required field (please refer to your
contract).

Description: Enter Description

CLIN/SLIN |~ ACRNs )

Add CLIN/SLIN

7 = Required Fields

Item No.*  Stock Part No. * Type ™ Oty. Shipped * Unit*  Unit Price *

nom 656445 MG - Manufacturer's Part Number v 1 EA & 350

SDN ACRN Amount
5350.00

Description *

Widgets |

Save Clin/Slin J Return | Pais ﬂale|

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.

Save Clin/Slin '

Add additional Line Item Numbers if necessary, by repeating
above steps. (Up to 250 clins per invoice).

—
[ Header Y Addresses Y Discounts Y| Commen is | Line ltem |Misc. Amounis)

-ine Item Details:
stleast one Line ltem is required

Item No. Stock Part No. Type Oty. Shipped Unit Unit Price Amount Actions
0oo1 656445 WG 1 EA $3s0 §3s0.00 £ M
=

Page Hel

Notel: The it?symbol you can click on to edit your previously
entered line item number.

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

Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF 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.

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

{~ Header | Addresses | Discounts | GComments | Line item ) Misc. Amounts]

Miscellaneous Amounts

Misc. Fee Misc. Fee Amount Actions
&

Misc. Allowance Misc. Allowance Amount Actions
&

Tax Tax Amount Actions
B

Page Hel

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
SUBMIT.

Result: Add Misc. Fee screen opens.

Continued on next page

17



The Miscellaneous Amount Tab - Stand Alone Invoice,
Continued

Procedure (continued)

Step Action

3 Select the Misc Fee that applies to your contract. Description will
populated based on selection. In this example we are using
transportation charges.

Add Misc. Fee
" = Reguired Fields

Misc. Fee * Misc. Fee Price *

1760 - TRANSPORT DIRECT BILLING CHARGE Rk

Description *

TERANSPORT DIRECT BILLING CHARGE

_Save Misc. Fee |  Return | Page Help |

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

Continued on next page
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The Miscellaneous Amount Tab - Stand Alone Invoicecontinued

Procedure (continued)

Step Action
4 Type in your allowed transportation charge amounts.

Add Misc. Fee
" = Required Fields

Misc. Fee * Misc. Fee Price *

(1260 - TRANSPORT DIRECT BILLING CHARGE | % [75.00

Description *

TRANSPORT DIRECT BILLING CHARGE

_Save Misc. Fee |  Return | Page Help|

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

Add additional MISC Amounts if necessary by repeating above
steps.

|
[ Header | Addresses | Discounis | Commenis | Line ltem | Misc. Amounts|

Miscellaneous Amounts

Misc. Fee Misc. Fee Amount Actions

1260 g7eo0 Z

Misc. Allowance Misc. Allowance Amount Actions

%ﬂ

Tax Tax Amount Actions

%ﬂ

Paie ﬂalel

Notel: The sﬂ?symbol you can click on to edit your previously
entered line item number.

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

Click on the next desired WAWEF Tab to continue with the
document OR return to Header Tab to Create and Submit the
WAWEF document (See “Submitting the Document”).

20



Submitting the Document - Stand Alone Invoice

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

Step Action

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

Header Y Addresses Y Discounis Y Commenis Y Line liem YMisc. Amuunhﬂ

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

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 Verify information is correct.

Header | Lineltem | ACRNs | Addresses | Misc. Info |

INVOICE

* = Required Fields

Contract Number Delivery Order

Issue Date

DABT2307F1234

Invoice Number Invoice Date Final Invoice Invoice Received Date Discounts
INVOICE123 2007 06/20 N 2007 /0620 10 10 Days

Summary of Detail Level Information Total

1 CLIN/SLIN(S) $350.00

1 Miscellaneous Amount(s) $75.00

$425.00

Shipment Number Shipment Date Final Shipment
INVOICET23 2007/06/20 i}

Routing Information:

Prime Contractor Administered By

CAGE Code: 81755 Extension: DoDAAC: FA4877

Name: LOCKHEED MARTIN CORPORATION

Name: FA4877 355 CONS LGC
Ship To

Payment Official

Code: FA4877  Extension: DoDAAC: F25700

Name: FA4877 355 CONS LGC Name: ACCTG DISB STA NR 503000

submit |  Return | Page Help |

Note: Attachments are added PRIOR to clicking “Submit”. If you are

adding attachments, refer to “Adding an Attachment” section for a detailed
procedure.

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

Submit '

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

Procedure (continued)

Step

Action

4

Confirm that you have received a message that your document has been
created successfully.

The Inveice has been submitted successfully.

Contract Number Delivery Order Shipment Number Invoice Number

DABTZI07F1234 INYOICET23 IMNYOICET123

Email sent to Vendor wawfvend@dcma mil
Email sent to Pay Official, WAWE Teami@wipafb.af mil
Email sent to Pay Official; hg-wawfi@dfas . mil

Send More Email Motifications

RBeturn | Pais Jjale|

Note: You have the capability to send more emails to users who are not in
the workflow or as listed on your contract; refer to “Adding Additional
Emails” section for a detailed procedure.
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