History Folder by User

Introduction This folder is the repository for documents for which the Payment Office
user has previously taken action. (This folder is the same as the History by
DoDAAC).

Procedure  Follow the steps to access history folder by user.

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 Pay Official > History Folder by User from the drop-down menu.

Pay Official
Acceptance / Review Folder
Process Documents Folder
History Folder by DoDAAC
History Folder by User
Discount Folder
Hold Folder
Suspended Transactions Folder

Result: The search screen is displayed.
3 Select the Pay Office DoODAAC in the drop down box.

DoDAAC *
[Select Location Code 0|

Contract Number

NOTE: The DoDAAC is the only required field. It is best that you
search on other fields (contract number, shipment number or invoice
number etc.), more fields will narrow the search result.

For detail information on using the search screen refer to “Using the
search criteria screen” section of the guide.
4 Click Submit.

Result: The Pay Official History Folder By User screen is displayed.

Continued on next page
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History Folder by User

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

5 Below is an example of the document search results.

The information on the top of the screen displays the number of items in
the folder.

e Clicking on the contract number hyperlink will result in the
contract being displayed in EDA if it’s in EDA.

e Clicking on the invoice number hyperlink will result in the invoice
being displayed.

e Clicking on the shipment number hyperlink will result in the
receiving report being displayed.

In this procedure we will use an Invoice

Pay Official History from Active Folder for Nate Wolfram at 'HQ0352" (8 items, sorted by Contract Number)

Item T Vendor (Payee) Contract Number Order Shipment Number Submitted Accepted  Status  Purge Recall Void lavoice Number
ype ay ge
PP Post P 0zmg AABOTS7DBE 0014

Processed

6 ces

6 Processed
5

3

00u FAS164 20100813 20100813 20100813  Processed

Note: Each of the column heading has a title. Several titles are in blue
hyperlink. These columns control the sort order of the documents. By
clicking on the blue hyperlink column title, the document will resort
alphanumerically based on the contents of that column.

For detail information on column headings refer to “Column Heading”
section of the guide.
6 Click on invoice number.

Invoice Number Submitted Received Status Purge Recall Void Amount
PPRA111 2010-08-12 D2010-08-12 Processed R $35,040.00
DFA5074 2010-08-16  2010-08-16  Processed R $888.00
DFAS054 2010-08-12  2010-08-12  Processed R $642.00

2010-08-16  2010-08-16  Rejected $888.00

DFAS084 2010-08-16  2010-08-16  Processed R $1,113.84
DFAS094 2010-08-16  2010-08-16  Processed R $3.024.00
DFAS104 2010-08-16  2010-08-16  Processed R $1,282.32
DFAS164 2010-08-13  2010-08-13  Processed R $268.96

Result: The Invoice screen is displayed.

Continued on next page
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History Folder by User

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

Step Action

7 Review information by selecting desired tabs.
Pay Official - Invoice
Expand All  Collapse All
[+]Document Information
[+]Line Item Information
[+]Address Information
[+]Misc Information
[+]Workflow Information
Note: For detail information on the tab refer to the “Description of
WAWE tabs” section of the guide.

8 Once you finish reviewing the document,

Scroll down and click Previous.

[ Previous ] [He|p]

Click Return

[ Return ] [ Help ]
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