Instructions for DCMA Wide Area WorkFlow (WAWF) Group Administrators (GAMs)
(Modified to change procedures for granting DCMA AdminBy View Only Role to non DCMA Personnel and added procedures for granting access to DCMA Procurement Technicians)   

1.	To activate a DCMA GAM a completed DD Form 2875 is needed.  This form is available in the “Registration Help” Link of the WAWF web page. The GAM should attach the DD2875 to the activation action.
    

2.	To activate a DCMA WAWF user, a DCMA GAM needs an e-mail from the user’s supervisor requesting the user be activated.  The GAM should also check both the user and the supervisor are in the DCMA Global Address list.  The GAM should attach the e-mail to the activation action.
 
a. Procurement Technicians at a CMO are responsible for entering the Receiving Report corrections into MOCAS and will need Inspector role access for the different CMOs at which inspection/acceptance is done.  The WAWF role activation record should have comments added (either by the requestor or the GAM) that state why the Inspector role is being activated.  

b. The DCMAI Region GAM will activate DCMA personnel with “centcom.mil” email account. 

3.	To reset a password a GAM should check if the user is listed in the DCMA Global Address list. 
	
4.  	To activate a Military Service or DoD Agency user (any users without “@dcma.mil” or “centcom.mil” in their email address) GAMs should refer them to the DCMA FIRM GAM acting on behalf of the CMO Region.  The GAM should attach the DD2875 to the activation action.

a. Non DCMA users should be encouraged to request Issue By WAWF access in their own organizations instead of DCMA access.  

b. A DD2875 be attached to the WAWF registration.

c. For DCMAI DODAACs, including Canadian DND users, the DCMAI Region GAM will perform this function.
 
5.	To activate a DCMA Government Support Contractors (a contractor who is on
contract to perform a function/task for DCMA) a DCMA GAM needs an e-mail from the
user's supervisor requesting activation.  The GAM should also check both the
user and the supervisor are in the DCMA Global Address list.  The GAM should
attach the e-mail to the activation action and the role should be a view only role.  

6.	To activate a USDA Inspector as a DCMA CMO Inspector, a DD Form
2875, is required.  The GAM should attach the e-mail to the activation action.

