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Login to AFWay
1. To login to AFWay, enter the User Name (E-mail address) established during registration and Password that was sent via e-mail, and click on the Login button.  (NOTE: If an incorrect User Name or Password is entered 3 times, the account will be locked.  At this point, contact the Field Assistance Service (FAS) and a new password will be automatically generated and sent via e-mail.  After a successful login to the system, you will be required to change the password.)
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Figure 1. – User Login Page

2. If the password has been forgotten, select the Forgot Password? link.  This screen will be displayed:
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Figure 2. – Forgotten Password

2.1 Enter User Name (E-mail address) and click on the Email My Password button. 

2.2 A temporary password will be mailed to the E-mail address provided during registration.  (If a mistyped or invalid E-mail address is entered during registration, the e-mail will be undeliverable).  After a successful login to the system, you will be required to change the password.

3. If the User Name is forgotten, please contact the FAS Team 5 at DSN 596-5771 for assistance.

Verify Account Information

1. On the User Profile page, click on the option to View/Edit Your Account Information
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Figure 3.- User Profile

2. Verify that you are registered as a Customer, and that your agency is correct.

a. For DOD-Air Force Agency customers, verify your MAJCOM, Base, DRA and ECAN are correct.
b. For NETCENTS only users on AFWAY who wish to expedite the workflow, make sure your ECAN is “CCNC.”
c. Non-Air Force customers only need to verify their agency is listed correctly.

3. If any changes are made, click on the Update User Information button at the bottom of the page.  Then select the User Profile option from the left blue pane.
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Figure 4. – Account Information

Permission To Purchase

1. DOD-Air Force Customers “NETCENTS buying only”, set your ECAN to “CCNC”.

2. DOD-Air Force Customers – To obtain permission to purchase, contact your Equipment Custodian.  The EC will need to add you to their EC Workgroup. 
3. Non-Air Force Customers – To obtain permission to purchase, send an e-mail to afway.pmo@gunter.af.mil.  The AFWay Program Office can grant permission to purchase for active duty and federal employees.

Submit Request For Quote Process

Use the Request for Quote Process on AFWay to submit an RFQ/RFI/RFP.

1. The RFQ process begins by going to the User Profile and clicking on the Submit a Request For Quote link within the My Account tab. 

a. NOTE:  If an error occurs stating that you do not have permission to purchase, follow the instructions listed in the previous section.
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Figure 5. - RFQ Link

2.  The RFQ page is used to input all information that is required to submit a RFQ to the approval process.  
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Figure 6.  - RFQ Page – Required Information

2.1 RFQ Name -  Enter a unique RFQ name

2.1.1 NOTE:  The word “NETCENTS” should be at the beginning of all NETCENTS RFQ Names.  (example:  NETCENTS RFQ For Gunter Services)

2.2 AFWay Vendors –  Select either one NETCENTS vendor or all eight NETCENTS vendors
2.2.1 To select one NETCENTS vendor, scroll down the list of AFWay Vendors until you find the company and contract needed and click on it to select.
2.2.2 To select all NETCENTS vendors, click on the drop down list by the Categories field.  Select “NETCENTS” and all eight NETCENTS vendors will be selected automatically.
2.3 Non-Contract Vendors – DO NOT select any vendors under the Non-Contract Vendor list.

2.4 Rationale – Enter an explanation if only one vendor is selected.

2.5 Description – Enter a full description of the item needed.

2.6 Attachments – Attach any related documents (specifications, SOO, PWS, etc).  First, enter the quantity of attachments.  Then select Browse to attach the document(s).  The RFQ page allows up to 5 attachments that in total are less than 6MB in size.

2.7 Desired Delivery Date – Select a desired delivery date that is later than the current date.  This date will also be the RFQ expiration date.

2.8 Quantity Requested – Enter the exact quantity of the item needed.

2.9 Anticipated Price – Enter an approximate price.  This price will NOT be seen by the vendors.

2.10  Click on the Submit RFQ button to create the RFQ.
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Figure 7.  - RFQ Page – Submit RFQ

3.  The RFQ Successfully Added Page opens with an RFQ ID number.
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Figure 6. -  RFQ Successfully Added Page

4. Go to the RFQ Tab on the User Profile page to check the status of any RFQ that has been submitted.  This tab will also show any RFQ’s pending the approval of the current user, pending the approval of others in the ECAN Approval Process, and RFQ’s that have been submitted to the vendors.  Click on the RFQ ID number to open the RFQ.
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Figure 8. -  RFQ Tab
RFQ Approval Process

Once an RFQ is created and submitted by a DOD-Air Force customer, it will have to go through the Approval Process for their DRA and ECAN.  At each step, an e-mail notification is sent to the approver and the originator.

NOTE:  RFQ’s created and submitted by Non-Air Force customers will go directly to the vendors for responses.

1. The RFQ will go through the following steps in the Approval Process:

i. Equipment Custodian (The EC will need to approve without review)

ii. Base Review

iii. Base Equipment Control Officer (The BECO will need to approve without review)

iv. Approval Official (The AO will need to choose to send the RFQ to the Resource Advisor)

v. Resource Advisor (The RA will need to choose to send the RFQ to the Contracting Officer)

vi. Contracting Officer (The CO will need to enter a Vendor Response Due Date and approve to submit the RFQ to vendors.)

2. Once the RFQ is approved by everyone in the approval process, it is then submitted to the vendor.  The vendor receives an e-mail notification of the new RFQ awaiting their action.  Any e-mail collaboration will need to be done using regular e-mail outside of AFWay and BEFORE the solution is submitted.  Once the vendor submits a solution it cannot be re-done.

3. When the vendor responds with a solution or chooses to decline, an e-mail notification is sent to the originating customer.

4. The originating customer can view a vendor response to an RFQ:

a. From the User Profile, click on the Request for Quotes tab.

b. Click on the RFQ ID number to open the RFQ page.

c. Scroll down to view the status for each vendor.  Click on the plus sign next to the vendor to expand and view their response.

Order Process



Once a vendor is awarded the contract for the RFQ, it can be used to create an order on AFWay.

1. To create an order from an RFQ, the originating customer can go to the User Profile and click on the Request For Quote tab.

2. Then click on the appropriate RFQ ID number to open the RFQ.

3. The next step is to click on the plus sign next to the winning vendor to open their solution.

4. Select the Add to Cart button on the right side of the solution.

5. The shopping cart will appear with the solution.  The quantity can be edited if needed.  If the quantity is changed, click on the Update Price button.

6. When ready to create the order, click on the Checkout button.

7. The shopping cart will close and AFWay will go back to the main window to confirm the ship to and mark for addresses.  

8. Enter any comments to the vendor.  If the addresses and comments are correct, click on the Next button.  (There is also an option for entering multiple addresses, see the AFWay User Manual for instructions.)

[image: image11.png]Confirm Addresses

AFWay

Ship To Address:
Buiding: BUILDIIG 330

fddress. 515 EAST MOORE DRIVE
ciy MONTGOMERY, AL
State: A

s 36114

Country: UNITED STATES

Comments to Vendor:

Mutiple Ship ToMark For Addresses
Mark For Addres:

First Name: STEVEN

Last Name: KROSS

Buiding: 856

FoomMumker: 208

Unitiorganizations  ELSGKS.

Comm.Phane:  334-H6-6051

Emeit STEVEILKROSS@GUITER AF-MIL





Figure 9. – Confirm Addresses Page

9. The Process Order page will appear.  Attach any documents applicable to the order and/or select the Next button.
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Figure 10. –Process Order Page

10. AFWay will assign an Order and Tracking number to the order.  The order and status can be found on the User Profile page under the Order tab. 

11. Non-Air Force customers will enter their funding information and submit the order directly to the vendor.

12. For DOD-Air Force customers, the order will be routed directly to the Contracting Officer.  The CO will receive an e-mail notification to logon to AFWay and approve the order.

13. The CO will logon to AFWay which will take them to the User Profile page.

a. The CO will then click on the Tracking number under their Orders tab to open the order.

b. At the bottom of the order page, they will select the Approve button and Submit.

c. The CO will then enter the Delivery Order information and load any attachments and Submit. This page allows up to 5 attachments that in total are less than 6MB in size.

d. The CO will utilize their contract writing system to create order.

Once the CO approves the order, it will be sent to the winning vendor to process.  The vendor will receive an e-mail notification that the order is awaiting them in AFWay.
CCNC for NETCENTS only buying
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