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What is Supplier Self-Services (SUS)?

e SUS Is aVendor Portal

— Maintains WAWF as the single face to industry for DoD invoicing
» User ID management and secure provisioning by CAGE remains in WAWF
= Seamlessly logs vendor into SUS based on assigned Pay Office
= “One-Stop” interface developed by WAWF
» Summary data updated in WAWF for a consolidated view for all of DoD

— Utilizes standard GFEBS functionality

» |mproves Army end-to-end visibility and auditability

— Defaults GFEBS PO obligation data to the vendor

» Pre-populates vendor invoice data with pre-validated GFEBS data

o Allows for identification of errors early in the process
» Vendors to validate PO accurately reflects contract terms immediately after award

o Vendor input restricted to prevent conflict with contract
* i.e., can input Quantity, but cannot change fields like Unit of Measure or Unit Price

» Provides vendor integrated visibility of open amount and real-time invoice processing status
» Prevents delay in acceptance postingin GFEBS

» Eliminates manual intervention to improve auditability

» Reduces interest penalties



Vendor System Requirements

e |nternet Access

« Must use Internet Explorer &

— Under = or Tools, select Compatibility View Settings
= Add “Armymil”
» Close all sessions of Internet Explorer and re-open to re-initialize

« WAWF userid
— Ensure id used is assigned to CAGE code for SUS contract award

— If you are a new user, please navigate to the following website to
establish a new vendor account
= https://wawf.eb.mil/ or call 1-866-618-5988

— Pay Office on contract is assighed HQO0678 for Army GFEBS SUS
=  Will route user from WAWF to GFEBS SUS vendor portal

12/8/2015


https://wawf.eb.mil/

WAWF/SUS Log On
Instructions
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Privacy Statement

You are accessing a U.S. Government (USG) information system (IS) that is provided for USG authorized use only. By using this IS (which includes any device
attached to this IS}, you consent to the following conditions: The USG routinely intercepts and monitors communications occurring on this IS for purposes including,
but not limited to, penetration testing, COMSEC monitoring, network operations and defense, personnel misconduct (PM), law enforcement (LE), and
counterintelligence (Cl) investigations. At any time, the USG may inspect and seize data stored on this IS. Communications using, or data stored on, this IS are not
private, are subject to routine monitoring, interception. and search, and may be disclosed or used for any USG-authorized purpose. This IS includes security
measures (e.g., authentication and access controls) to protect USG interests—not for your personal benefit or privacy. Notwithstanding the above, using this IS does
not constitute consent to PM, LE or Cl investigative searching or monitoring of the content of privileged communications, or work product, related to personal
representation or services by attorneys, psychotherapists, or clergy, and their assistants. Such communications and work product are private and confidential. See
User Agreement for details.

WARNING!

Please DO NOT use the browser BACK BUTTON within the Wide Area Workflow eBusiness Suite applications, the use of the browser's BACK BUTTON is not
supported within the Wide Area Workflow eBusiness Suite applications. Use of this button will cause the loss of data not yet saved to the server and will result in the
applications not performing as intended. DO NOT use the backspace key in any uneditable field, as this will function as the back button, where they exist, use the
PREVIOUS or CANCEL buttons to return to a previous page within the Wide Area Workflow eBusiness Suite applications. The security accreditation level of the
applications are Unclassified FOUO and below, do not process, store, or transmit information classified above the accreditation level of this system.

Steps 1-11 are same for normal WAWF login to complete invoice entry

Log into WAWF as normal by clicking the “Accept” button @)

NOTE: WAWEF is the official DoD system point of entry to industry for submitting invoices. WAWF will direct user to SUS in step 12.
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Register # Help/Training mw

Certificate Login System Messages

Certificate Login (2015.-08-27 0(‘):‘00:00) System: All Subject: WAWF Training Action
Required! Critical! Message For: All Users
The WAWF training site is now available. Please now use the regular training site
https:/iwawftraining.eb.mil
User ID Login

User ID (2015-07-17 00:00:00) System: All Subject: CORT Tool Message For: All Users
The Army migration to the CORT Tool has been delayed. The PMO will be deactivating
TESTVENDOR2 the Army structure on 7/17/2015. Army CORT Tool users should delay their
registration/request for access until after Oct 1, 2015. In the instance that immediate
Password access is required prior to Oct 1, 2015 please call the WAWF Help Desk at 1 866 618-
5988. Your contact information will be provided to the CORT PMO for consideration to
approve access under OSD.

Login
{2015-06-08 00:00:00) System: All Subject: WAWF eBusiness Suite
Forgot your User ID? Forgot your Assistance Action Required! Message For: All Users
Password? For assistance with the WAWF e-Business Suite, refer to 'Government Customer

c0ecec00E

Enter WAWF user ID and password and click Logln
Management of allowed WAWF users remains with WAWF administrator 7
If you are a new user and need a User ID and password, see slide #4 for instructions.
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IRAPT (formerly WAWF)

User

Yendor  Ogcumssiation |Lookup  Exit

Croate Docsment @

Veatory § obder Welcome to Invoicing, Receipt, Acceptance, and Property Transfer (iRAPT)!
Regected Recatving This application was formerly known as Wide Area Workflow (WAWF).
Reporty F oddey

Please start by selecting one of the links from the menu above.,

feapecind WWeOnl
F osder

Corredhon Roguirnd
F oM

ol merd pion
Requr et | cicdam

" Saved Docutnents
. Folder

Marw Edge §Fodder

Once in WAAF, select “Vendor® and “Create Document” @




IRAPT (formerly WAWF)

User  Yen@or  Documestston  Lookup  Exa
Vendor - Create Document
Comract WY

CAGE Code | DUNS I DAUNS«4 1 Ext. *  Comractual? *  Coatract Number Type Costract Mumber * Dedvery Oviem From Template?
DoD Contract (FAR) D 19.0.9,$.4.9.9,9 99,91 n[e]

IXXKXKXXKXXKXK = ‘= D
"z Reaavd Fee @ @ @

Pra Pogadate Contract NussderDelivery Order
Contrsct Numer begns oo Delivery vt segios sem Jesued Submmiad Dete seee/Scbmitted Date End  Populete Foom
YYYYAMATO 5 vyvvamol 0 oA | wars

1*] Ademncod Search Crdoru dur INASY

ROTE  Your mos! piher afy ¢ Contact Nomder or seiact o Yom e tearth nauts

NOTE: if your Delivery Order is 13 characters long, you will need to try logging in either
1) Entering both the Contract Number and Delivery Order or

2) Enter only the Contract Number or

3) Enter the Delivery Order in the ‘Contract Number’ Field

O
= e

Vendor CAGE / DUNS number@ defaults from logon, verify matches award
Auto-populated after contract # entered ®, enter contract number @)
and delivery order (if applicable). Select “Next” ©
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IRAPT (formerly WAWF)

User Vendor Documentation Lookup Logout

Vendor - Create Document
Contract >> Pay DoDAAC

INFO: The contract data can not be validated against the contract in DoD EDA. EDA may be down at this time.

Reference Procurement Contract Number Contract Delivery DUNS + : e
Contractual Identifier Type N Order CAGE DUNS 4 Extension Pay Official
Y DoD Contract (FAR)  XORIAMIROEX JORM FRIRNEX FQOW@Q

* = Required Fields

DoD Contract (FAR)

If CLINs are listed, DO NOT double click to go into CLIN details, select “Next”

®

o] (o] (o] ()

Validate Pay Official field = HQ0678; if not — contact your Contracting Office POC.
When "HQO0678", system will direct to GFEBSP2P for SUS invoice entry instead of WAWF.

Select ”Next”.@
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**NEW SCREEN**

IRAPT (formerly WAWF)

User Vendor Documentation Lookup Logout

Vendor - Create Document
Contract >> Pay DoDAAC

Reference Procurement Contract Number Contract Delivery DUNS + A AP
Identifier Type Number Order CAGE DUNS 4 Extension Pay Official

Y | DoD Contract (FAR)  XDOXROOXOEEX XDEXs  DEXHXEX HQO678
* = Required Fields

Contractual

The entered Pay DoDAAC (HQO0678) designates GFEBSP2P as the payment system. GFEBSP2P is part of the Department of Defense's
Procure-to-Pay initiative.

Please click below to enter GFEBSP2P to create your document

| Open GFEBSP2P in new window ]@

Red Messages above are displayed to identify pilot
NOTE: SUS is a component of the Army Procure-to-Pay (P2P) pilot

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

Select “Open GFEBSP2P in new window” @l

12



You are being re-directed to SUS Application
Standard Mandatory DoD Notice and Consent Banper
Duted Effectrve My 2004

You me accessing a US. Govermnest (USG) sformation rrstem (1S that is provided for USG sumhorized wie ondy By wming this IS (wihach ichades anry device attached to this 1S), you consent to the
folowiy condmons - The USG routnely stercepts and montons consmencations ocommng on thas IS S prepores mdloding, bet not lersted 1o, penetration testing, COMSEC moatorey, setwork
operaticns and defenae, pericand macondact (PMD), law. esforcement (LE), and comperneeligence (C1) snetigssons - At sy teoe. $e USG may anpect and weioe data stoced on thes [S -
Commmications ming. oc data stoved on, this IS are sot privase, are subeect to routine montoring. sancepsion, and search, md may be disclosed or wsed for any USG-authorived parpone « This 1S mciodes
securty measeres (& g mbentication and access contol) 0 protect USG ioberests - ot for your personal benefit or pemvacy - Noowithstaeding the sbove, using ths 1S does 0ot comstinte coasent to PM.
LE or CI mvestigative sexchong of toastoneg of Sie comtent of pebvieped comsemicatius, of wink product, telsted to perscnal sepeoscitation of services by aftoracys, pivchodierapam, o chrgy, and Sex
msitanty. Soch commmascaton md work prodect we peivate mned cocidmtial See User Aprecmoont for detds
Press "OK” € yos agee. Pryews "Cancel” § wou deagres.

SUS OMB Contred No_0702-0126
Expenation: 02282017

@ =

Read notice and select "OK” @to be directed to SUS

13
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SUS Screen Shot Instructions
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3 Steps to Submit Invoice in SUS

s

Dispiay Purchase Order

1. “Process” to acknowledge SUS system matches contract
Only required for initial award or if award modified

h — Goal is to ensure system correctly captures contract award or modification
2 ol Dubvery |

2. “Create ASN” or “Create Confirmation (Receiving Report)
e , Notifies government what you delivered or services provided

............

3. “Create Invoice” to match ASN/Confirmation

Sends e-invoice to DFAS Accounts Payable (A/P) for payment

SUS Pilot prepopulates contract information enabling faster payment to vendor

15




Step 1a. PO Acknowledgment

« Contract number entered in WAWF (step #7, slide 10) will auto-direct user to the
associated SUS Purchase Order (PO) document.
« PO data is replicated from Army GFEBS (accounting and entitlement system) to

SUS for vendor to confirm goods delivered or services performed & create invoice.

3

> Display Purchase Quder
Qrder: 4550000600

o Process Dwnplay Hatory | Deplay Dotument Flow S Pt | Download

la. Compare SUS PO to PDF of contract award.

If no discrepancies, select “Process” to prepare Acknowledgment.

General Information

Basic Dats

o | I @ discrepancy, call the Contracting Officer listed on the contract
e | award,

o " | Note: “Process” button appears for a new or changed contract/PO.

o On bt Must acknowledge prior to creating confirmation or ASN and invoice.

Basic (or header) data shown above comes from awarded contract

Numbse CLIN SUN ACRN Statua Produst Short Text PO Gty Purchase Osder V Condiomed Quasmity Regured on Confinmed for
0001 P AB In Process ’ f & 000 each 4000 00USD 0 each V122016
0002 AE AB In Process f 3,000 each 1500 00USD 0 sach
0003 AC Al in Process ‘ ! i 1. 000gach 2000 HIUSD
M | demed tams)
M onfrmed lterma)
M Total of [

16



Step 1b. PO Acknowledgment

 Review PO CLIN data to make sure amount matches award

[Purchase Ordec: 4550000601
wSord [ESave Cancel | Update Prces Desclay Mslory | SPnnt. Downioad

o Communicasion snd Collabonmtion

= | Note: If this contract was converted from WAWF to SUS, you can opt to not
| see the WAWF CLINs. See slide #48 for further instructions on how to first
reject those lines by CLIN.

Puschase Order I SS50000601 Payyment m Days Dhacourt %
CEn 1b. If all lines are correct, select “Confirm all items” to see GREEN CHECKS.

fwen ln/
Cons =

e o Reset AF home w Egand NI+ Colapeo A

KW ACRN Status Produc! Short Test PO O Lint of Megasme - Riex - wrérrrnd dor
AR AA € % n Procase e
AL AR e Acre
A8 AA [ % " Procmss Acty )]
A A in $vocess Ay
Nt ) o ]
Nt Voo (Condrmed heme
[ oyl of A D)
vt bt
Parte Nurritae Hane Srwet House Nurrte PostCose City Telaprere Far Ernad
S0 Purty %8 UINITED STATE
Shp- [0 Adoress 9 SETC W RCARND  DLDG 610 PAIGH AL TR0 000 TORT CUSITS

17



Step 1c. PO Acknowledgment

Purchase Order: 4700000035

Create ASN  Craate Confirmanon  Display Hstary  Dwspiay Doc

Communication and Collaboration

Ganeral information

Basic Data
Purchase Order ID 4700000035
1000001030
Name WH124C17C004
Date OS182017
Status frmed
Follo
Iy
Item Overvin -~
Expand Al +* Cotapse All
Num CLIN SUIN AC T Shan
D00 LY ™
0002 AA
0003 AA
0004 AA
0004 AA
0005 AB )
oQE AR wa

1c. Review the “Goods or Services” Field.
= |f the “Goods” box is checked, you will select the “Create
ASN” button to generate the receiving report for those
CLINSs.
» If the Services box is checked, you will select the “Create
Confirmation” button to generate the receiving reports for
those CLINSs.

NOTE:
For Goods — a delivery date will be required
For Services — a period of performance (POP) will be required

PO Quantity P Dttt Confemed O Price Goods or Sery Sguited on Confirmed
' ' 0 s 0 o2 1O < I D5/18 )5
0 ISD 0w ) b g | | DS/18/2017 0541
10 = . 1 T OB
¥, [ ! {531
0.000 #a 0 I =
000 A¢ | [ B 1
ack o0uUsD 0,000 as I =
Not\ et 1l
Net Valu d e
Nat \ 1 all b

18




Step 1d. PO Acknowledgment

> Process Purcrase Order

der: 4550000000

M Suve |Cantal | Update Frites  Display Hstory || &Pt Downicad

unicaBons and Cobaborstion

Aftachmants

B NO ATAchments Avasatie

Ganaral ol LM

Hasic Dats
Purergse Ongee 10
Nariee

Name

O3t

Stats

In Process

Terms of Payment
Payant in Days
30

Discount in %

Tarms of Defivery

Inzoenm Locaton

Follow-On Docun]

1d. Verify status updated to “Confirmed”, then select “Send” to submit.

item Overviaw

@ Contem Ac llems . @ Raject Al tems |« Resat Al tans

e

Numoer CLIN SUN ACRN Product Srort Text 0 Quartity
2001 AA AS @ @ Tontrmed Kree Fa 4,000 aach
Lo02 Al AG <& @ Contimed Eitow a0
0003 AL A5 (] [} Confimed Hedmet Cove

Net Vaue (Unconfmes lems)

Net Vaue (Contrmed ems)

Nt Vaue (Tok

{ Of 38 ems)

Hartner information

Parar Number Namo Stroet Houze Numder PostCode oty
Sol0-%0 Pary 540 UNITED STATE
Shp-To Aowress 252 IRTC TV REA] MD BLOG 1810 PATC

FORT EUSTIS

Purthase Croor

Confyred Q0 Undt of Measwre Reguvec ony Confrmed o
4 000 00USD each oatw2018 2016
1.500.00USD sach Oerta2018 0M1a201C |
2000 00usD ach O 182018 012016 By

§
i
3
Ialj

19




Steps to Create Confirmation
and Invoice when the CLIN has

the Service box checked.

Note: for Goods, go to slide # 28 to Create ASN and Invoice




Step 2a. Create Confirmation for Quantity or Amount

e Verify message shown at the top of page indicates
Purchase Order: 4700000035 a Successful postlng

Create ASN  Craate Confitmaton  Dispiay Hstary  Dwspiay Document Flow

Commmunication Collaboration

NOTE: Yellow warning messages can be ignored.

Ganeral information

Basic Data Terms of Payment

Purchase Order 1D 4700000035 Paymaent n Days Discount m %

Imbe 1000001030
Nama WHI24C17C0043
Date OEITRO017
Torms of Delivery
Status 2
Confirmad ncoterm Locanon
Follow Documents

Invoice

Item Overview

* Dxpand All | »* Colapse All

Num CLIN SLIN AC Stutun Price oods Serv Requited Confirmed
00t AA 1 [~ [ 05418201 ) "7
0002 AA 10 | I~ D54187201 DS 82017
0003 AA 100 = r 182017 0SB0V T
0004 AA 0.00 0 1. r 051020 IR1B2017
0004 AA 05 1 [ ~
D0GS AB 0.0 | [ 1 osn 1
000s AB Canfiemed 1.0 | =
ousD
Neot Value (Confirmaed ems) 20100 0OUSD

2a. Next step, select “Create Confirmation”.
This action creates a document similar to WAWF Receiving Report.

21



Step 2b. Create Confirmation for Quantity or Amount

|F I cAD 4
RS
- e
1 of 5 ars > Stan | > y of Purchase O » ' o > Process Confiemation
Confirmation: 4000002351
v Confern  ESawe X Cancel | SPrnt| Dowrload

Communication and Collabocation

General information
Basic Data Service information
Confrmaton 4000002361 Service Agent Name
Name W9124C17C0043 Servcs Locahon
Date 05182017
Purchase Order No 4700000035
Status Created

L
Penod of Parformance fom Date Purod of Performance to Ol
L al
a

Pancd of Performance from Date Period of Perlormance o Date

e Ovedview
» Expand Al ||+ Colapee All | | Solect Al ing Quanntes Update Prices

Nu CLIN SUIN AC Staty Descrgtion Guantity Unto  Quantity Ordeced  Opea Net Value em Sele
- 0004 AL In Process Clean beimets 0.0GUSD s | r
000& AA In Process Cloan heimets 0 each 10 000 each 10,000 each 0 OUSD | r
- 0005 AB In Process Part helmets 0 peusD s | [
0005 AR In Process Part helmats 0 each 10 000 each 10 000 each 0.0oUsSD i | r
Net Value 0.00USD

2b. Enter the Period of Performance (to and from) dates of any CLINS provided using
the calendar drop down.
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Step 2c¢/d. Confirmation for Quantity or Amount

s, ’ ;I
P nfrmat
i —
v o as ation um Mt
Ganersd Infarmation
Boasic Data Service Information
Cenlrsatan Sarvce Ageat Narma
an 1043 Sarvce Lotaton
e
taee Order N
ta reate:
Pacod of Performance bom Dase Pariod of Parioonarce 12 Duie
a0 B 0! B
Penod of Perfrmancs from Date Penod of Perbermarce u Dade
JOO12017 02017
i Ovwrvinw @
S Ewpana AL+ Cokapse AR | Sect Al Desalect A SFropose Ouistanamg Quarttes  Update Prces
Nu CUN SLwy AC Staue Prosuct T Low Type Quantity Ordored Cypen Net Value Nerm Sele
0004 AA 0o usp 1 |
0004 AA InProcess  Servee atandare ' ) 02 Doach 0 s 4
( AR coe 000USD 1 ~
0 AL Piocess  Servee Standars 10 000 each 10 000 each 000UsD o §
50

2c. Enter Quantity provided
If CLIN unit of measure is “Activ.unit” (or Job or LOT), enter dollar value of service performed in quantity field.
If CLIN unit of measure is “Months, Hours, etc.”, enter gquantity of service performed in quantity field.

2d. Verify entries for all CLINs, and select “Confirm” to send the confirmation to acceptor.

NOTES:

- Do NOT change the defaulted 40000* nhumber in the "Confirmation” field.

- Common error is to enter “1” for quantity when unit is “Activ.unit” (or Job or LOT). This is a Confirmation of only $1.00.
- If you select “SAVE”, confirmation is NOT sent to acceptor, but saved in SUS for later submission or cancellation.

- Acceptor will be notified via email the following morning.

- If you are required to send attachments, you must send an email with attachments directly to acceptor listed on contract.

23



Step 3a. Create E-Invoice

cAn .4

rdur > Desplay Co

D o e N Verify message shown at the top of page indicates
Confimalon: 4000062361 a successful posting.

E}Create invoxe  [YCopy - Dmplay Document Fiow || & Prmt  Download

Commulstion and Collaboration NOTE: Yellow warning messages can be ignored.

Basic Data Sarvice Information

Confirmation AD00002361 Service Agent Name

Name WS124C17C0043 Service Locason 01APR2017-30APR2017
Date 051872017

Purchass Order No 2700000035

Status

Accepled by Customer

Penod of Performance from Date Period of Performance fo Date

o127 0473072017

3a. Next step, select “Create Invoice”

Number CLIN SLIN ACRN Status Product Type  Line Type Descnpbion Quantay Quartity Ordered  Open Net Value

- D004 AL Accopled Clean hoimaets 500 00USD
DDO4 AA Accepted  Service Standard Line  Clean heimets 1 000 each 10,000 each 9 000 each oUSD

- 0005 AB Accepled Paint helmets 1.000 00USD
D005 A8 Accepled  Service Standard Line  Paint helmets 1.0008ach 10,000 each 9.000 sach 1,000 .00USD

R SRS 4 500 COUSD
Partner Inform| ALE R I
Partrar Invoice data is defaulted from the submitted Confirmation.

Sold-to Party

Do NOT change Quantity or Net Value on the invoice because it must match Confirmation for payment certification.

Ship-To Address

If invoice is incorrect, select “Cancel” before sending invoice, then go back and “Cancel Confirmation”.
Create a new Confirmation for the corrected quantity delivered, then submit a matching invoice.
NOTE: the COR might need to reject the receiving report before you can re-submit if you do not
have enough open. Once the COR rejects the receiving report, the funds will return for availability. 24




Step 3b. Create E-Invoice

» Process invoce

Procans evln; SMOSAL : 3b. A system generated sequential
WSend &Save X Cancel | Update Prces | &Print  Download . 3 . .
Number is assigned to the invoice.

Communication and Collaboration

Ganeral Information

Optional: You may change the defaulted sequential

SE A . ‘ Number to your internal vendor reference number to
Number 5000000941 " .
help you recognize your payment. The Number will be

Nama WS124C17C0043
Date 05182017 on the payment addenda record. Number must be
Etonma! fuliinmca o 4700000035 unigue, so suggest to begin with your 5 digit vendor
Slitus in Process

= CAGE code.
Urplanned Delivery Costa 000 uso

Purchasing Vendor invoging Party Penod of Parformance from Date Penod of Perdormance to Date
INEBD INEBD 04012017 0402017
Ham Oveiview
Number CLIN SLIN ACRN  Product Descrpton Quaniay Unit of Mea Net Value Tax Price | Prce Per - Extemal Refe Purchase Ord
0004 A% Clean halmets 1.000 Actv umit 500 00 USD Tax Exemye {50 1EA 4700000035 0000000010 T3
0005 AR Faint hemats 1.000 Azt unt 1.000.00 USD TaxExemye 100 1EA 4700000035 00000000 T3
Nat Vaus

Unplanned Delvary Costs

Tax
Gruss Pnce
Parnner Information
Pactree Numnber Name Strest House Numiber PostiCods Cily Telephone Fax E-mal
Sold-10 Party 259 UNITED STATE
Ship-To Address 250 Fort Banrng Fon Benring 31905 Columbas



Step 3c. Create E-Inv

Process Invoilce: 5000000941

@5end  [JSuve | XCancel Updste Preces &Pt Downsoad

Commar 2 and Collabaration

Ganatal Information

Baskc Data

oice

Terms of Payment

Paament e Dacy Llacounln S

Number INV&TM)

Name WH24CTC004)
Date 052017
External Relerence Nc 4700000024
Satus

In Process

3c. When Gross Price is verified, select “Send” to send
the document to DFAS for payment.

NOTE: If “SAVE”, document is NOT sent to DFAS, but saved in
SUS for later submission or cancellation.

Purchasng Vendor Invoing Party
INEBD INEB(

Item Overview

Numbes CLIN SLIN ACRN Proguct Descrption Quantity
0004 AN Clean helmets 1.000
0005 A Pamt neimats 1.000

Paaod of Performance Yom Date Panod of Performance 10 Date

Qa4 2017 A02047
Unit of Mea Net Value Tox Price / Price Par Exernal Refs Purchase Ord
Actry un 50000 USD TaxExemy= 060 1EA
Activ. umt 1,000 00 USD TaxExemyw 100 1EA

Net Value

Unplanned Delvery Costs
Tax

Gross Price 1500 00USD

NOTE:

and notify Acceptor to reject.

Do NOT change Quantity or Net Value on invoice since it must match Confirmation for payment certification.
Do NOT enter “Unplanned Delivery Costs” since delivery costs must have a separate funded CLIN. Scroll
down to enter payment terms for discounts offered if included on awarded contract.

If Quantity or Net Value is incorrect, “Cancel” and do not send invoice. Go back to “Cancel Confirmation”

Must “Create Confirmation” again for the corrected quantity delivered, then submit a matching invoice.

26



Step 3d. Create E-Invoice

Verify message shown at the top of page

i, ok ko g | o indicates a successful posting.
Display Involce: 5000000941
Set Status | [Copy Create Credit Memo | Dwplay Document Flow | @ Pt Download

Note: Yellow warning message can be ignored.

Communication and Collaboration

General Information

Basic Dota Terms of Payment

Verify.message,shown at the top of page indicates
: a’successful’fosting.

Document Sent NOTE: Yellow warning messages can be ignored.
Document Senl v

sonad Dakvary Costs o oo USD

3d. SUS notification to Acceptor and invoice submission complete.

NOTE:

Status = “Accepted by Customer” means successfully sent to GFEBS. No need to change.

Acceptor is notified of Inbound Delivery created from Confirmation submitted after nightly background job.
Email acceptor with any required attachments or to notify earlier than next day of submitted documents.
Acceptor should post acceptance (or rejection) within 7 days per the DFARS.

Notification of acceptance should be received via WAWF email and shown in “Display Document Flow”
(see examples — Slide #38)
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Steps to Create ASN and Invoice when
the CLIN has the

Goods box checked.

Note: for Services, go to slide # 20 to Create Confirmation and Invoice




Step 2a. Create ASN for Quantity

A P e ey ~emry ey Verify message shows at the top of page indicates
ot Yow s o e e sty 4 a successful posting.

Parchase Order: 4700000035
rmaw Confwmaton  Daplay testory  Owpay Docoment How SFnm  Downoad

NOTE: Yellow warning messages can be ignored.

C otan and Collabocstion

Ganeral Infolypensos

Basic Dota Twrms of Paymant
Parchase Order O 17000000 Payment it Days Discot m %
x
Number 1000001030
Namw WH126C 1700043
O 1 )
Terms of Dellvery
Sutue Lontrmes Incstwrm Locion
F » Documeess
-

hern Oveiview

* Expand All |+ Colupee At

Nue QUN SN AC PO Quanary Purchase Order V Confernad Qu Pice Confirmea
000t A 4000 00USD { Do 1 0
002 AA 00 00 USD 0g ¢

003 AL 200 00USD DO o
Lo} AA o D 000 ¢ e
“ o i =
i AS rfrmed 0A o~ X pst
DO AL hmea 10000 0 \
000LSD
20,100 20 USD
whuw (Total of ol Do) 20 100 O LUSD

2a. Next step, select “Create ASN” (Advanced Shipping Notification).
This action creates document similar to WAWF Receiving Report.
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Step 2b. Create ASN for Quantity

i ai AP
1 Suppher > Lt of Suppherns > Stant Page > play Purchase Order > Process ASN
Display ASN: 3000000900
| # Goods Delivered 1o Recipient | [EJSave | X Cancel | SPnmt| Downioad
General Information
Basic Data Delivery Information
Number 3000000900 Delvery Date (Expected) 051182017 i 08.00
Name WE124C17C0043 Shpping Date 051182017 ™ 08.00
Date 051182017 Means of Transport I E
Status Creatad Transport ID Code
Ba of Lading
L}
Pengd of Performance from Date Penod of Parformancglto Date
L n L al
Itam Overview
Select All | Desslect All | Propose Outstandng Quantitbes
Number CLIN SLIN ACRN Descripbon Quantity Unit of Measure Gooos M Servee ] Purchase Order Purchase Order llem Selecton
( 0001 AA Knee Pad G each ~ 4700000035 20 o r
D002 Al Elbow Pada 0 each r 4700000035 30 e | r
0003 AA Halmeat & 0 each = 4700000035 50 o o

*' 2b. Enter the Delivery Date of any Goods CLINS delivered
and/or
enter Period of Performance (to and from) dates of any Service CLINS provided using

the calendar drop down.
Period of Performance dates will populate automatically in the Bill of Lading field.
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Step 2c/d. Create ASN for Quantity

ey
—
f e » Process ASN
Display ASN: 3000000500
| Goods Delivered 1o Recipient [l Save M Cancel SPrimt Downdoad
Aenelnl Information
Bsic Data Delivery Information
NEMbDear 3000 200 Dealivery Date (Expecied) 05/1872017 3 08 00
Name 9124C17C0043 Shippeng Date 05182017 ™ 08.00
Djte 05182017 Maans of Transport I 2
Sgptus Created Transport 1D Coge
Bill of Lading
Fpriod of Performance from Date Penod of Performance to Date
L | L&)
‘. Aow 20717 »
e Ty e TH Fe S B
jtom Overview & ~
» s
Salkct All | Deselect All | Propose O :: 2
Nugnber  CLIN SUN ACR :: 9.3 Quantty Unit of Messure Goods or Service  Purchase Order Purchase Order Nam Selection
D001 AA sach = . 4700000035 20 a2 -
0002 AL each L: ~ 4700000035 & | r
0003 AA ' . each ~ = 4700000035 50 " o

2c. Enter Quantity delivered.

In “Quantity” field, enter the quantity of goods shipped or service(s) performed if awarded as Months,
Hours, etc.

2d. Check entries and select “Goods Delivered to Recipient” to send the document to acceptor.

NOTE:

- Do NOT change the defaulted 300000* Number.

- If you select “SAVE”, document is NOT sent to assigned acceptor, but saved in SUS for later submission or cancellation.

- Acceptor will be notified via email the following morning.

- If you are required to send acceptor attachments, you must send an email with attachments directly to acceptor listed on contract .
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Step 3a. Create E-Invoice

5 y
o P S oot P o Verify message shown at the top of
o Info Your changes have been adopted successfully page ind icates a Successful pOSti ng .
Display ASN: 3000000900
$8Oanel |} Conste bwoice;|{{)Capy | | Displey Dovemest Flow] | | vt { Downiond NOTE: Yellow warning messages can be ignored.
Genaral Inf
Basic Data Delivery Information
Number 3000000900 Deirvery Date (Expected) 05/18/2017 08.00
Name W9124C17C0043 Stupping Date 05182017 0800
Date 051182017 Means of Transport I j
Status Sent Lansoont 10 Code
Bil of Ladng D1APR2017-30APR2017
"
Ponod of Petformance from Date Pariod of Performance to Date
12017 04302017
Itamn Overview
Quantity Goods or Sarvice  Purchase Order Purchase Order

Number CLIN SUIN Product  Description

| 3a. Next step, select “Create Invoice”
| Note: Bill of Lading field will populate with Period of Performance entered on ASN

Partr

**ALERT**

Invoice data is defaulted from the submitted ASN.
Do NOT change Quantity or Net Value on invoice because it must match ASN for payment certification.

If incorrect, select “Cancel” before sending invoice, then go back and “Cancel ASN”.

Create a new ASN for the corrected quantity delivered, then submit a matching invoice.

NOTE: the Acceptor (or COR) might need to reject the receiving report before you can re-submit if you do not have
enough open quantity. Once the Acceptor (or COR) rejects the receiving report, the quantity will be available.
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Step 3b':.'"Create E-Invoice

> List of Suppie > Start Page > tof f jors » splay § jor > Desplay ASN > Process Invokce

Process Invoice: 5000000940
wSend ESave X Cancel

Update Prices | &Prnt  Download

3b. A system generated sequential
Number is assigned to the invoice.

Communication and Collaboration

General Information

Optional: You may change the defaulted sequential

Basic Data

S, £000000540 INV-236743 Number to your internal vendor reference number to
Name WS8124C17C0042 i i

Date pidsmonid help you recognize your payment. The Number will be
External Reference No 470000003 on the payment addenda record. Number must be
Status In Process

unigue, so suggest to begin with your 5 digit vendor
CAGE code.

Unplannad Delivery Costs 0 00
| New PoP fields auto-populate from ASN |
Purchasing Vendor invoicing Party Period of Performance from Date Pernod of Performance 1o Date
INEBOD INEBD 04012017 043072017
Ham Overview
Number CLIN SLIN Product Descripton Qunntity Unit of Mes Net Vakue Tax ! Price Per  External Refe Purchase Ord
! 0001 Matersal  Knee Pads 500 each 500 DOUSD Tax Exempw 1EA 4700000035 20
0062 Material  Ebow Pads 200 ench 60 DOVUSD Tax Exemj~ 10EA 4700000035 30
0003 Matacenl  Haimet Covern 1.000 wach 20 D0USD Tax Exemjw 100 EA 4700000035 50
Neot Valuw 580 00O USD
Unplanned Delvery Costs o0 00uUsSD
Tax 000USD
Gross Price 580 00O USD
Parnwr Information
Partner Number Name Street House Number PostCode City Tolephaone Fax E-mail
Soldae Pary 259% UNITED STATE
Ship-To Addross 259 fFort Benning Fort Benning 31904 Columbus

a9
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Step 3c. Create E-Invoice

N > Procass invoice

Process Invoice: 5000000940

@Send ElSave XCancel | Update Prices | &Pt Download

Commune 3 and Collaboration

General Information

{ document to DFAS A/P.

Number NV

Name

External Reference No 47000

Status .| submission or cancellation.

e =15 NOTE: “SAVE”, does NOT submit to DFAS for payment, but saves in SUS for later

3c. After verifying expected Gross Price, select “Send” to send the

Purchasng Vendor invorcing Party Penod of Performance from Date Penod of Performance 1o Date
INEBD INEBO 04012017 043072017
Number CLIN SLIN ACRN Product Dascnplion Quantity Unit of Mea Neot Value Tax Price | Poce Par  Extamal Refe Pu

o001 an Matenal Knee Pads £00 sach S00 00USD Tax Exomj- 100 1EA 4700
0002 AA Matenal Elbow Pads 200 esach 60 00USD Tax Exemyw LR 10EA 47000
0003 AA Matanal Heimet Covers 1.000 &ach 20 00UsD Tax Examjw 200 100EA 4700C

Net Value
Unplanned Delivery Costs

Ty

rchase Ovg

20
30

50

I Groas Prce

d@a

NOTE:
DO NOT change Quantity or Net Value on invoice since it must match ASN for payment certification.

DO NOT enter “Unplanned Delivery Costs” - delivery costs must have a separate funded CLIN.
Scroll down to enter payment terms for discounts offered if included on awarded contract.

If Quantity or Net Value is incorrect, “Cancel” and do not send invoice.
Go back to “Cancel ASN” and notify Acceptor to reject.
Must “Create ASN” again for the corrected quantity delivered, then submit a matching invoice.
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Step 3d. Create E-Invoice

B Your changs e b st i only | s Verify message shown at the top of page

Display Invoice: 5000000940

S st oy Crone Gt hene | Dy Decsment e | S0 sonnees | INAICALES @ SUCCESSTUI pOSTiNg.

Communication and Collabocation

NOTE: Yellow warning messages can be ignored.

General Information

Basic Dats Terms of Payment

N . NAETLY

Numbec NV 236742 Paymert in Oays Discount in %
Name Wa124C 1700043 1) 0 000

Date 05182017 0 0000
Extarnal Reforence No 4700000025

St Document Sant

Seatus (New Documant Sant -

Unplanned Delivery Costs 100 USC

3d. SUS natification to Acceptor and invoice submission nhow complete.

Purchasng Vendor Invocng Party Penod of Performance from Date Panod of Parormance o Date
INEBO INEBC 012017 .

Status = “Accepted by Customer” means successfully sent to GFEBS. No need to change.

Acceptor is notified of Inbound Delivery created from ASN submitted after nightly background job.

Email acceptor with any required attachments or to notify earlier than next day of submitted documents.
Acceptor should post acceptance (or rejection) within 7 days per the DFARS.

Notification of acceptance should be received via WAWF email and shown in “Display Document Flow”
(see examples — Slide # 38 and # 46).
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Verify Documents Posted

Check Payment Status

Printing & Saving SUS Documents

Create Credit Memo to Cancel Invoice



Verify Documents Posted

u > Stant Page

[Purchase Ceges ~ 7 Search

All Sched Agreemt Relnases

of Guli o All ASNs

All Confrmaetions

Select “Home”
Select “All Invoices and Credit Memos” to view listing of documents and status
Select “All Purchase Orders” to view listing of PO documents
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Display Document Flow

» Disgiay mvocs
o Nk YOUr ENAngas NAve esn 050k sucessiuly

Desplay nvoice: 5000000931

St Sane  (DCopy Cress Cres! Meno

apayy Doc ]
Communication and Collaboration \

Ganersd indonnaton

SO (Ooerzosd

Basic Dota Temms of Payment
Narcer Payment in Days Discount in %
me 04112095 n 0000

Decuyraar Sent

Accopnod by Customer -
ot B e
Purchasng Vencor Imescng Party
SLs0oan SUSC04N

1w > Display Documees Flow

Document Flow

Document Name Documant Date Total Vialus

VWINRESISL 12015 IS Confrmea
04112016 0411206 Sern
- 15 0412016 Document Sert

W3ITHESH

W3THEST

WITHES 15004112015 4112016 Accopied by Customes
WIATHES 15004112015

N3 04112016

W3THES 16004112016

Deocursnt Typs

Document Sert
New
Sert

NOTES:

Lists all documents posted against the PO.

If document status “In Process”, document is NOT sent, but saved in SUS for later submission or cancellation.
If no documents are shown, ensure “army.mil” is added to Internet Explorer > Compatibility View Settings.

To refresh, select Home > Display All Purchase Orders, select PO and “Display Document Flow”. 38




SUS “Check Payment Status”

Select Invoice from listing to Display Invoice.
Scroll down and select “Check Pﬂ‘ment Status” for real-time status

= Terms of Payment

Daie imowed Arosnt E£0C 7l Documest Imvore Pyt Stzhis CheckiErT Date ChetkEFT# Peplatenent Date

B Payment may not yst ksve beza o

Check Payment Stahus

Reptecement Chic No

NOTE: you will receive an error as shown below until acceptance has been performed

O Emors:  Related invoice cannot be determined in back-end system

Invoice will show “Submitted” with GFEBS document number after acceptance

Payment Status

Date Invoiced Amount Paid Amount Status ECC FIDocument Invoice Pymt Status Check/EFT Date Check/EFT# Replacement Date Replacement Chk No
03/05/2012 2,48595 USD ' 2,485.95 USD Open 5105601751 Submitted 1
| Check Payment Status |

After certified for payment and disbursed, SUS Display Invoice Pymt Status is
“‘PAID” with date and EFT payment reference/TRACE number

= Tems of Pzyment

Date Invoiced Amount  Paid Amount  Status ECC Fl Document  Invoice Pymt Status  ChedvEFT Date  Chedo/EFT # Replacement Date  Replacement Chk Mo
03/05/2012 248595 USD 248595 U5D Paid (5105801751 PAID 03/05/2012 08881224

Chedt Payment Status

39




Printing or Saving SUS Documents (Optional)

@ 5 yy 5 o o g 5
Select “Print” to view/save a PDF of your shipping document or invoice
M t ’ Hoee | Font | Help | TAG | L ‘ ,- y E?
Subpiee » | of Sot % > S5l wdity T 50 Orther > Disprlay Dot Floaw > Deglay ASN
Display ASN: 3000000542
Cowates ivace | [[YCopy  Drvsplay Docummnt Flow
Ganeral information
Basic Data Delivery Information
N 0000 Delvery Dats (Expecied] 0RCR0%5 98 00
Narme WITHES 15004112016 Shwpeang Dike n80QA0% 2500
Date 08M22016 Moans of Transport
Stasus et Tranaport 1 Code
B of Ladng
Iem Overview
Nirmbee CAN SUN ACRN Product Dwecrpton Quandty Purchase Order No Purchass Order Bem
0001 AB AA 60417 teer foxch 4250000437 10
Partner Information
Partner Number Name Syect Houze Namber PosiCode Cty Takephooa Fax E.mas
Pasty P} UNITED STATE
Ship-To Address %0 BPOBN BCOABNP . BLDG J 2050 COOK ST 253105000 FT BRAGG
Do you want to open or save susdoc.zip (1.99 KB) from sapqr4ci.gfebs.altess.army.mil? Open | Save |v| Cancel

mEE
L:‘j:i \::; | 1, = Microsoft ~ Windows ~ Temporary Internet Files ~ Content.IES ~ TVAKNSIO = susdoc - ml Search susdoc E
Organize *  Extractall files = + O @
. Favarites Name * Type | Compressed size | Password p... | Size
B Desktop % asn_3000000842 Adobe Acrobat Dacument 4KB Mo 9K
4. Downloads




Supplier Inc. Shipping notification
5555 Kingstowne Village Parkway
ALEXANDRIA VA 12345 information
USA Description: W37HES16D04112016
Shipping notification number: 3000000942
Date: 08/02/2016
Contact person: Supplier Inc.
Telephone: 123-123-5678
Fax:
E-mail: supplier@mail. mil
Ship-to address
UNITED STATE
0000000259

s Example of PDF for ASN

Delivery information

Bill of lading Means of transport Transport ID

Delivery date Delivery time Shipping date

08/02/2016 08:00:00 0810272016

Shipping notification details

Item Product number Description Product type Revision level Quantity Unit
Order number/item Supplier product no.

10 160411 SUS item 4 EA
4550000437/0000000010
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Creating a Credit Memo to Cancel Invoice

Display Invoice and select “Create Credit Memo” to cancel an invoice
/

Display Invoice: S000000532
Set Status | [Copy Onplay Document Fiow | || &Pt Cownioes

Communicabon and Collabotation

General informaton

Basic Data
X 5000000922
m WITHES
DAM2201
e 4550000600
Detumant S
s (Ne Azcepled by e
Unplanned Oelvery Cos 0
Purthasing Veador g P
0407

Sequential Number will default.
Change to original invoice number + “CM”
l.e., 5000000932-CM, 1A234-1000-CM, etc.

Select “Send” to send Credit Memo to DFAS A/P to clear against the invoice
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SUS Support Contact Information

For Technical SUS help, contact the GFEBS Helpdesk:
armygfebs.helpdesk@mail.mil_or (866) 757-9771

SUS Pilot Support team:

Quyen Mark — quyen.t.mark.ctr@mail.mil or (703) 545-9068
Mike Menchaca — michael.w.menchaca.ctr@mail.mil or (703) 545-8895
Dan Carroll — daniel.m.carroll14.ctr@mail.mil or (703) 697-3775
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WAWE Vendor History Folder

IAWF vendor folder is updated hourly

il show Invoice status “Processed” meaning posted in Accounting & Entitlement system
il show Receiving Report status as “Submitted”

Wide Area Workflow 5.2

User  Yensar Dgcumsrtation Losksp Logsul

Vendor Documents from Active Folder for XXX’ (2 items, sorted by Contract Number)

B T ) e e T 2 ey
GFEBSPIP I XHXXXX KXXHKXAXXN s 5000009109

GFEBSPZP  Recewing Rapert xm XRXHXK XRXORKNE 000000233 20120308

WAWF Receiving Report status updated “Accepted” when Acceptor posts in GFEBS

Wide Area Workflow 5.2

User Vendor Documentation Lockup Legout

Vendor Documents from Active Folder for "XHXXX (1 items, sorted by Contract Number)

mm Vendor (Payee) m DUNS+4 m Contract Numbera | Delivery Order | Shipment Number w Shipped | Accepted Status

GFEESP2P  Receiving Report )5 0.6 ¢ OO 4000000233 2012-03-06 2012-03-06 | Accepted
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Within approximately 1 hour, should receive E-Mail from WAWF providing Confirmation #
From: RA2NOREPLY @ecedi.nit.disa.mil [RA2NOREPLY @ecedi.nit.disa.mil]
Sent: Tuesday. March 06. 2012 12:59 PM
To: . .
Subject: XHIRIFODPRNIC YOBOEKRR 4000000233 \GFEBSP2P'Accepted

Action System: GFEBSP2P

Document Type: Receiving Report

Acceptance Date: 2012-03-06T00:00:00.000 0000
Processed Date:

Contract Number: ¥ RX IO

Delivery Order:

Vendor CAGE Ext: ¥X08%8

Shipment Number: 4000000233

Shipment Date:
Invoice Number:

Invoice Date:

Has been Accepted on . Status is Accepted.

Thank you for your prompt attention.

Access the site at https://pvthon.nit.disa.mil

THIS IS A SYSTEM GENERATED EMAIL MESSAGE. PLEASE DO NOT RESPOND TO THIS EMAIL.



E-Mail from WAWF to vendor showing Invoice Posted in WAWF History

From: RA2NOREPLY @ecedi.nit.disa.mil [RA2NOREPLY @ecedi.nit.disa.mil]
Sent: Tuesday, March 06, 2012 3:21 PM

To: ' ' -

Subject: WRIGAHDRROOER ' ¥¥X30dd \CI''5000000100'GFEBSP2P Processed

Action System: GFEBSP2P

Document Type: Invoice

Acceptance Date:

Processed Date:

Contract Number: WRIGOHXROIOER
Delivery Order:

Vendor CAGE Ext: {HXXX

Shipment Number:

Shipment Date:
‘ Invoice Number: CAGE-123456

Invoice Date: 2012-03-06

Has been Processed on - Stamus is Processed | \10aning posted in the Accounting & Entitlement system

Thank you for vour prompt attention.

Access the site at https://‘pvthon nit disa. mil

THIS IS A SYSTEM GENERATED EMAIL MESSAGE. PLEASE DO NOT RESPOND TO THIS EMAIL.
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Step 1b.Reject Lines Fully Invoiced in WAWF

Ganeral Information

Basic Data

Purthase Ordee D

v A.VQ“‘M,M

NOTE: If any lines shown on SUS PO were fully invoiced in WAWF, must first:

select “Reject” (RED X) in Item Overview section below for each closed CLIN
Click “Send”
Then continue with steps to acknowledge/confirm all items shown on slide #17.

Folkow-On Documests

Bem Ovarview

& Conbrm Al lees B Finect Al saew 1 Feset A3 ke

Numbar N
Goot
oM
oo
0002
Partnar Infomation
Patrer Number
Soid o Party 289
Shp-To Addeess 259

WITHESHECOR25

Red X to “Reject”

Ll
in Procoss
=
h Expand Al Colages A
SUN ACRN
AR A
Aa AN
AB A ©
AB AN
Name Sremt
UNITED STATE
BLATCT™M REARHD BLDG %510 PATCH RO

Statn
s In Process
In Process
S In Process
In Process
House Numbar

Prodact Shon Text

Nat Value {Unconfrmed tems|
Nt Viaiue (Confymed Banms
Nat Vatus (Total of a8 hems)

PostCade Cay

Teems of Delivery

cctenm

PO Quantey Puchasa Or

1000 Actie . 50.000 00USD
5000Acre  50000.00USD
1000 Actr: urt - 30,000 00USO
30 000 000 Actre 30,000 00USD

Telophone

THRO4-E0 FORT ELGTS

Corfermed Q

1.000
£,000
1.000
30600 000

Fan

Locmon

Unt of Measise  Raguired on

Acty url
fcre
At umt
Aty il
80 000 LeUSD
Q0zusD
80000 e uso

Comdmmed for
anecos

BNS0E
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