Creating a Miscellaneous Payment Voucher-Acceptor

Overview Miscellaneous payments are not associated with contracts. They are non-
contractual (covering recurring and non-recurring conditions) payments made
to vendors and individuals.

Create Follow the steps below to create a miscellaneous payment voucher.
Procedure
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 Click the Create Document link.

Acceptor
Create Document
Acceptance Folder
History Folder by DoDAAC
History Folder by User
Hold Folder
Recall - Action Required Folder
Rejected Transactions Folder

Result: Create New Document screen appears.
3 Perform the following actions:

e Change the Contractual? to “N”

e Select the Misc Pay radio button

e Select the appropriate Service Acceptor
e Click the Next button

Acceptor - Create Document

Contract Info

* = Required Fields

Contractual? * Contract Number Delivery Order Service Acceptor / Ext. *
LM ) | | IIRER ~

Select Document Type to Create *
Receiving Report
O Micro-Purchase Receiving Report
@ Misc. Pay

[ Next l ’ Reset ] [ Help ]

Continued on next page
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Creating a Miscellaneous Payment Voucher-Acceptor

Procedure  The steps below are continued from the previous page.
(continued)
Step Action

4 Select the appropriate voucher flow

Acceptor - Misc. Payment
Contract >> Select Voucher Flow

* = Required Fields
Select Voucher Flow *

O Federal Entity: e.g., Federal Employee or Military Member, including Retirees
O Non-Federal Entity: CCR - CAGE Code

O Non-Federal Entity: Non-CCR - Business (EIN)

O Non-Federal Entity: Non-CCR - Individual (SSN)

Click the Next button.

[ Next ] [ Previous ] [ Reset ] [ Help ]
5 There are 4 types of Government Created Misc Pay Documents. Below
are the steps related to each type.

If making a... Then go to...
Federal Entity Type Steps 6 thru 12
Non-Federal Entity: CAGE Code Steps 13 thru 18

Non-Federal Entity: Business (EIN) Steps 19 thru 25
Non-Federal Entity: Individual (SSN)  Steps 26 thru 32
6 Enter the Pay Official DODAAC and click the Next button.

Acceptor - Misc. Payment

Contract == Select Voucher Flow == Pay DoDAAC

Contractual Contract Number Delivery Order DoDAAC [Ext. Pay Official *
N HQO015 |HQ0347|

[ Hext | [ Previous | [ Reset | [ Heip |

Continued on next page
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Creating a Miscellaneous Payment Voucher-Acceptor

Procedure
(continued)

The steps below are continued from the previous page.

Step

Action

7

Complete the Required Fields and choose Misc. Type from the drop
down box and click the Next button.

Acceptor - Misc. Payment

Contract => Select Youcher Flow == Pay DoDAAC »> Routing

Miscellaneous Payment Voucher Control Number Service Acceptor/Ext.

Invoice Date Pay DoDAAC
HQO015 2010/09/20 HQO347
Social Security Account Number *  Confirm Social Security Account Number *
ssssssses esesesere
Acct Install No *  LPO DoDAAC */ E: i Miscell Pay Type*
033186 HQ0313 [ -
Admin DoDAAC Invoice Number
| Next | [ Previous ] [ Reset ] [ Help ]
8 Complete the required fields for the Line Item.
Acceptor - Misc. Payment
Contract >> Select Voucher Flow >> Pay DoDAAC == Routing >> Voucher
)| rcdresses || Comments || Attachments || Preview Document
* = Required Fields
Misc. Pay Control Number Type Invoice Number Invoice Date Payee SSAN Document Total ($)
WSBILL1OMAT777001 BILL WSBILL10MATT77001 2010/09720 T
Line Id.* Qty. Invoiced * Unit * Unit Price ($) * Amount ($) Actions
0001 3 Mo 129.95
AAl
033186
Description *

3 Month Payment]

Delete Line ID
Add Line ID

Add comments to the Comments tab if needed.

Acceptor - Misc. Payment

Contract => Select Voucher Flow >> Pay DoDAAC == Routing > Voucher
Voucher Addresses m’[ Attachments
FOUOQ - Privacy Sensitive:

” Preview Document

Privacy Act Statement - This information is protected under the Privacy Act of 1974 and shall be handled as "FOR OFFICIAL USE ONLY." Violations may be punishable by
fines, imprisonment, or boih.

Initiator Comments
Document level comments for the Misc Pay.

Continued on next page
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Creating a Miscellaneous Payment Voucher-Acceptor

Procedure  The steps below are continued from the previous page.
(continued)
Step Action
10 Due to the CEFT bump most address information should be pre-
populated. Complete any missing elements on the Addresses tab.

Acceptor - Misc. Payment

Contract == Select Veucher Flow =~ Pay DoDAAL »= Routing == Veucher

[ Woucker m| (:mmq'[ Attachments [ Previow Document
Payea Infermarion:
Payse Hame:
Address 10 |
Addiess 2 |
Niddrass 3
Addrars 4:
Ciy: | St s | Tip Code :
counmy M
‘Phone :  [30898657 ] Email:
Bunk Ruuling Bank &ccount Bunk Account
Humbser : Humher : Type :
11 Review the document on the Preview Document tab and click the
Submit button.

Note: If document type requires an attachment it can be added on the
Attachments tab prior to submission.

Acceptor - Misc. Payment

Contract >> Select Voucher Flow >> Pay DoDAAC >> Routing >> Voucher

[ Youcher ][ Addremes ][ C ][ Attach L Preview Documont_|

FOUO - Privacy Sensitive:

Privacy Act Statement - This information is protected under the Privacy Act of 1974 and shall be handled as "FOR OFFICIAL USE ONLY." Violations may be punishable by
fines, imprisonment, or both.

Expand All  Collapse All

[+]Voucher Information
[+]Line Item Information
[+]Address Information
[+]Misc Information

[ Submit ] [ Save Draft Document ] [ Help ]

12 View the verification screen.
Success

The Misc. Payment was successfully submitted.

Contract Number Delivery Order  Shipment Number Invoice Number
WEBILL10M17777001 W5BILL10M17777001  WABILL10MA17777001

Email sentto Acceptor: hg-wawf@dfas.mil
Email sent to Acceptor: hg-wawf@adfas.mil

Send Additional Email Notifications

Mon Sep 20 06:12:32 MST 2010

Continued on next page
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Creating a Miscellaneous Payment Voucher-Acceptor

Procedure  The steps below are continued from the previous page.
(continued)
Step Action

13 Enter the Pay Official DODAAC and click the Next button.

Acceptor - Misc. Payment

Contract == Select Voucher Flow == Pay DoDAAC

Contractual Contract Number Delivery Order DoDAAC [Ext. Pay Official
N HQO015 |HQ0347|

[ Hext ] [ Previous ] [ Reset ] [ Help ]
14 Complete the Required Fields and choose Misc. Type from the drop
down box and click the Next button.

Acceptor - Misc. Payment

Contract >> Select Voucher Flow »> Pay DoDAAC >> Routing

Miscellaneous Payment Voucher Control Number Service Acceptor/Ext. Invoice Date Pay DoDAAC
HQO015 2010/09/20 HQO347

CAGE Code */ Extension

027M8 |

Acct Install No *  LPO DoDAAC */ Extension Miscellaneous Payment Type *
033186 [paoza ] BiLL o3

Admin DoDAAC Invoice Number

[ Next ] [ Previous ] [ Reset ] [ Help ]

15 Complete the required fields for the Line Item.

Acceptor - Misc. Payment

Contract => Select Voucher Flow == Pay DoDAAC >> Routing >> Vioucher

| Addresses || Comments | Attachments H Preview Document
* = Required Fields
Misc. Pay Control Number Type Inveice Number Invoice Date Payee EIN Document Total ($)
WEBILL10M027MI002 BILL WEBILL10M027MI002 2010/09/20 450432894
Line 1d.** Qty. Inveiced * Unit * Unit Price ($) * Amount (§) Actions
0001 3 | Mo [129.95
AAl
033186

Description *

|3 Month Paymend

Delete Line ID
Add Line ID

Continued on next page
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Creating a Miscellaneous Payment Voucher-Acceptor

Procedure  The steps below are continued from the previous page.
(continued)

Step

Action

16

Add comments to the Comments tab if needed.

Acceptor - Misc. Payment

Contract »»> Select Voucher Flow >> Pay DoDAAC »> Routing »» Voucher

Voucher Addresses m’[ Attachments ” Preview Document
FOUOQ - Privacy Sensitive:

Privacy Act Statement - This information is protected under the Privacy Act of 1974 and shall be handled as "FOR OFFICIAL USE ONLY." Violations may be punishable by
fines, imprisonment, or boih.

Initiator Comments
Document level comments for the Misc Pay.

17

Review the document on the Preview Document tab and click th_e
Submit button.

Note: If document type requires an attachment it can be added on the
Attachments tab prior to submission.

Acceptor - Misc. Payment

Contract >> Select Voucher Flow >> Pay DoDAAC >> Routing >> Voucher

fiohor,) iAddbomen,) 16 I (EEEEEEE

FOUO - Privacy Sensitive:

Privacy Act Statement - This information is protected under the Privacy Act of 1974 and shall be handled as "FOR OFFICIAL USE ONLY." Violations may be punishable by
fines, imprisonment, or both.

Expand All  Collapse All

[+]Voucher Information
[+]Line Item Information
[*]Address Information
[+]Misc Information

| Submit ] [ Save Draft Document ] [ Help ]

18

View the verification screen.
Success

The Misc. Payment was successfully submitted.

Contract Number Delivery Order
WEBILL10M17777001

Shipment Number Invoice Number

WABILL10MAT777001  W5BILL10MA17777001

Email sentto Acceptor: hg-wawf@dfas.mil
Email sentto Acceptor: hg-wawf@dfas.mil

Send Additional Email Notifications

Mon Sep 20 06:12:32 MST 2010

Continued on next page
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Creating a Miscellaneous Payment Voucher-Acceptor

Procedure  The steps below are continued from the previous page.
(continued)
Step Action
19 Enter the Pay Official DODAAC and click the Next button.

Acceptor - Misc. Payment

Contract == Select Voucher Flow == Pay DoDAAC

Contractual Contract Number Delivery Order DoDAAC [Ext. Pay Official
N HQO015 |HQ0347|

[ text | | Previous | | Reset | | Heip |

20 Complete the Required Fields and choose Misc. Type from the drop
down box and click the Next button.

Acceptor - Misc. Payment

Contract == Pay DoDAAC => Document >> Routing

Payment Voucher Control Numb Service Acceptor/Ext. Invoice Date Pay DoDAAC
HQo015 2010/09/20 HQ0347

Employee Identification Number *

450432894

Acct Install No* LPO DoDAAC */ Extension Miscellaneous Payment Type *
033188 | [Hoo313 | | Emm- v

Admin DoDAAC Invoice Number

[ next | [ previous | [ Reset | [ weip |

21 Complete the required fields for the Line Item.

Acceptor - Misc. Payment

Contract => Select Voucher Flow == Pay DoDAAC == Routing >> Voucher

| Addresses || Comments | Attachments H Preview Document |
* = Required Fields

Misc. Pay Control Number Type Invoice Number Invoice Date Payee EIN Document Total ($)
WEBILL 100M027M3002 BILL WEBILL10MO27MS002 2010/09/20 450432894

Line 1d.** Qty. Invoiced * Unit * Unit Price (3) * Amount (§) Actions

0001 3 Mo 120.95

AR]

033186

Description *

3 Month Fayment]

Delete Line ID
Add Line ID

Continued on next page
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Creating a Miscellaneous Payment Voucher-Acceptor

Procedure  The steps below are continued from the previous page.
(continued)
Step Action
22 | Add comments to the Comments tab if needed.

Acceptor - Misc. Payment

Contract >» Select Voucher Flow »> Pay DoDAAC »> Routing >> Voucher
[ Voucher | [ Addresses | [[EEIRaegl[  Attachments || Preview Document
FOUO - Privacy Sensitive:

Privacy Act Statement - This information is protected under the Privacy Act of 1974 and shall be handled as "FOR OFFICIAL USE ONLY." Violations may be punishable by
fines, imprisonment, or both.

Initiator Comments

Document level comments for the Misc Pay.|

23 Due to the CEFT bump most address information should be pre-
populated. Complete any missing elements on the Addresses tab.

Acceptor - Misc. Payment

Contract == Sclect Veucher Flow =+ Pay DoDAAL =+ Routing == Veucher
[ Wourker m| Comements || Attachments [ Preview Dacument

Payea Infermation:

Payar Namin:
Addross 1:
Adddress 2:
feldrass
Addrass 4:
Ciy: | State: | Tip Code :
o iy Londen
* Phone : :3'“““"”1 Email:
Bunk Ruuting Bank Account Bunk Account
Humber : Humiber : Type :

24 Review the document on the Preview Document tab and click the
Submit button.

Note: If document type requires an attachment it can be added on the
Attachments tab prior to submission.

Acceptor - Misc. Payment

Contract >> Select Voucher Flow >> Pay DoDAAC >> Routing >> Voucher

[ Voucher ][ Addresses | € | T L Preview Documont_|

FOUO - Privacy Sensitive:

Privacy Act Statement - This information is protected under the Privacy Act of 1974 and shall be handled as "FOR OFFICIAL USE ONLY." Violations may be punishable by
fines, imprisonment, or both.

Expand All Collapse All

[+]Voucher Information
[+]Line Item Information
[+]Address Information
[+]Misc Information

Submit ] [ Save Draft Document ] [ Help ]

Continued on next page

WAWEF v.5.0.0 8



Creating a Miscellaneous Payment Voucher-Acceptor

Procedure  The steps below are continued from the previous page.
(continued)
Step Action

25 View the verification screen.
Success

The Misc. Payment was successfully submitted.

Contract Number Delivery Order  Shipment Number Invoice Number
WaBILL10M17777001 WSBILL10M17777001  WSBILL10M17777001

Email sentto Acceptor: hg-wawf@dfas.mil
Email sentto Acceptor: hg-wawf@dfas.mil

Send Additional Email Notifications

Mon Sep 20 06:12:32 MST 2010

26 | Enter the Pay Official DoDAAC and click the Next button.

Acceptor - Misc. Payment

Contract == Select Voucher Flow == Pay DoDAAC

Contractual Contract Number Delivery Order DoDAAC /Ext. Pay Official
N HQO015 |HQ0347|

[ next | [ Previous | [ Reset | | Heip |

27 Complete the Required Fields and choose Misc. Type from the drop
down box and click the Next button.

Acceptor - Misc. Payment

Contract == Select Voucher Flow == Pay DoDAAC => Routing

Miscellaneous Payment Voucher Control Number Service Acceptor/Ext. Invoice Date Pay DoDAAC
HQO015 2010/09/20 HQO347

Social Security Account Number *  Confirm Social Security Account Number *

ssssseses sssssnnre
Acct Install No *  LPO DoDAAC */ E i Miscell Pay Type *
033186 HQD313 [ v
Admin DoDAAC Invoice Number
[ Next ] [ Previous ] [ Reset ] [ Help ]

Continued on next page
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Creating a Miscellaneous Payment Voucher-Acceptor

Procedure  The steps below are continued from the previous page.
(continued)
Step Action
28 Complete the required fields for the Line Item.

Acceptor - Misc. Payment

Contract >> Select Voucher Flow >> Pay DoDAAC >> Routing >> Voucher

\ Addresses || Comments Attachments || Preview Document |
* = Required Fields

Misc. Pay Control Number Type Invoice Number Invoice Date Payee SSAN Document Total ($)
WEBILL1OM17777001 BILL W5BILL10M17777001 2010/09/20 777

Line I1d.* Qty. Invoiced * Unit * Unit Price ($) * Amount ($) Actions

0001 3 MO 120.95

AAl

033186

Description *

3 Month Payment]

Delete Line ID
Add Line 1D

29 Add comments to the Comments tab if needed.

Acceptor - Misc. Payment

Contract »»> Select Voucher Flow >> Pay DoDAAC »> Routing »» Voucher

Voucher Addresses ma[ Attachments ” Preview Document

FOUOQ - Privacy Sensitive:

Privacy Act Statement - This information is protected under the Privacy Act of 1974 and shall be handled as "FOR OFFICIAL USE ONLY." Violations may be punishable by
fines, imprisonment, or boih.

Initiator Comments

Document level comments for the Misc Pay.

30 Due to the CEFT bump most address information should be pre- |
populated. Complete any missing elements on the Addresses tab.

Acceptor - Miac. Payment

Contract == Select Voucher Flow = Pay DaDwAC == Routing == Youcher
| voucher | [ | fomewents || Attachments [ Preiw Bocument

Payeen Indermarion:

Payas Hama:
Address ;|
Acddrass 7
Auldrass 3
Addrass 4
cig: | State: | Tip Code ;
oy i Locton
* Phone - :3'“““571' Email:
Bunk Ruuling Bk Account Bunk Accounl
Humber : Humiber : Type

Continued on next page
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Creating a Miscellaneous Payment Voucher-Acceptor

Procedure  The steps below are continued from the previous page.

(continued)
Step Action
31 Review the document on the Preview Document tab and click the Submit

button.

Note: If document type requires an attachment it can be added on the
Attachments tab prior to submission.

Acceptor - Misc. Payment

Contract >> Select Voucher Flow >> Pay DoDAAC >> Routing >> Voucher

[ Youcher [ Addreses ][ C ][ Attach L Proview Documont |

FOUO - Privacy Sensitive:

Privacy Act Statement - This information is protected under the Privacy Act of 1974 and shall be handled as "FOR OFFICIAL USE ONLY." Violations may be punishable by
fines, imprisonment, or both.

Expand All  Collapse All

[+]Voucher Information
[+]Line Item Information
[*]Address Information
[*]Misc Information

I Submit ] [ Save Draft Document ] [ Help ]

32

View the verification screen.
Success

The Misc. Payment was successfully submitted.

Contract Number Delivery Order  Shipment Number Invoice Number

WEBILL1OMAT7777001 WEBILL10M17777001  WS5BILL10M17777001
Email sentto Acceptor: hg-wawf@dfas.mil

Email sentto Acceptor: hg-wawf@dfas.mil

Send Additional Email Notifications

Mon Sep 20 06:12:32 MST 2010
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