1.  When the EB POC information is filled in or updated by one of the persons cited, Primary or Alternate EB POC this person must perform the following functions in Wide Area Work Flow.  

a. Start Self Registration (as noted in item 2 below) and when you get to the point of entering your company’s CAGE Code call the Ogden Help Desk at 1-866-618-5988 and ask for a group be established and activated for your company’s CAGE Code.

b. Then complete the enrollment while on the phone with Ogden and enroll for two roles #1 - A Group Administrator and #2 - A Vendor. 

c. Have the Ogden Help Desk activate your two new roles while on the phone and you will receive an email with a password for one time use to access Wide Area Work Flow.  Wait on the phone for that email to assure your email address has been correctly entered in WAWF.

2.  The person Self Registering must be the EB POC Primary or Alternate who must go to https://wawf.eb.mil in the WAWF production site to register their company in WAWF.
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a. Click on Self Registration 
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b. Fill in all required data as prompted on all screens 
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c.  Fill in the CAGE Code Only – EXTENSIONS ARE NOT USED
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d.  Add an additional Role as a Vendor
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e.  After registration is completed automatically an email will be sent to Ogden for your company’s Cage Code/Group activation.

f.  Upon Ogden activating your group, automatically an email will be sent to the EB POC who requested activation with a one-time password for Logon requirements.  

3.  Now the EB POC can have their employees self register and the EB POC can activate or deactivate their own personnel within WAWF (the EB POC serves as a Group Administrator for their CAGE Code which is the same as the government’s Group Administrator for a DODAAC).  
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4.  Each Vendor will require a Contract Data Distribution Memo be emailed or faxed in order to submit the preferred document to the government receiving activities, which is a 2-n-1 invoice.  Please coordinate with the Contracting POC 210-221-4454 or the DFAS POC 210-527-8906 or 210-527-8219 to know what Department of Defense Activity Address Codes to utilize for your contracts.  
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5.  All contracts have different codes utilized - cited in Red that appear on the front of your contract routing your invoice or certified invoice to the proper Government representative for receipt validation and this is based on your contract number and/or delivery order number - cited in Blue.   Many older contracts may have incorrect codes.  
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