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Process and Roles in WAWF
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a. Vendors:

Vendors can submit invoices and receiving reports electronically using one of three methods to submit data into WAWF:

1. Interactive Web-application

2. Electronic Data Interchange (EDI)

3. Secure File Transfer Protocol (SFTP)

These choices do not result in significant cost or require changes to existing processes. Vendors who submit many invoices and/or receiving reports or have many line items on each document should use SFTP or EDI to submit data into WAWF.  Vendors already using EDI will most likely prefer to use EDI with WAWF.  SFTP would be less expensive to implement than EDI for new users.  After vendors upload a file to the WAWF system using SFTP/EDI, a system generated e-mail message will notify them of any accepted transactions, accepted transactions with modified data, or rejected transactions.

The WAWF's interactive Web-application has a session time-out feature, which means it is only appropriate for Vendors who can enter and submit their invoices and/or receiving reports in a short amount of time.

Additionally, the Vendor will receive system-generated emails advising them of action taken by the Government Inspection and Acceptance Officials.  If a receiving report or invoice is rejected, the Vendor will have the capability to correct the data and resubmit-thus only the individual data elements need to be corrected as opposed to retyping the entire document.  Finally, the Vendor will be able to view previously submitted documents and determine the current status, review actions taken by Government officials (to include access to the name, email and phone numbers), and as appropriate initiate follow-on actions. 

b. Government Inspection and Acceptance Officials:

The on-line ability to review receiving reports and compare products/services to the contract terms will assist these officials in performing their jobs. The ability to electronically reject improper documents for modification will also assist these offices in their reviews.  Finally, the capability to electronically document inspection and/or acceptance and digitally sign the information will ensure prompt presentation of the required data to the payment office.  These capabilities are available as part of the Web application only.  

As an inspector/acceptor, a government official can perform many processes in WAWF.  He/she can: 

· Inspect documents (inspector only) 

· Accept documents, reject documents, and approve documents for payment (acceptor only) 

· Place documents on hold 

· View documents and check their status 

· Create Receiving Reports* 

· Correct and resubmit Receiving Reports you have submitted that have been rejected* 

· Void Receiving Reports you have submitted (in some cases)* 

· Recall documents you have submitted or processed (if they have not been processed further), make changes and resubmit them. 

*These processes apply only to inspectors/acceptors who are authorized to create Receiving Reports.

c. Government Local Processing Office (LPO):

The primary function of the Local Processing Office (LPO) within WAWF is to certify documents prior to their being forwarded to DFAS. 

The LPO function is utilized by those documents that intended to be processed by the One Pay and CAPS-D payment systems. This government function provides funds certification/administration. In addition to One Pay & CAPS-D payment systems, there are some instances where the IAPS payment system may also request that this processing step be utilized. 

The Local Processing Office (LPO) can perform many processes in WAWF.  He/she can: 

· Certify documents 

· Reject documents, if applicable 

· Place documents on hold 

· View documents and check their status 

· Enter the Long Line of Accounting (LLA) on invoices, if applicable 

· Recall documents you have worked on (if the payment official has not taken action), make changes and resubmit them. 

d. Government Payment Officials:

WAWF provides the electronic payment folders for DFAS payment functions to expediate the payment process.  Ability to provide legacy payment systems EDI transaction sets to limit the re-keying of data and associated errors will increase accuracy and reduce manpower requirements.  The ability to review and reject, with comments, improper invoices for correction and resubmission will reduce the number of calls from Vendors asking why the invoice was rejected or what the status of the payment is while the rejection is in the mail being returned today. This capability is available via the Web only. 

As payment official, a government official can perform many processes in WAWF.  He/she can: 

· Review, accept and process documents 

· Place documents on hold 

· View documents and check their status 

· Recall documents you have taken action on, make changes and resubmit them. 

NOTE: In many cases, document information flows to a payment system via EDI (Electronic Data Interchange) before the documents reach the payment official. In these cases, the documents are not processed by the payment official within WAWF.

e. Vendors, Inspection and Acceptance Officials, and Government Payment Officials:

The system-generated email notifications of actions taken will assist all parties in monitoring the process and initiating corrective or follow-up actions.

f. Document Access - View Only:

In addition to the roles outlined above, additional personnel who have a need to view documents can be granted access in a view only mode.  Once a document has been captured and processed, it is made available for view only.  Access to the documents is limited by the Contractor and Government Entity (CAGE) code or the Department of Defense Activity Address Code (DoDAAC), to which the individual is responsible for monitoring. A single electronic copy of the document to be accessed by any authorized user with Web capability is available.  Authorized Government personnel are able to view the contract, receiving reports, and invoices. Vendors will be able to query and view their previously submitted documents.

