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Welcome to Wide Area Workflow e-Business Suite.   
This demonstration contains audio narrative.  Please adjust your volume accordingly. 
 

 
This presentation provides an overview for creating an Acceptor Initiated Miscellaneous Payment Voucher for Federal Entity: 
e.g., Federal Employee or Military Member, including Retirees. 
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The Government Acceptor selects the Create Document link from the Acceptor's drop-down menu. 

 
The Contract Information page is displayed. 
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The Acceptor selects N from the Contractual? drop-down list . 
 
The Acceptor does not enter a contract number.  A unique "Misc. Pay Control Number" is automatically generated by iRAPT. 

 
The Acceptor selects the appropriate Ship To Code from the drop-down list.  

 
  

http://www.demo-builder.com/


GovCreateMpDocumentFedSsn Page 4 of 23 
 

Built with Tanida Demo Builder 
www.demo-builder.com 

 

 
To create a Miscellaneous Pay Voucher, the Acceptor clicks the radio button for Misc. Pay. 

 
The Acceptor clicks the Next button to continue. 
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The Miscellaneous Payment Voucher Flow Selection page is displayed.  

 
The Acceptor selects the Federal Entity: e.g., Federal Employee or Military Member, including Retirees radio option. 
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The Acceptor then clicks the Next button to continue. 

 
The Pay DoDAAC page displays the FOUO (For Official Use Only) -Privacy Act Statement warning the Acceptor the 
information is protected under the Privacy Act of 1974. 
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The Acceptor enters the Pay Official Location Code. 

 
The Acceptor clicks the Next button to continue. 
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The Routing page is displayed.  
 
The following fields are mandatory for an Acceptor initiated Misc Pay on behalf of Federal SSN: 
 
· Social Security Account Number  
· Social Security Account Number Confirmation 
· Agency Accounting Identifier 
· LPO DoDAAC 
· Misc. Pay Type Code 
 

 
The Acceptor enters the Routing Code information and selects the Misc Pay Type Code / Description from the Misc. Type 
drop-down list. 
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Admin DoDAAC is optional.  If the Admin DoDAAC field is left blank, the system will default the Admin By DoDAAC to the 
Service Acceptor DoDAAC. 
 
Invoice Number is an optional field.  The Vendor may enter the unique Invoice Number.  If the Invoice Number field is left 
blank, the system will default the Invoice Number to the Misc. Pay Control Number. 

 
The Acceptor clicks the Next button to continue. 
 
After the Acceptor clicks the Next button, Wide Area Workflow will query the Corporate Electronic Funds Transfer (CEFT) 
database in an attempt to populate Payee Address Information into the iRAPT application.  
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If the query to CEFT returns an EFT Waiver for the Payee, iRAPT will provide the following message advising the document 
can not be processed in iRAPT: 
 
Creation of the Misc Pay will be prohibited. 

 
There are 4 Payee data fields that are required to be populated from CEFT: 
 
Payee Name 
Bank Routing Number 
Bank Account Number 
Bank Account Type 
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If the query to CEFT returns no data for the Payee SSN / EIN entered, then a message is given advising there is No match 
found in CEFT.   
 
The Acceptor may cancel the Misc Pay create or continue.If the Acceptor chooses to continue creating the Misc Pay with 
incomplete CEFT data, the Misc Pay will be placed in "Suspended CEFT Status" until the Payee data is updated in CEFT and 
the Acceptor reprocesses the Suspended CEFT Misc Pay from the Suspended CEFT Transactions Folder.For more information 
regarding Reprocess of a Misc Payment Voucher, please refer to the Reprocess Of a Misc. Pay Document demonstration. 

 
If the query to CEFT returns all four required CEFT data fields for the Payee SSN/EIN entered, the Voucher tab will be 
displayed without messages.   
 
The Misc Pay can be created and submitted as usual.  
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The Acceptor enters the Quantity Invoiced, Unit of Measure, Unit Price and Description for the Line Item. 

 
The Acceptor may select to Delete the current Line Item by clicking the Delete Line ID link.  
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The Acceptor may select the Add Line ID to add additional Line Items. 

 
The Acceptor can save an incomplete document by clicking the Save Draft Document button. The Save and Continue 
functionality allows the user to save the document in its current state and either continue working on it, or come back to it at 
a later time. For more information regarding Save and Continue, please refer to the Save and Continue Overview 
demonstration by clicking the Information button.   
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The Acceptor clicks the Addresses tab to go to the Addresses page. 

 
iRPAT will pre-populate the Payee Address fields with the data available in CEFT.   
 
Data populated from CEFT can not be modified. 
 
Payee data fields that are not pre-populated from CEFT must be entered manually.  
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The Acceptor enters the Payee data in the mandatory fields. 

 
The Acceptor clicks the Comments tab to go to the Comments page. 

 
  

http://www.demo-builder.com/


GovCreateMpDocumentFedSsn Page 16 of 23 
 

Built with Tanida Demo Builder 
www.demo-builder.com 

 

 
The Comments page allows the Acceptor to enter Miscellaneous Payment Voucher comments. 

 
The Acceptor enters comments then clicks the Attachments tab to go to the Attachments page. 
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The Attachment page is now displayed. 
 
Note: Attachment is mandatory for Miscellaneous Payment Vouchers created by the government on behalf of a non-federal 
entity with a CAGE or with a SSN or EIN that is not from a System of Record. 

 
The Acceptor clicks the Browse button to locate the file that is to be attached. 
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The Acceptor clicks the Upload button to attach the selected document. 

 
The attachment is now saved on the document.  
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The attachment may be viewed or deleted by clicking the View Attachment or Delete Attachment links. 

 
The Acceptor can click the Preview Document tab to View the entire document. 
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The Preview Document page is now displayed. The Preview Document page provides a full representation of the document.   
 
The Acceptor can scroll the contents of the tab to review the document. 
 
If the Acceptor notices an inaccuracy after reviewing the invoice information, the Acceptor may return to the appropriate tab 
to correct the information. 

 
The Acceptor can expand all document sections by clicking the Expand All link.   
 
The Acceptor can collapse the contents of the tab by clicking the Collapse All link. 
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All document sections are now collapsed. 
 
The Acceptor can expand and collapse individual headers by clicking on the section headers. 
 

 
The Voucher Information section of the document is now expanded. 
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The "Submit" button is available on every tab. 
When the Acceptor has finished reviewing the document, the Acceptor can submit the document to iRAPT by clicking the 
"Submit" button. 

 
After the Federal Misc. Payment Voucher has been submitted, the iRAPT system informs the Acceptor that the submission 
was successful.  
 
E-mails, FTP and EDI notifications were sent as applicable. 
 
The Acceptor may add more email addresses by clicking the Send Additional Email Notifications link. 
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This concludes our demonstration. 
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