Job Aid: Field Inspector Role

-Navy Construction and Facilities Invoice

Procedure  Follow the steps below to perform the field inspection on a Navy
Construction and Facilities Invoice.

Step Action
1 After Logon, click on the Government link at the top of the screen.
Wide Area Workflow 5.0.0
User  Administration Console = Government  Property Transfer Documentation Lookup  Logout
2 Select the Inspection Folder found under the “Field Inspector” Section
Field Inspector

Inspection Folder

History Folder by DoDAAC
History Folder by User
Hold Folder

Pure Edge Folder
3 Select a DoODAAC from the DoDAAC drop down menu.

Important! The DoDAAC is a required field. Select appropriate DoDAAC from the
drop down menu.

DoDAAC *
Select Location Code &%

Contract Number

J

4 Select the Navy Construction Invoice from the Type Document drop-down menu.

Type Document
[iavy Construction / Fadilities Management invoice o

Create / Update Date (YYYY/MM/DD)

2010m926 | [T

All other fields in the Search screen are optional. Users can enter in as much or as little
information as needed to narrow their search.
5 Click Submit

I Submit Help

6 Select the appropriate Invoice Number
Purge Hold Invoice Number Submitted Received Status  Purge Hold Amount
1359 2009-11-11  2009-11-11  Submitted H  $999,999,999.00

Continued on next page
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Job Aid: Field Inspector Role

-Navy Construction and Facilities Invoice
Procedure The steps below are continued from the previous page.

continued)
Step Action
7 After reviewing the document, check the Work Conforms to Invoice box and

change/enter the Pre-Inspection Date if necessary.

ACTION BY: N00244 *

Work Conforms to Invoice
Pre-Inspection Date

] Waork Does Not Conform 2010/0917 E
to Invoice ;

8 Click the Signature button.

This Field Inspection has been performed by me or under my
Supervision, and the outcome is as indicated with supparting

Signature Date documents whenever necessary.

2010/0917 Signature

Signature Of Authorized Government Representative

Note: The signature date is system generated and cannot be changed.
9 Enter the Password, and then click the Next button.

WAWF Password Confirmation

User ID DFASgovt

Password * |seessessd]

[ Next I 1 Previous I [ Help I

10 Click the OK button

.

Microsoft Internet Explorer,

? | The document is now signed. The document still must be submitted,
k—‘/ Please click Ok to submit now autormatically or click Cancel to submit after reviewing the document,

o4 ] [ Cancel

Continued on next page
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Job Aid: Field Inspector Role
-Navy Construction and Facilities Invoice

Procedure The steps below are continued from the previous page.
continued)
Step Action
11 Note the Success Message
Success
The Invoice and Navy Construction / Facilities Management Invoice were successfully pre-inspected.
Contract Number Delivery Order Invoice Number
DJK2009111100 1356 1359
Email sent to Vendor: kartchner@ecedi.nitdisa.mil
Email sent to Inspector: clspann@gmail.com
Email sent to Inspector: mech_navsisa_wawf_test@navy.mil
Send Additional Email Notifications
Fri Sep 17 06:55:35 MST 2010
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