
Defense Finance and Accounting Service 

Integrity - Service - Innovation Integrity - Service - Innovation 

Navy WAWF Miscellaneous 

Payment Guide 

Epay Services 
eSolutions 

Integrity - Service - Innovation 



Agenda 

 This training will cover 

 Miscellaneous Pay Roles in WAWF 

 Miscellaneous Process  

 STARS_FL Obligation interface 

 Correcting Invoices 

 Recalling/ Rejecting Invoices 

 Helpful information 
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Roles in Misc Pay Process 

 Initiator 

 Can be an Acceptor if creating the Misc Pay on behalf of the payee 

• Will need active Acceptor access for the appropriate DoDAAC 

 Can be a vendor with a valid CAGE code or DUNS number if that 

vendor is going to be the payee 

 The Initiator creates the Misc Pay 

 Acceptor 

 The Acceptor approves the Misc Pay 

• Will need active Acceptor access for the appropriate DoDAAC 

 Local Processing Official (LPO) 

 The LPO certifies the Misc Pay 

• Will need active LPO access for the appropriate DoDAAC 

• LPOs are certifying officers 

• Need a DD577 card on file with DFAS 

• Must meet all DoD FMR requirements for certifying officers 
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Process Flow 

 Process Flow 
 Creation of Misc Pay in WAWF 

 Acceptance of Misc Pay in WAWF 

 Certification of Misc Pay in WAWF 

 WAWF holds the Misc Pay in “Certified” status, awaiting 
acknowledgement from STARS-FL 

 STARS-FL attempts to post the obligation 
• If STARS-FL posts the obligation successfully, it sends a positive 

acknowledgement to WAWF 

• STARS-FL may bypass obligation posting of certain documents.  If so, 
STARS-FL sends a positive acknowledgement to WAWF 
• If WAWF gets a positive acknowledgement from STARS-FL, WAWF 

forwards the Misc Pay to One Pay and changes the status of the Misc Pay 
to “Processed” 

• If STARS-FL fails in its attempt to post the obligation, it sends a failed 
acknowledgement to WAWF 
• If WAWF gets a failed acknowledgement from STARS-FL, WAWF resets the 

Misc Pay invoice to “Accepted” status and returns the Misc Pay to the 
LPO’s Certification Folder 
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Process At a Glance 

 

 

 

 

 

 

 

 

 

 

 

 Acceptor and LPO cannot be the same user (separation of duties) 
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WAWF Miscellaneous Payments Government Initiated 

 Submission Process is identical for Misc Pay Initiator and 

Acceptor except the first two screens for each role. 

 Miscellaneous Pay Initiator 

 Document type is already selected 

 Needs to specify if it is for self or other 

 Acceptor 

 Acceptors also have to ability to create other documents 

 Acceptor must select Misc Pay 

 

 All screens/ steps thereafter are identical 
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Submission Process- Misc Pay Initiator 



Submission Process- Misc Pay Initiator 

 

 The Initiator has the option of creating the Misc Pay on 

behalf of themselves or another 



Submission Process-Acceptor 
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Submission Process-Acceptor 



Submission Process-Both 

 Select the Payee type 

 Be careful to select the appropriate type as each type 

pulls from a different side of CEFT 



Misc. Payment Voucher Flow 

 Federal Entity 
 Employee 

 Service Member 

 Retired 

 Non-Federal Entity : CCR 
 All Cage codes 

 Non-Federal Entity : 
Non-CCR- EIN 
 Non Contractual Businesses 

 Non-Federal Entity : Non 
CCR- SSN 
 Non Contractual 

Reimbursements to Non 
Federal Individuals 
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Submission Process-Both 

 Enter Payment office 
 HQ0248 (BUMED Only) 

 N68732 ( All others) 

 Use the crosswalk for other services AAA’s Pay offices 



Submission Process-Both 

 A- please be sure to enter the SSN/EIN 

correctly (no dashes) 

 

 B – must match the first entry 

 

 C- enter ship to/ acceptor DODAAC 

 

 D-enter AAA/AAI that will be used for the LOA 

 

 E- enter LPO DODAAC (entry is not 

mandatory at initiator level but invoice will not 

be allowed to pass acceptance until added) 

 

 F- Misc pay type ( for a list of types use the 

lookup tab in WAWF) 

 

 G- enter admin DODAAC (not mandatory) 

 

 H- invoice number (not mandatory and if not 

entered invoice number will become the misc 

pay control number) 
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Misc Pay Control Number 

 Anatomy of a Misc Pay 
Control Number  

 17 digits 

 First two positions represents 
the payment office 
• N68732=CL 

• HQ0248=RO 

 Next four represents the misc 
pay type 

 Next two represents the 
Calendar year 

 Ninth position will always be 
“D”  

 Next five is the Cage code or 
the last five of the SSN/EIN 

 Last three are a sequential 
number  
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Appears in WAWF as Control Number 

Appears in One Pay as PIIN/SPIIN 



Submission Process-Both 

CLIN will auto populate in sequential order, enter quantity, then full Unit of Measure 

(drop down will appear after selection the UofM Code will auto fill with the proper 

code). Enter unit price ( QTY x Unit Price = Document Total). Lastly enter the 

description.   

 

Proceed to the Address tab 

 



Submission Process-Both 

 Payee information is populated from CEFT (ex. Phone number which is mandatory) 

• Information cannot be changed  

 All other address data is populated from WAWF 

• Information can be changed by correction will not apply to future invoice 

 

Proceed to Attachments Tab  

 



Submission Process-Both 

 Attachments are mandatory for all government initiated Misc Pays  

 File name cannot contain any spaces or special characters 

 2MB per attachment and 5MB max per invoice 



Submission Process-Both 



Checkpoint 
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Acceptance   

 Verify the service rendered or material received  
 This will have to be performed outside of WAWF 

 Access the Acceptance Folder 

 Enter Search Criteria to Locate the Appropriate Invoice 

 Once the Invoice is Located 
 Click on the Invoice or Shipment Number 

 Review the Invoice information 

 Place a checkmark in the box next to “Accepted”  

 Enter the Date Received and Signature Date 

• Received Date should be the date the service was rendered or 
material was received  

• Signature Date= Acceptance Date should be the current days date 

 Select Signature 

• Will be prompted to enter CAC card PIN, will also have the option to 
preview with signature or submit without preview. 
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Acceptance Process 

 The follow slides show a screen-by-screen walkthrough of 

a Misc Pay being processed through the system 

 

 

 All data contained within these slides and screenshots are 

for training purposes only 

 DO NOT use any of the data on these slides for your documents 

(unless coincidentally it is the same) 
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Acceptance Process 

Step-by-Step Guide  

of the Acceptance Process 
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Acceptance Process 



5/3/2013 Integrity - Service - Innovation 25 

Acceptance Process 
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Acceptance Process 

Select either Shipment Number or Invoice Number 



Acceptance Process 



Acceptance Process 



Certification 

Prep Work 
Pre-

Submission 

Input into 
WAWF & 

Verify Receipt 

Submission 
& 

Acceptance 

Add LOA 
based on 
funding 

Certification 

Verifies 
obligation is 

posted in 
Accounting 

System  

Processing 
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Certification 

 Misc Pay cannot be accepted and certified by the same 

user 

 You will receive a system error upon entering the document as a 

certifier 

 

 Certification can be done at the document level or line level 

 Document level - same LOA for all line items on the invoice 

 Line Level - multiple LOA’s for all line items 

 

 The LPO certifier must assign a valid SDN, ACRN and AAA 

via the LLA tab at the detail level of the Misc Pay invoice 
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Certification (Con’t)    

 Determine if the Funding Information (SDN, AAA/AAI, 

ACRN) will be a newly established Obligation or Adding 

funds to an Existing 

 This will have to be performed outside of WAWF 

 Do not obligate funding in STARS_FL 

• Funds will auto obligate in STARS_FL upon processing 

 Access the Certification Folder 

 Enter Search Criteria to Locate the Appropriate Invoice 

 Once the Invoice is Located 

 Click on the Invoice or Shipment Number 

 Review the Invoice information for accuracy 

 Add Sub- line items on the invoice (if necessary)  

• Only used if multiple LOA’s need to pay for a single line 
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Certification (Con’t) 

 Enter the appropriate accounting information on the LLA tab 

• Select appropriate certification level 

• Document= One LOA for entire invoice 

• Line= One LOA for each CLIN/sub-CLIN on invoice 

• SDN, AAA/AAI, ACRN if using a previous obligation 

• SDN, AAA/AAI, ACRN & JON/EE if establishing new obligation 

• Further details of the auto obligation process to follow 

• All non STARS_FL funding will require full LOA entered and 
Obligation in the appropriate accounting system 

• Funding for Travel may NOT be used 

 Select Signature 

• Will be prompted to enter CAC card PIN, will also have the option to 
preview with signature or submit without preview. 

 Invoice will reflect a status of “Certified” until WAWF receive a 
positive acknowledgement from STARS_FL 

• Processed= Extracted to pay office 

• Accepted after certification = Error in LOA data document will appear in 
certification folder ( please correct) 
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Certification Process 

 The follow slides show a screen-by-screen walkthrough of 

a Misc Pay being processed through the system 

 

 

 All data contained within these slides and screenshots are 

for training purposes only 

 DO NOT use any of the data on these slides for your documents 

(unless coincidentally it is the same) 
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Certification Process 

Step-by-Step Guide  

of the Certification Process 
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Certification Process 
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Certification Process 
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Certification Process 

Select either Shipment Number or Invoice Number 
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Certification Process 
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Certification Process 



Certification Process-LLA Tab 

 SDN, ACRN and AAA should be entered on the LLA tab 

screen.  

 New Obligation 

• A valid JON/EE should be entered into the Cost Code field for new 

obligations. 

• If the JON/EE entered is invalid, or does not exist within STARS-FL, the 

transaction will be rejected. 

 Pre-Existing Obligation 

• Obligation will be systematically validate to the DOC # in STARS-FL. 

• Leaving the Cost Code field blank will validate the correct DOC # is 

entered in WAWF. 
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Certification Process 
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Certification Process 



Certification Process with Pre-Pop Accounting Data 

 Accounting Data From Template (New WAWF Feature) 

 Using a existing processed/paid document LOA to certify 

 

 For miscellaneous Payment Invoice, the system will consider a sub-

set of the entire Misc Pay control number as the basis for an 

identical match 

 

 Display 10 latest invoices 

 

 Line Item entries on the target document that match entries on the 

selected template document will be pre-populated. 
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Certification Process with Pre-Pop Accounting Data 



Certification Process with Pre-Pop Accounting Data 



Certification Process with Pre-Pop Accounting Data 



Certification Process with Pre-Pop Accounting Data 

 Only the LOA for matching CLINS will populate 

 All others will be left blank 

 The information can still be edited and the amount must be added 

 



LLA Tab 

 SDN, ACRN and AAA should be entered on the LLA tab 

screen.  

 New Obligation 

• A valid JON/EE should be entered into the Cost Code field for new 

obligations. 

• If the JON/EE entered is invalid, or does not exist within STARS-FL, the 

transaction will be rejected. 

 Pre-Existing Obligation 

• Obligation will be systematically validate to the DOC # in STARS-FL. 

• Leaving the Cost Code field blank will validate the correct DOC # is 

entered in WAWF. 
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Certification Process with Pre-Pop Accounting Data 
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Certification Process with Pre-Pop Accounting Data 



Certification – Systematic Obligation 

 WAWF/STARS-FL Obligation Interface 

 This systematic interface is intended to replace the need to 

manually obligate funds in STARS-FL for Misc Pay. 

 Manually obligating funds in STARS-FL = duplicate 

obligations.   

 Please discontinue manually obligating funds for Misc Pay 

 

 Common rejection reasons 

 Failure to include the JON/EE in the cost code field for new 

obligations 

 

 Using AO or AI as an ACRN (STARS-FL is unable to tell the 

difference between the letter O and a Zero, the letter I and the 

number One) 
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Researching STARS-FL Rejected Misc Pay 

 STARS-FL Rejection information 

 On failed acknowledgements, STARS-FL reports a generic error 

message to WAWF which displays on the Misc Info tab 

 The generic error refers users to the STARS-FL report LXF3310A 

available via CAView 

 All LPOs certifying Misc Pays should have access to the CAView 

reports so they can research what happened on the LXF3310A 

report when their Misc Pay gets a failed acknowledgement 
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Researching STARS-FL Rejected Misc Pay (Con’t) 
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 Re-certifying 

 Once you determine what the mistake was that caused the Misc 

Pay to be rejected by STARS-FL, the LPO will need to make the 

needed corrections and then re-certify the Misc Pay 

• The LPO will open the Misc Pay like they usually do from their 

Certification Folder 

• Make needed corrections on the LLA tab 

• Go back to the Voucher tab and re-certify the Misc Pay 



Checkpoint 
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Correcting Documents 

 There may be times when you need to correct a document 
or have it corrected by another user 

 This can be accomplished by recalling the document or 
rejecting the document 

 Recalling can mean two different things: 
 1) To re-open a document you had previously worked (Acceptor 

Only) 

• Accomplished by clicking on the hyperlinked R under the Recall column 
in your History folder 

• Once open, you can make changes and then re-process the document 
in the system 

 2) To send a document back to the previous user in the workflow  

• Only the LPO can perform this function for Misc Pays 

• They would use the Document Available For Recall option on the 
Voucher tab 

• Comments should be entered on the Misc. Info tab as to why the LPO is 
recalling the document 
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Correcting Documents (Con’t) 

 LPOs cannot recall documents (re-open them from their History folder) 
they certified.  If they certified a Misc Pay that went into Processed 
status and they realize something needs corrected, they would need to 
contact the pay office to request they make the Misc Pay available for 
recall. 
 Sent the request to  

• CCL-WAWF@DFAS.MIL –N68732 

• DRO-NAVY-WAWF@DFAS.MIL –HQ0248 

 

 After being made available for recall, the LPO would re-open it by  clicking on 
the hyperlinked R under the Recall column in their Recall – Action Required 
folder  

 Please note that since Misc Pays pay in 1-2 business days after being 
certified in WAWF, the pay office may not be able to make it available for 
recall 
• This iterates the importance of making sure the Misc Pay is correct to pay when the 

LPO certifies it 

 

 Rejecting means to send a document all the way back to the Initiator 
 Only the Acceptor can reject a Misc Pay 

 To reject a document, enter comments on the Misc. Info tab and then check the 
Reject to Initiator box on the Voucher tab and click Submit 
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Common mistakes (Con’t) 

 Certifying from the Wrong Role in WAWF 
 Local Processing Official Reviewer role is set up like the LPO role 

• Will allow entry of sub-line items and LOA data 

• Will not allow signature of document 

 It is unnecessary on a Misc Pay  

 Make sure you are in the Local Processing Official Role   

 Do not enter correct LOA info on LLA tab 
 If SDN has been used before, only need to enter SDN, AAA, and 

ACRN 

 If SDN hasn’t been used before, need to enter SDN, AAA, ACRN, and 
valid job order number / expense element (JON/EE) into Cost Code 
field 

 Adding too many characters to the SDN or JON  

 Omitting characters to the SDN or JON 

 Incorrect/invalid dates used 
 Date Received (entered by Acceptor when Accepting) ≤ Acceptor 

Signature Date (entered by Acceptor when Accepting) ≤ LPO 
Signature Date (entered by LPO) ≤ Date Processed in WAWF 
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Navy WAWF Help Desk 

 1-800-756-4571 opt 6 

 

 CCL-EC-NAVY-WAWF-HELPDESK@DFAS.MIL 

 

 Hours of Operation 

  0700-1800 EST Monday- Thursday 

  0700-1700 EST Fridays   

 excluding federal holidays 
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Navy WAWF Help Desk 

 Can assist with: 

 How to create/process documents 

 How to correct recalled/rejected documents 

 Registration procedures 

 New DoDAAC requests 

 Payment issues 

 Cannot assist with: 

 Password resets/other account issues – contact GAMs 

 Recall/reject requests – email appropriate DFAS mailbox 
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Other POCs 

 DISA Ogden Help Desk 
 Systems issues 

 Vendor account issues (if no GAM) 

 CAGE code activations 

 1-866-618-5988 

 cscassig@csd.disa.mil 

 Army WAWF Help Desk 
 Army WAWF issues 

 1-800-756-4571 opt 6 

 CCO-EC-ARMY-WAWF-HELPDESK@DFAS.MIL 

 Marine Corps WAWF Help Desk 
 Marine Corps WAWF issues 

 540.322.2897 X 3210  

 susan.dibianca@taic.net    
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Other POCs 

 Air Force WAWF Help Desk 

 Air Force WAWF issues 

 wawf.team@wpafb.af.mil 

 

 DLA WAWF Help Desk 

 DLA WAWF issues 

 703-767-1915  

 wawf@dla.mil 

    

 DCMA WAWF Help Desk 

 DCMA user account issues 

 888-576-3262 

 helpdesk@dcma.mil 
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Other POCs 

 Pay Offices 

 Payment status/issues 

 Can find corresponding entitlement system and contact info  

• Pay DoDAACs under Lookup tab 

• Enter City Name or leave City Name field blank and click Submit for full 

list 
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Other POCs 

 Group Administrators (GAMs) 

 Approve/disapprove user accounts 

 Reset passwords/certificates 

 Update organizational email address for DoDAAC 

 Add/modify/delete extensions 

 Can locate using the Group Administrator Lookup option 

• If logged in, under the User menu 

• If not logged in, on the WAWF homepage under Help 

• If you still cannot locate your GAM, contact the Navy WAWF Help Desk 
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Helpful Links 

 WAWF Production 
 https://wawf.eb.mil/ 

 WAWF “Sand Box” Training Site 
 https://wawftraining.eb.mil/ 

 WAWF Web-Based Training Site 
 https://wawftraining.eb.mil/xhtml/unauth/web/wbt/WbtMainMenu.xht

ml 

 WAWF Software User’s Manual (SUM) 
 https://wawf.eb.mil/SUM_RoboHelp_Web_Help/WAWF_SUM.htm 

 DAASINQ (DoDAAC Query) 
 https://www.daas.dla.mil/daasinq/ 

 DoDAAD Committee (add, modify, delete DoDAACs) 
 http://www.dla.mil/j-

6/dlmso/Programs/Committees/DoDAAD/dodaad.asp 
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Helpful Links 

 Electronic Document Access (EDA) 
 http://eda.ogden.disa.mil/ 

 Navy College Program Tuition Assistance Site 
 https://www.navycollege.navy.mil/nta.cfm 

 DoD Misc Pay Guide 
 http://www.acq.osd.mil/dpap/ebusiness/Department_of_Defense_M

isc_Pay_Guide.doc 

 MyInvoice 
 https://myinvoice.csd.disa.mil/ 

 UID Information 
 https://acquisition.navy.mil/rda/home/acquisition_one_source/item_

unique_identification_iuid 

 http://www.acq.osd.mil/dpap/pdi/uid/index.html 

 http://iuidtoolkit.com/ 
 

    

Integrity - Service - Innovation 65 

http://eda.ogden.disa.mil/
https://www.navycollege.navy.mil/nta.cfm
http://www.acq.osd.mil/dpap/ebusiness/Department_of_Defense_Misc_Pay_Guide.doc
http://www.acq.osd.mil/dpap/ebusiness/Department_of_Defense_Misc_Pay_Guide.doc
https://myinvoice.csd.disa.mil/
https://acquisition.navy.mil/rda/home/acquisition_one_source/item_unique_identification_iuid
https://acquisition.navy.mil/rda/home/acquisition_one_source/item_unique_identification_iuid
http://iuidtoolkit.com/
http://iuidtoolkit.com/


Helpful Links 

 RFID Information 

 http://www.acq.osd.mil/log/rfid/index.htm 

 System for Award Management  

 https://www.sam.gov/portal/public/SAM/  

• Replaced Central Contractor Registry (CCR) 
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Navy WAWF Training Materials 

 Navy WAWF Site - 

https://acquisition.navy.mil/content/view/full/99  

 Government Information 

• WAWF training guides 

• WAWF presentations 

• One Pay Access Guide 

• One Pay TFS AAA Listing 

• WAWF Dates Guidance 

 Vendor information 

• Training guides 

    

Integrity - Service - Innovation 67 

https://acquisition.navy.mil/content/view/full/99


DFAS eSolutions Training Materials 

 DFAS WAWF Site - 

http://www.dfas.mil/ecommerce/wawf/info.html 

 Step-by-step WAWF training guides 

 Recorded DCO training classes 

 Frequently asked questions 

 DFAS mailboxes for requesting WAWF rejects/recalls 
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