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What is Supplier Self-Services (SUS)?

• SUS is a Vendor 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
 Improves 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, real time visibility of open amount and invoice processing status
 Prevents delay in acceptance posting in GFEBS
 Eliminates manual intervention to improve auditability
 Reduces interest penalties



Log into WAWF, the DoD single face to industry for submitting invoices, as normal

Same screens for normal WAWF invoice entry and SUS invoice entry



Enter user ID and password 
Management of allowed users remains with WAWF administrator

Same
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Same

Select “iRAPT”
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Once in iRAPT, select “Vendor“ and “Create Document”

Same



CAGE / DUNS number defaults from logon
Enter contract number type, contract number and delivery order
Select “Next”

Same

W9124712P0091DoD Contract (FAR)



Contracting awards (or modifies administratively) to the new SUS Pay Official = HQ0678
Pay Official HQ0678 directs user to GFEBS P2P for SUS invoice entry instead of WAWF
Select “Next”

Same

DoD Contract (FAR)



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

Select “Open GFEBSP2P in new window”

NOTE: First logon will return an error message since sending logon information to SUS
Please close error screen and re-try

**NEW**



Read notice and select “OK” to be directed to SUS

NOTE: First logon will return an error message since sending logon information to SUS
Please close error screen and re-try from step #12



From contract entered in WAWF, the PO is shown 
If multiple delivery orders, a listing of assigned POs are shown to select from

Important Note: First time in SUS, European format defaults
To update to US, select “Home”



On the Home screen
Select “Own Data”, then “Process”

Change - country, company, telephone, number & currency to US format
Select “Save” 
Ignore any messages shown
Select “Home” again to return to Start Page 

Select “All Purchase Orders” to show list of all documents
Select desired PO



3 Main Steps for Vendor to Submit SUS Invoice for Goods (or Quantity based)

1. Process or Acknowledge award/change
• Only for initial award or mod
• Must acknowledge (or reject) before confirm

2. Create ASN for quantity shipped/delivered
• Select “Propose Quantity” to default open amount
• Enter quantity per CLIN

3. Update invoice reference and send invoice 
• Reference must contain CAGE code
• CLIN quantity and amounts defaulted from ASN
• Accepted amount must match invoice for 

payment certification

CAGE-12345
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Contract number entered in WAWF will direct user to the associated SUS document
Defaults to SUS screen “Display Purchase Order” for the contract, or
a listing of POs tied to the contract where select the correct Delivery Order
PO data is replicated from GFEBS for use to confirm service performed & invoice

1. Select “Process” to prepare Acknowledgment of the PO or change

NOTE: “Process” button will only appear for a new or changed PO 
Must acknowledge (or reject) before can create confirmation

Basic (or header) data is shown with item information of awarded contract



NOTE: Any errors should be reported to Contracting Officer
15

NOTE: Any errors on PO data should be reported to Contracting Officer for correction

PO will show line for each CLIN with Order quantity, unit of measure and Value
Review PO CLIN data to make sure matches award

If any lines exist that are already fully invoiced, select “Reject” for those only and “Send” 
If all lines are open and correct, select “Confirm all items”



Confirmed items will show GREEN check 
Select “Send” to submit
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Message returned and shown at the top of
page to indicate a successful posting

2. Now able to select “Create ASN” to notify acceptor of shipment/delivery
(similar to WAWF Receiving Report)



18

Optional:  Select a “Means of Transport” from the pull down
to enter “Transport ID” or “Bill of Lading” in 
Delivery Information as free form text to Acceptor

PO lines are shown with total “Ordered” amount



Optional: Can select “Propose Outstanding Quantities” to provide
calculated open quantity available based on award, less
previously submitted ASNs and any returns

NOTE: if calculated open quantity is incorrect, contact COR/Acceptor 19

In “Quantity” field, enter the quantity will ship or 
plan to invoice for each  Contract CLIN / SLIN
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Select “Goods Delivered to Recipient” to send to acceptor
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Message displayed at the top stating the confirmation completed successfully.  
NOTE: Warning messages (yellow) are informational and can be ignored.



Optional: Select “Download” or “Print” to include as shipping document
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Example ASN
(Optional to print or save)
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3. Now ready to “Create Invoice”  from the ASN (RR) sent to Acceptor

NOTE: DO NOT change quantities on invoice since it must match ASN for payment certification.
If incorrect, “Cancel” before sending invoice, then go back and “Cancel” ASN 
and create a new corrected ASN before proceeding.
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A system generated number is assigned as vendor invoice number, 
however for payment certification, vendor CAGE must be included. 
IMPORTANT**** Change the system Invoice number to CAGE + reference number  
(up to 14 characters), example “0L524-12345678”

Amount defaults

After review and Invoice number change  
Select “Send”

Total Net Value is also provided
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Message Invoice successfully processed

Acceptor is notified of confirmation submitted
Acceptor has 7 days to accept or reject
Once confirmation accepted, scroll down in SUS Display Invoice to “Check Payment Status”



Optional:
Scroll down in SUS Display Invoice to “Check Payment Status” 
Invoice will show “Submitted” with GFEBS document number for verification
WAWF vendor folder is also updated hourly and will show status “Processed”

Scroll to the right

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

CAGE-12345



Optional: Select “Home”
Select “All Purchase Orders” or “All Invoices”
to view a listing
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Select “Display Document Flow” to view listing of all posted documents 
tied to Purchase Order (or invoice if select “Display Invoice”)
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Vendor System Requirements

• Internet Access
• WAWF user id 

– ID assigned to CAGE code for contract award
– WAWF User ID can be no longer than 12

 Enhancement planned to accommodate WAWF user id limit of 30 characters

– Pay Office on contract is assigned HQ0678 for Army GFEBS SUS
 Will route user to GFEBS SUS vendor portal

• Internet Explorer
– Under Tools > Compatibility View Settings

 Must add “Army.mil”

• First Login will be unsuccessful
– User ID and roles are sent

 Return to WAWF screen and select again “Open GFEBS P2P in a new window”



For Technical SUS help, the GFEBS Helpdesk may be contacted via e-
mail at army.gfebs.helpdesk@mail.mil or by phone 866-757-9771.

Second contact SUS Pilot Support team at usarmy.pentagon.hqda-asa-
fm.mbx.sus@mail.mil

SUS Support Contact Information

mailto:Thomas.P.Riley24.ctr@mail.mil
mailto:Sandra.M.Beeker.ctr@mail.mil
mailto:Richard.m.scatamacchia.ctr@mail.mil
mailto:Leah.M.Crocker.ctr@mail.mil
mailto:Michael.C.Roberts9.civ@mail.mil
mailto:Lynda.Brown@dfas.mil
mailto:Michael.C.Roberts9.civ@mail.mil
mailto:army.gfebs.helpdesk@mail.mil
mailto:usarmy.pentagon.hqda-asa-fm.mbx.sus@mail.mil


WAWF Notification 
&

Vendor Folder updated
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Within approximately 1 hour, should receive E-Mail from WAWF providing ASN #
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CAGE-12345

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



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

WAWF History shows Receiving Report for Confirmation and Invoice
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