Recall a Document

Introduction The Payment Official can not reject a Receiving Report in WAWF but you
may Recall the Receiving Report from the History Folder to make
available to the previous user in the workflow. Once the receiving report is
recalled it moves to the Access Acceptance/Review Folder. This step also
includes 2-N-1 invoices.

Procedure  Follow the steps below to Recall the Receiving Report.

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 DoDAAC 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 Jis

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 screen is displayed.

Continued on next page
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Recall a Document

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.

2010-10-06
20100924 Processed

20100730 20100924
010-10-11  2010-30-11  Processed
1 20100321 20100921 Processed

2010-10-11  2010-10-11  2010-10-11  Processed

1 Processed
1 Processed

Processed
SD1so01 201009-20 20100920 20100920 Processed R Processed

2010-10-11  2010-10-11  2010-90-11  Processed

Processed

004 20100320 20100520 20100920 Processed R DO

20100920 Processed

20100920 20100920 20100920 Processed R
20100914 Processed
014 20100904 Processed

0914 20100514

20100514 20100514 2010091
10041 20100914 20100730

20900534 D201 14 Processed

Note: With the Release of WAWF 5.0.0 all columns within the search
result screen can be selected to sort the values alphabetically (with the
exception of the Item field which is always displayed in numerical
ascending order.)

For detail information on column headings refer to “Column Heading”
section of the guide.
6 Click on the “R” under column heading Recall

Recall, Void Invoice Number Submitted Received Status Purge Recall
R QKT11303 2010-09-30 D2010-09-30 Processed R
R QKT11202 2010-09-30 D2010-09-30 Processed R
R QKT11301 2010-09-30 D2010-09-30 Processed R
R QKT11008 2010-10-06 D2010-10-06 Processed R
R

Result: Receiving report is displayed

Continued on next page

WAWEF v.5.0.0 1/14/11 2



Recall a Document

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

Step Action

7 Scroll down to the bottom of the page on the Header Tab page.
Pay Official - Receiving Report
[ oo [N Repeosrate (00| Addrewes || Mic. o | Preview Document
Contract Number Delivery Order Contract Number Type tsswe Date lnspection Point Acceptance Point
P TR UER— I— T ——
Transportation Leg Standard Carrier Alpha Code Bill of Lading Numbes Swulmrm
“ Secondary Transponiation Tracking Number Tracking Type Tracking Description
o -

8 Click the check box next to “Document Available for Recall

ACTION BY: FO3000 *

[ Document Reviewed

[] Document Processed

(] Document Suspended
Document Available For Recall

Note: Comment are not mandatory but are suggested

Click the Submit.

[ Submit ] [ Previous ] [ Print ] l Help ]

10

You will have received a systems message that your document has been
recalled successfully.

Success

The Source Inspection and Destination Acceptance Receiving Report was successfully recalled and made available for recall.

Contract Number Delivery Order Shipment Number Invoice Number
QKTESTSO0TESTS QKT10102

Email sent to Vendor: wawf_undel@ecedi.nit disa.mil

Email sentto Quicktest Govt1: wawf_undel@ecedi.nit disa.mil
Email sentto Inspector: jerolyn.melendez@ecedi.nit disa.mil
Email sentto Inspector: wawf_undel@ecedi.nit disa.mil
Email sent to Acceptor: hg-wawf@dfas. mil

Send Additional Email Notifications
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