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1. Welcome to AFWay!

AFWay enables customers to order Information Technology (IT) hardware, software, services and
solutions as well as obtain the necessary approvals to make an IT purchase. AFWay provides a secure,
efficient and convenient online shopping experience.

The AFWay User Guide is provided to assist with everything from registration to receipt of a purchase.

Contact the Field Assistance Service (FAS) Team 5 at COMM: 334-416-5771 or DSN 596-5771 options 1,
5, 5 if additional guidance or more in-depth assistance is needed.

1. a. Browser Requirements

The web address for AFWay is https://www.afway.af.mil/Default.aspx. In order to ensure that AFWay
loads and displays correctly, make sure the following requirements are met:

1. Internet Explorer 8.0 (or later) and Firefox 16 (or later) are required.
2. The site is best viewed at a screen resolution of 800 x 600.

2. a. Initial Screen

When accessing https://www.afway.af.mil/Default.aspx, the following screen appears. When opening a
new session, the DOD NOTICE AND CONSENT BANNER should display before the log on screen.



https://www.afway.af.mil/Default.aspx
https://www.afway.af.mil/Default.aspx
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Click Agree and you will be at the Initial Log on screen.
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2. The Navigation Bar

There is an Orange Navigation Bar near the top of the screen. Everyone who accesses the initial screen
will be able to view the following information from the Navigation Bar:

e Home
e Resources
e Help

When you hover your mouse over the Resources and Help menu items, additional options appear for

selection. All viewers of AFWay can see the following without having to log on to AFWay. After log on,

depending on which permissions an AFWay user has there will be more information in these selections.
e Resources

0 General
= DoD Software Agreements (ESI)
= FEDBIizOps

=  MAIJCOM Policies
= Mandatory Use Policies
=  Microsoft License Agreement

o ITCC
= |TCC Program Portal
O NETCENTS

= NETCENTS-2 Portal

= NETCENTS-2 Ordering Guide
0 News
0 Guides

= Vendor Guide

=  Virtual Small Business Center

0 AFWay User Manual
0 Known Issues v4.0
=  Known Issues v4.0 (All Users)
= Known Issues v4.0 (Vendors)
0 Contact Us
FAQ
O AFWay Release Notes
= v4.0.1 Release Notes
= v4.0.2 Release Notes
= v4.0.2.1 Release Notes
= v4.0.3 Release Notes

o

Log on is required to access My Account, My Roles and Ordering Tools. Occasionally, when there is a
temporary issue which requires users to navigate to other pages for additional information, you may see
other items temporarily listed on the Navigation Bar to make them easier to find.
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3. Registration

3. a. First-Time Users

Step 1: From the Initial Log on Screen, select Register.

=l g
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Register | Log On

AFWay enables customers to order Information Technology (IT) hardware and software, and oblain the necessary approvals to make an [T purchase. AFWay provides a secure, efficient and convenient

online shopping experience. Everything the customer needs is available, terally, at the click of a bution,

AFWay v4.0.2.1 Release i CCS-2 RFQ
AFWay v4.0.2 1 was released on 13 Sep 2016 This release fixed an issue which The ITCC - STRONGLY recommends that AF customers delay purchases until the
prohibited vendors frem viewing customer comments on Orders. A complete list of QEB 20178 award is made. However, until then, all ITCC CCS-2 systems may be
issues fixed in Ihis and previous releases can be viewed by navigating to “Help” purchased using the process in the ITCC CCS-2 RFQ: Guide. Click on the links in
==> "AFWay Release Notes’ in the menu located on the top of all AFWWay pages the Navigation Bar above to open the Guide and the 2017 System List

[ Continue feading... | IMPORTANT - The CCS-2 RFQ process uses the Vendor Category - Client
Computing Solutions. ——

[ Continue reading... |

Register

Step 2: You will be prompted to select your CAC/ECA certificate and to enter your PIN. You will then be
taken to the Registration Page. (Notice your CAC/ECA has already been associated with your new
account (see green text on screenshot below.) Enter your information, required fields are identified with
an asterisk.

Checkout

AFWay Registration
Welcome to the AFWAY Registration/User Profile page. If at any time you have difficulties entering information in1o the I'(qull'lﬂ tiekd,
or if you find that the drop down menus are incomplete, please contact the AFWAY Help Desk at DSH 596-577
Register now 1o

+ Look for up-to-date product and pricing information on selecied federal contracts.
+ Select flems 10 304 & aTh SHOPEING Daskels

ity Wilh your Government Creat Card
iexironicaly via Funding Document

Autherization

* Authonzation
W Customes
Venaor

FankTite: * First Name: Midie: Pame: * Laast Hame:

Address

FPOIAPO Address

* Address 1 * City * Slate

Address 2 “p * Courry T
UNITED STATES =

Contact

Registration Page



If any information is missing or entered incorrectly, the system will identify the problem area(s) with red
text.

© AWay Regisiration B~ B} ~ 5 o v Pagev Sateyv Toosv @

Address

FPOIAPO Address

* Address | * Gty * State
1234 ABC Street Montgomesy ALABANA

Address 2 * Iip REQUIRED * Country
UNITED STATES

E E

Contact

* Emal * Agancy
DEPT. OF DEFENSE- AIR FORCE

=

* Comm Phone Comm Fax DSH Phone DSN Fax

o B, . O = - s 1T

DEPT. OF DEFENSE-- AR FORCE
* MAJCOM * Base

AENC 2]

"DRA Help

*ECAN _Help finding your ECAN

Socrity uentions

I your account becomes locked, your Secusity Word Hint will be provided and you will be asked to identify your Securty Word to regain access to your sccount P
* Sacunty Question #1 * Security Arrswes #1 r
Wha was your Evorite cartoon character as 3 chid? El

* Secunty Question #2 * Security Answer £

‘What was your frst pel's name? 3

* Sacunty Quastion #3 = * Sacurity Answer £3

i you had chosen your first rame, what wold it have been? bd

" Sacunty Question #4 * Sucunty Answar &4

What was your High school name? =]

* Secunty Question #5 * Security Word #5

=

What i the tithe of your favonte book?

@' umnFWE

Required field notification

NOTE: If you are an Air Force user, you MUST identify your Agency: DEPT OF DEFENSE - AIR FORCE in
the “Agency” field. Once you have done that, four additional fields will appear (MAJCOM, BASE, DRA
and ECAN).

—
3 AFWay Registration fir ~ B ~ = i ~ Page~ Safety~ Tools~ g~

Address. =
Fi APO Address
" Address 1 = * State
1234 ABC Street Montgemery ALABANA =
Acdress 2 Tip REQUIRED * Country

UNITED STATES =
Contact
* Email * Agency

DEPT_OF DEFENSE - AIR FORCE = 5

* Comm Phane Camm Fax DSN Phone DSH Fax

DEPT. OF DEFENSE- AIR FORCE

* MAJCOM e * Base
AFMC e = [Masowsll AFE =]
*DRA_ Halp Sding Jour DRA “ECAN F ECAN e_ i

e

7y Word to rigain access 1o your accoun

Sacurty Quastion #1 Sscusity Answer 81

Whe was your favorite carleon character as a child? =

Secuty Question £2 * Secusty Answer 42
What was your first pst's name? E
* Security Question #3 * Secuty Answer 83
 yous b clwosen your s ruseos, what would & hie Basr? =
* Becunty Question #4 . * Secusity Arswer #4
What was your High sehool name? =

Sacurty Question £5 - - * Secuity Word #5
What is the iitie of your favonte book? =l

Agency



Step 3: Help finding your DRA and ECAN, Non-Air Force customers skip to Step 4.

DRA. For help finding the associated Defense Reporting Activity (DRA) code, select Help finding your
DRA link located next to the DRA field. A page showing DRAs By Base will appear. DRAs are listed
according to the base in alphabetical order. If the base has more than one DRA, please check for the
respective MAJCOM and Organization. If the Organization has more than one DRA, verify with the

appropriate Equipment Custodian (EC) or Base Equipment Control Officer (BECO) for the correct DRA.

This information is taken directly from the Asset Inventory Management (AIM) database.

l:_/ E \:l |"_?'-| “¢ https:/fwanw.afway.af.mil/DRALookUp.aspx PL-ad |
DRAs By Base
el
To find your base, click on the first letter of your base name.
ABCDEEGHIJKLMNOPQRSTUNWY
Base DRA Organization MAJCOM Point of Contact
AL ASAD AB 5486 428 AEGIEAMXS égﬁmﬂf Crisp, Diane
Ahmed Al Jaber AB 5477 332 ECS AR CoMEAT Montillano, John
Al Dhafra Air Base 5475 380 ECS ég‘nﬁ‘mﬂ;T Crossland, Ragan
Al Udeid 5467 Al Udeid 378ECS égnﬁumE;T Schneider, Richard
5476 CAOGCA™ égﬁl‘mﬂ;T Munoz, Angslo
5488 CAOC/CST égnﬁumE;T Hyman, Steven

DRA List by Base

ECAN. For help finding the associated Equipment Custodian Account Number (ECAN), select Help
finding your ECAN located next to the ECAN field to find the ECAN. A page showing ECANs by
Organization will appear. The only ECANs that show are the ones related to the DRA you selected.
ECANs are listed alphabetically by Organization. If unsure which ECAN to select, verify with the

appropriate EC or BECO. This information is taken directly from the Asset Inventory Management (AIM)

database. NOTE: EVERYONE (other than Non-Air Force customers) MUST IDENTIFY THE ECAN THEIR

EQUIPMENT IS TRACKED AGAINST.

=] = S
(. :_\_‘-|V https:/ fwoanw.afway.af.mil/ECANLookUp.aspx? DRA=5853#4 2-ac |
ECANs by Organization ~
To find your organization, click on the first character of your organization name.
&
Organization Account Number Point of Contact
AFLCMC/DETS 0oo4 Wilkerson, Ra'Misha
AFLCMCHI 0400 Campbell, Jermaine
AFLCMC/HLAM 0301 Thompson, Daniel
AFLCMC/HLAM 030z Romero, Miguel
AFLCMCHLAM 0303 Munoz, Gawin
AFLCMC/HILAR 0305 Burrell, William
AFLCMGCHLAR 0300 JOHMNSORN, MARY
AFLCMGCHLAR 0306 Allbritton, Gordon
AFLCMC/HIB oso2 Thomas. Yanique
AFLCMC/HIB 1002 Montgomery, Dawvid

ECAN List by Organization

10



Step 4: Once your registration form has been completed, click Register on AFWay. You will see a
Welcome to AFWay screen.

—
oy F Y oo |Logon ¥
[ [SS Register  LogOn Checkout
¥
‘g A WA
Home

Resources Help

Weicome to AFWay. We've sent a confimation email to jane.doe12@us.at.mil, which snouid be armving in your email inbox soon. If you do not receive the confirmation email, piease contact FIELD ASSISTANCE SERVICE at DSN 696-56771 opt 1 or
Comm 334-416-6771 0pt1

You are now poised 1o take advantage of AFWay's full-spectrum of hardware and software products. As a federal employee, you are in a position to take advantage of greatly reduced pricing negoliated as a result of leveraging the buying power of
the United States Air Force:

As a federal employee, you may now browse through cur product selection. Please contact FIELD ASSISTANCE SERVICE at DSN 596-5771 opt 1 or Comm. 334-416-5771 opt 1, or TEAMS@Gunter AF mil o gain purchase authorization

I you are a contractor purchasing in support of a federal projectprogram, please contact FIELD ASSISTANGE SERVICE al DSN 596-5771 opt 1 or Comm. 334-416-5771 0pt 1. or TEA!
include a DSN number and email of the govermment contracting officer authorizing your purchases

inter AF M 1o gain purchase authorization. Please

Log On after Registering

Step 5: Click Log On, you may be prompted to enter your CAC/ECA PIN. You will be taken to the Home
Page and may begin using AFWay!

3. b. Existing Account - associating new CAC/ECA

If you have an existing AFWay account and you receive a new CAC or ECA token, your old CAC/ECA
certificate must be removed from the account before you can associate the new CAC/ECA certificate.
You must contact FAS Team 5 at COMM: 334-416-5771 or DSN 596-5771 options 1, 5, 5 for assistance.

3. c. Alias Accounts

There may be reasons for someone to have more than one AFWay account. Examples: An Equipment
Custodian (EC) has multiple Equipment Custodian Account Numbers (ECANs) and will be the Originating
Customer for more than one ECAN. A person may also use AFWay with multiple user statuses such as,
Vendor and Customer. NOTE: Having multiple roles in the Approval Process, or having the same role
for more than one ECAN does not mean you need multiple accounts. In this case, the only reason for
multiple accounts is if you will be the Originating Customer for more than one ECAN.

AFWay now allows users to create up to 2 Alias accounts associated with their CAC/ECA certificate.
At the bottom of the AFWay screen, after log on, there is a Blue Status Bar. This bar reflects the e-mail

address of the individual logged-on and the DRA and ECAN associated with their purchase permissions if
they are an Air Force user. (Non-Air Force users will not have DRA/ECAN displayed.) Click Switch User.
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Blue Status Bar

A popup will display asking “Who would you like to run as?” Click Add New Alias.

- AFWAY

Home  MyAccomnd  MySoks  Oidwing Tooks  fesomces  Help

ARy anabiss eamArs 13 Grdsr inlrmatian Tochnoingy (1T) nardanrs snd softaars, and skl $ha nassssany Eprals io maks an 1T pursnass. AFWAy previdas » sacum, sMeisnl and sanvsnisnt
anken shapping expotonen Eeoryeing the ciestommr nonds i avslabln, Werady, at the chck of a buton

Wheo would you like to run as?

Thctnen] [Frimany]

EQUIPMENT CUSTOTIANG totdatacam

[ Cancel | il

Add New Alias

You will be requested to provide justification for adding this ECAN to your account. Provide the
justification and then click Associate.

Home  MyAceount  MyRokes  Ordedng Tools  Resources Help

Add Alias Account

Please justity the need for an Alias Account.
Jussficabion:

Alias Account Justification

12



AFWay duplicates all the information from your existing profile into a new account. You will receive a
popup stating “Alias Associated Successfully”.

W The A Tee | 2 The

W 52007 Federal Holideyt - .. 8] Wl Shce Gallery = G- -0 m-

&) AFWAY — = =~

Hoema My Aecoumt By Rols

Add Alias Account

Plnasi fustlfy the need far an Allss Account.
Jastfcation
| Secondary ECAN

| Assocuate |

Alias Associated Successfully

You must log off and log back on. From the Blue Status Bar click Switch user, you will see your Primary
account and the new alias.

A e | [ Gk e s
Cance! \

Alias Accounts

The popup now shows your primary account and the alias account. Notice the Primary account is the
Active account (the account you are currently using). Click on the alias account, you will be taken to the
Home page. From the Navigation Bar select My Account and View/Edit Account Information.

MyRoks  Oering Tooks  Resourcss  Help

o, mn e B e asadry spgrtrials 1
Murady. ot e chok af 3 butien

s fraww pooge £om

View-Edit Account Information
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Update Account Information for the Alias account. The e-mail address MUST be changed so that AFWay
can distinguish between the accounts. When permission roles are granted, AFWay uses the e-mail
address to link the role to. If there are two or more accounts with the same e-mail address, AFWay will
not assign the role. If you only have one e-mail address, you can alter the e-mail address with
something to help distinguish it from the original e-mail. NOTE: E-mail notifications will not go to invalid
e-mail addresses.

MyRoles  Ordering Tools  Resources  Help

Address.

FPOIAPO Address [

* Address 1 * CitylBase * State
[Address One | City [ALABAMA ™
Address 2 *Zip . y
[ | 12345 UNITED STATES ~
~
Contact
* Email Agency
EQUIPMENT_CUSTODIAN ECAN1234@lesidata com [DEPT. OF DEFENSE~ AIR FORCE ~
Comm Phone Comm Fax DSN Phone DSN Fax
(334)416-1234 [ S -

DEPT. OF DEFENSE - AIR FORCE

* MAJCOM "~ Base
[AFMCS v [MAFB Gunter Annex v
*DRA_Help finding your DRA ECAN _Help finding your ECAN

(853 [Eca

Security Questions

Update Account Information — E-mail
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4. Approval Role Description and Responsibilities

4. a. Base Equipment Control Officer (BECO)

Assigning Yourself the BECO Role

After establishing an account with AFWay, logon and go to My Roles and View/Edit your
Role/Authority.

Admin - Shipto Address

AFWay enabies cus!  Equipment Custodian »

ShOpIng expanence Hlabde Karally. 3t the dick of 3 bulion
Submit Walver Request
< View/E it Role/duthoety 5 A /
L] RS =i

View/Edit Role/Authority to Add BECO Role

NOTE: This allows view/edit capability for the EC, BECO, and MECO roles. These roles are verified
against the Assets Inventory Management (AIM) module of the AF Equipment Management System
(AFEMS), before access is granted.

Go to Add a Role:, Select Role to Request, and choose the Base Equipment Control Officer role from
the drop-down menu.

15



& AFWAY

My Account

My Roles Ordering Tools Resources Help
Your Current Roles:
Equipment Custodian DRA: 5853 Account 0805 | X Delete |

Add a Role:

SELECT ROLE TO REQUEST

SELECT ROLE TO REQUEST

Note: EC, BECO, and MECQO roles are verified against AIM before access is given. All other roles are assigned to users by an EC or BECO.
Equipment Custodian

Base Equipment Control Officer
MAJCOM Equipment Control Officer

Select Base Equipment Control Officer Role

A popup message appears requesting your AIM User Reference ID. Provide the requested information
and click Submit. NOTE: It takes 24 hours for AIM to interface with AFWay to update records.

' Request Base Equipment Control Officer Role

[=]
AIM User Reference ID:
* Note *
To locate your AIM Uses Reference ID, please call your Base Equipment
Control Officer (BECO) or the AIM Help Desk at DSN 787-4711.

If you have an AlM account you can also obtain your code by going to
hittps:/fwww.afems.wpafb.af.mil:

1. Click ADMINISTER USER fram the left menuw. This brings up the SEARCH FOR USER screen.
2. Enter the desired search criteria and submit.

it
3. Pick the person and the REFERENCE ID will display on the screen.

H Submit

X cancel

Enter AIM Reference ID for BECO Role

Another popup message appears for confirmation:

| \/ Confirm Request %]
=
V-~ Are you sure you want to request the

e | ) Role?

%
S 115
esi
rsol
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Confirmation Message - Adding BECO Role

BECO - ShipTo Address

The ShipTo address determines where the order will be shipped to. From the Navigation Bar, select My

Roles, Base Equipment Control Officer, and Admin — ShipTo Address.

Agmin - Shipto Address

! Base Equipment Conlrol Oficer s Admin - Shipto Address = N Ae0ess

Submit Waiver Request BECO - Approval Process
Roles Per Account ViewEait BECO Oplions

ViewEat Roleltuthorty

BECO - Admin-ShipTo Address

This option allows the BECO to add an additional ShipTo Address. If a ShipTo Address is deleted,
users may not be able to place their orders. In addition, APO addresses are not allowed for ShipTo
addresses.

© AFWAY

Home My Account My Roles Ordering Tools Resources Help Ship To Administration Help
‘Warning: If the Ship To Address is deleted, the users under your ECAN may not be able to place their orders. In addition, APO Addresses cannot be used as Ship To Addresses.
Update Ship To Address

Shipto list.

Select a Shipto -

Add new Shipto address

The information herein is For Official Use Only (FOUO) which must be protected under the Privacy Act of 1974, as amended. Unauthorized disclosure or misuse of this personal information may resuit in criminal and/or civil penaities.

Select ShipTo Address

To add a new ShipTo Address, provide the information requested. When finished, click Add ShipTo.

& AFWAY

Wome  MyAccouni  MyRols  OrderingTocls  Rescurces  Help
Waming: It T Ship 455 |5 deleted the users unde your ECAN may not De abie 10 place thewr orSers. In a0dion. APQ Addresses cannct be used as Ship To AGGresses.
Update Ship To Address.

Ry

i Country Nane
7P Mailstop

Add Shipts || Eancel

] i I i Peivecy detof 1974, a3 arirked

Add ShipTo Address (BECO)

Note: When the BECO sets the ShipTo address, this overrides it and the EC cannot change the ShipTo
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address.

BECO - Approval Process

This option allows the BECO to assign individuals to certain roles in the approval process. The BECO
must assign the Contracting Officer (CO), Base Purchase Card Holder (BPCH) and Base Review roles.
NOTE: Only registered AFWay users can be assigned to these roles.

From the Navigation Bar, select My Roles, Base Equipment Control Officer, and BECO — Approval
Process.

5 CUS Rase Equipment Control Oficers  Admin - Shipto Adcress
fence
BECO - Approval Process

ViewEat BECO Options

Select BECO - Approval Process

Assign individuals to the roles by selecting from the “User roles” available. Once selected, individuals
with the role selected will appear on the right.

Help.

Approval Process Configuration
DRA: 5853

Plazes %

User roles.
BASE EQUIPMENT GONTIOL OFFIGER
Conacng CRcar

Base Purchase Card Helder

Dase Review

BPU

BECO - Assign Roles

If the individual’s name is not listed under “Assigned Users”, you may enter the e-mail address of the
user who will approve or disapprove orders at that step. NOTE: If the user is showing in Assigned Users,
but does not have the role, verify the e-mail address by removing and re-adding the user.

18
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© AFWAY

DRA: 5853

Usar roles

Base Purchase Card Holoes
Base Revdew
BFM

Home: My Accoust

Approval Process Configuration

BASE EQUIPMENT CONTROL OFFICER
[ g Oficer

MyRoles  Ordering Tools  Resources  Help

P1£384 355100 rol8E 5 85Ch 318D by Sntaring ha smsd 330reEs of NG LSBT WA wall SEQICVS OF SEPPIOVE CrUSrE SHINE SHED
“Hobe. Only regritersd users can be assigned roles.

Assigred Usars

REY SCHULTZ
GWENDOLYN BARTON
SHAMEERA WATSON =
AVERY EROWN

LIOHN QUTLAND
JUDETTE ROBBING
GAYLE BUTLER
DEDCRAH DOWHEY
LINDA LOWMILLER
HAHHIE BRILLANT
AUDREY ROBINSON

T =)
Add new user (Enter email address)

() €<——

BECO — Add User to Assigned Role

Once an individual is selected, notice that their status is displayed to the right as either “Alternate” or
“Primary”. You may update their status by clicking the “Make Primary” button or “Delete” which
removes them from the approval process. Once a user has been made “Primary” their name will appear
at the top of the drop-down list, and the remaining list of users becomes “Alternates”.

) AFWAY

Home My Account

My Roles ‘Ordering Tools

Approval Process Configuration

DRA: 5853

User roles

BASE EQUIPMENT CONTROL OFFICER
g Officer

Base Purchase Card Holder

Base Review

Resources Help

Please assign roles 1o each step by entering the email address of the user who will approve or disapprove orders al that step
*Note: Only registered users can be assigned roles

Assigned Users

-
(JOHN OUTLAND

JUDETTE ROBBINS

GAYLE BUTLER =
DEBORAH DOWNEY

LINDA LOWMILLER

NANNIE BRILLANT

AUDREY ROBINSON

User Status: Alternate

__ﬂake Primar Delete

ROBERT THOMPSON
[RONALD TANNER
[JOHNMNIE SMITH

[aTHar PERMMIMGET AN i

Add new user (Enter email address)

BECO - Make Individual Primary

View/Edit BECO Options

From the Navigation Bar, select My Roles, Base Equipment Control Officer, and View/Edit BECO

Options.

Admin - Shipho Address
! Base Equipment Control Oficer s Agmin - Shipto Address
Submit Waiver Reguest BECO - Approval Process

Roles Per Account ViewEdt BECO Qptions

ViewiE ait Roletduthorrty

4 1O NACESSATY 3
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From this screen, you have the option of having all items purchased by accounts within your DRA to be
shipped to you, or to the ShipTo address specified. If “Yes” is selected, all purchased items are sent to

the BECO.

There is also an option for the BECO to choose to be included in the approval process workflow (yes/no).
Once selected click Submit.

Home My Account My Roles Ordering Tools Resources Help
View/Edit BEECO Options

Do you want all items purchased by accounts within your DRA ta be shippad ta you?
Yes
¥ No
Do you want to be in the workflow?

Yes

¥ Mo

| Submit | | Reset |

View/Edit BECO Options

Roles Per Account

This option allows the BECO to view all EC accounts under their DRA and the approval process for each
account. From the Navigation Bar, select My Roles and Roles Per Account.

Ordering Tools ~ Resources  Help

Admin - Shipto Address
(T) hardware and software. and oblain h

AFWay enaties cusl  Base Equipment Conrol Officer s
SNOEPING Expeniencs ailatie, Merally. 3t e cick of 3 bulion
Subs
Ei Roles Pat Account <«
1 -
o View'E gl Roleisutherity — "}'E
Y J | = = |
il
- - i u

BECO - Roles per Account

The BECO Accounts page will appear with a list showing account numbers, organization and points of
contact. Click on an account number to view the Approval Process for that account.
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© AFWAY

Home My Account My Roles Ordering Tools Resources

BECO Accounts
To view assigned roles of an account, click on the account number below.

Account Number Organization Point of Contact
ESD1 690 NSS DET 2 ANTHONY CAPPEL
0003 AFLCMCIDETS EARL BAKER
0004 AFLCMC/DETS JORDAN MOORE
0101 AFLCMC/ENI TERRY HAMS
0100 AFLCMC/ENI THOMAS NOSTIN
EI06 AFLCMC/ENI DAN SMITH
0102 AFLCMC/ENI MICHAEL STEWART
El02 AFLCMC/ENI HAROLD LOCKETT
0200 AFLCMCHGB KENNETH JACKSON
0305 AFLCMCHGG WILLIAM BURRELL
0304 AFLCMCHGG GORDON FITZPATRICK
0300 AFLCMCHGG DEBBIE MARTINEZ
0306 AFLCMCHGG GORDON ALLBRITTON
0302 AFLCMCHGG CURTIS BUETTNER

BECO Accounts page
BECO Reports

From the Navigation Bar, go to My Roles and Reports. The BECO has the ability to run the following
reports:

Sales Volume Report

Orders Report

Sales Volume Report by MAJCOM
Waiver Detail Report

Workflow Report

BECO Fiscal Report

o AFWAY

Mame | My Araet

Ropoct Cueus Rarui.

[ [
Vo Rirgmrtn b e

ots Cimaied

.

BECO Reports

For information on reports, see Section 10. Reports starting on page 70.



4. b. Equipment Custodian

Assigning yourself to the EC Role

This allows view/edit capability for the EC, BECO, and MECO roles. These roles are verified against the

Asset Inventory Management (AIM) module of the AF Equipment Management System (AFEMS).

After establishing an account with AFWay, log on and from the Navigation Bar, select My Roles, and
View/Edit Role/Authority.

AFWay Program Uanager

AFWay onabies cUs!  Sunaut Watver Request IT) hardware and sofware, 3
Shopping experience slable, Merally, 3tthe chick of 3
ViewEcit RoleiAuthority

- = A | RS Y
My Roles — View/Edit Role/Authority

Go to Add a Role:, select Role to Request, and choose the Equipment Custodian role from the drop-
down menu.

© AFWAY

Woma  MyAccowss  MyRoks  Onderig Tedks  Resswiors  Help
Wenr Costrand Aoty

| SRURCT ROUE 1O RGUATT

Assigning Yourself the EC Role

A popup message appears requesting your DRA, ECAN and AIM User Reference ID. Provide the

requested information and click Submit. If you do not know your DRA, ECAN or AIM User Reference ID,
contact your Base Equipment Control Officer (BECO). NOTE: It takes 24 hours for AIM to interface with

AFWay to update records.
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Enter DRA, ECAN and AIM User Reference ID

Another popup message appears for confirmation:

A

¢ Confirm Request
i 3
o Are you sure you want to request the
| Role?
%

=

Confirmation Message - Adding EC Role

View/Edit Default ShipTo Address

The EC establishes the Default ShipTo address that will appear on every order processed with the
applicable ECAN. NOTE: If the BECO sets a ShipTo address and elects to have all orders shipped to
them, this overrides the ShipTo address and the EC cannot change it.

From the Navigation Bar, select My Roles, Equipment Custodian and Admin — ShipTo Address.

& AFWAY

My Account
Admin - Shipto Acdress

AFWay enabi ¥ Equipment Custodian = Adenin - MarkIor AGGress

sios cus:
ShopDINg experienct
Submt Wares Reguest Agrmin - Shipto Address <=

Gt RoleAumnonity EC - Approval Process
B oot worrgrous : 1
f— . Adrnin - View-Eat EC Optons 4 -

EC ShipTo Address

To add a new ShipTo address, select Add new ShipTo address.
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& AFWAY

Uptins sap Te Adarwan

h_

. -]
Update ShipTo Addresses page

Enter address information. If a ShipTo Address is deleted, users under your ECAN may not be able to
place their orders. NOTE: APO addresses are not allowed for ShipTo addresses.

View/Edit Default MarkFor Address
The ShipTo address determines where an order will be delivered. If orders are delivered to a central
receiving location, the MarkFor address tells who the order is for. The EC establishes the Default

MarkFor address that appears on every order processed with the applicable ECAN.

From the Navigation Bar, select My Roles, Equipment Custodian and Admin — MarkFor Address.

& AFWAY

Mome My Account

DPI News Update Law & Policy on|

Default MarkFor Address

On the “Update MarkFor Address” page, you can edit a current MarkFor address by selecting the pencil

Icon to the left of the MarkFor Address, or you can select “Add New MarkFor”.
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¥ d \ XSGT Equipment Custodian Log O ' Shopping "3
5\ ] Can

Home  MyAccount  MyRolkes  Ordedng Tooks  Resources  Help
Warning, I the Mark Fr Adkress = delela, the users under your ECAN may nol be abie Io piace Sieir orders. n addion, APO Addresses canot be used as Mark For Addresses
Update Mark For Address

Buig Rocen Mo Urit Org Phons Fax

ECAN DRA
asdt et ot

Actof 1674, 88 umenced o anatr cwe penaiied

Add New MarkFor

Enter all information and click the check mark at bottom left.

&) AFWAY

Home  MyAccount  MyRoks  Ordering Tools  Resowrces  Help
Warning: IFthe hark For Address is delelod, the usars under yeur ECAN may not be able 1o place their ceders, In addiben, APO Addresses cannal be used as Mark For Addresses
Upedate Mark For Addrass

Firet Masa Last Mama Bidg Raem Mo L2 g Prans Fax Email FCAN

- st asdf asdt st st asdt asdf asdfiBat com f1ot 01 ®

ity Actof 1574, 8 amended i

Create MarkFor Address
EC - Approval Process
This option allows the EC to assign individuals to certain roles in the approval process. The EC must

assign the Approval Official (AO), Organizational Purchase Card Holder (OPCH) and Resource Advisor
(RA) roles. NOTE: Only registered AFWay users can be assigned to these roles.

From the Navigation Bar, select My Roles, Equipment Custodian and EC — Approval Process.

AFWAY

Home My Account Ordering Tools ~ Resources  Help
i Admin - Markfor Address

AFWay snables cusiom  view/Edit RolelAuthority Admin - Shipto Address the necessagu)
onling ShoPpINg BXPENEume. wvwcpunry e o - = ton.
Admin - View-Edit EC Oplions
i - Aporoval Pr 0

it EC Workgroup &

o make an IT purchase. AFWay provides a secure, efficient and convenient

TEST

EC - Approval Process

If you are an EC assigned to multiple ECANS, you will see a screen that lets you choose what ECAN you
wish to add Approval roles to. Select the DRA/ECAN you wish to update and click Submit.
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—
-" A A WA Y XSGT Equipment Custodian | LogOf ' Shopging 3¢
L | F Can

\ews a

Home  MyAccont MyRoles  OweringTools  Resources  Help

You have been assigned s an EC to the following DRASECANs:

EC - Select DRA/ECAN

In the top left of the screen, you will see the DRA/ECAN you selected, or the option to “Select a different
DRA/ECAN”".

Assign individuals to the roles by selecting from the “User roles” available.

& AFWAY

Homm My Accowd  MyRols  Opbeiog Tocks  Resowces  Felp
Approval Process Configuration

DRA: 5483, ECAN: ECOI “—

EC — Approval Process Configuration

Once selected, individuals with the role selected will appear on the right under “Assigned Users”.

p——

7 ) XSGT Equipment Custodian  Log Off ' Shopping 35

‘.‘. 4 S e omos
H

ome  MyAccount  MyRoles  OnderingTools  Resources  Help

Approval Process Configuration

DRA: 5853, ECAN: ECOI

Assigned Users
WILLIAM LEE

Rescurce Adwisor | |REY sCHULTZ
LANA LEE
ROBERT LEE

Add new user (Enler emai address)
Add

EC — Assigned Users

If the individual’s name is not listed under “Assigned Users”, you may enter the e-mail address of the
user who will approve or disapprove orders at that step. NOTE: If the user is showing in Assigned Users,
but does not have the role, verify the e-mail address by removing and re-adding the user.
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&) AFWAY

Mo My hecows  MyBokes | OubedegTock  Rescwces  Hels

Approval Process Configuration
DRA: 8853, ECAN: ECO!

EC — Update Status or Delete

Once an individual is selected, their status is displayed to the right as either “Alternate” or “Primary”.
You may update their status by clicking the “Make Primary” button or “Delete” which removes them
from the approval process. Once a user has been made “Primary” their name will appear at the top of
the drop-down list, and the remaining list of users becomes “Alternates”. When you select “Make
Primary”, you receive a Popup that states the update to Primary was successful.

¢ Update primary user successful a8

L Update primary user successful.

[lok]

EC — Update primary user successful

Once a user has been made “Primary”, their name will appear at the top of the drop-down list, and the
remaining users become “Alternates”.

© AFWAY

WyAccomt  Wllos  Owednglosh  Beowis el

Approval Process Coafquration
DRA: 5853, ECAN: £COI

EC — Primary moves to top of list

If no one is assigned to a role, the Assigned Users box will state “No users assigned.” If thisis a
mandatory step in the Approval Process, Orders/RFQs will stop at this step until someone is assigned.
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Approval Process Configuration

EC — No users assigned

View/Edit EC Options

This option allows the EC to choose whether a Technical Workgroup Manager (TWGM) is required to
approve orders or not.

Admin - View-Edit EC Options

Select yes or no, then Submit. If yes is chosen, the TWGM should be assigned under EC — Approval
Process.

XSGT Equipment Custodian | Log Of Shopping '’
Can

Choose whether to have TWGM in Approval Process

View/Edit EC Workgroup

Registration and product searches can be done by everyone in AFWay, but orders and RFQs cannot be
created until the EC gives someone Purchase Permission. When an individual registers using the EC’s
account number (ECAN), an e-mail will be generated to the EC stating that an individual is requesting to
be added to the “Users With Permission to Order” list. NOTE: Purchase Permission means the ability to
create/submit an Order or RFQ.
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XSGT Equipment Custodian  Log Off " Shopping i
cart

View-Edit EC Workgroup

From the Navigation Bar, select My Roles, Equipment Custodian, and View-Edit EC Workgroup.

Home My Accoust

View-Edit EC Workgroup

This list shows everyone that registered in AFWay using the EC’s ECAN, or updated their Account
Information page with the EC’s ECAN. NOTE: The only way to be removed from this list is for the user

to update their Account Information page to change their ECAN.

AFWAY

Home My Account My Rolea  Ordading Tools

R R

EC Workgroup

Add individuals to the “Users With Permission to Order” list by selecting the “pencil” icon (edit) to the
left of the user’s name. This opens the edit function for that person. This allows the EC to put a check in
the box in the “Can Purchase” column. The two icons now showing to the left are the “Checkmark” to
update the edit, or the “X” to cancel.
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& . \ A FWA Y Equipment Custodian | LogOff ™ Shopping
y Cart

Home  MyAccount MyRoles  Ordering Tools  Resources  Help

Can Purchase Name ECAN DRA

~
[ s v BARREUTHER, ALBERT oB10 5853

/s ~ BARREUTHER, ALBERT 0810 5853 |
. v BULLOCK, TYE 0810 5853

/£ ¥ BURNS, BEN 0810 5853 |
#, v BYRO, ASHLEY 0810 5853

s ¥ DAVIS, OMERIA 0810 5853 ‘
s 3 ELGIN, CHARLES 0810 5853 |

viix E=rs FLINN, HAROLD 0810 5653

s FOWLER, PAMLER o810 3833

I’ MAL DAVID 0810 5853 ‘

EC Workgroup Edit

After checking the box and clicking the “Checkmark” icon to update, you will get a popup asking if you
want to update the purchase permission for this user.

Home  MyAccomt  MyRobes  Owdeiing Tools  Resowscen  Help

L Gyt A ohs “
. 7 e 585
’, bl RARRFUTHER, ALFERT) W a ot Su5
s, ~ BULLOCK, Tre I | 080 SE81

e e dew pelating (he mithats
s - BURNS, 8EN permission tor 8 user. ContinueT om0 s
s @ BRD ASHLEY o | [[cancet 085 5853
s - oatn i)
a & DHLn W
Y% M L0 585
s - FOWLEN PAMLER A oatn kL)

.lj_bélating purchase permission

Click OK. You will get a popup stating the update was successful.

¢ Action Successful a8

Successfully Updated the Purchase
Lk Permissions

Action Successful

Multiple Accounts for ECs

ECs can be assigned to multiple ECANs. If the EC plans to be the Originating Customer for more than
one ECAN they will need to create alias accounts. See Section 3. Registration, Alias Accounts starting
on page 11. If the ECis assigned to more than 3 ECANSs it is suggested that the EC have others be the
Originating Customer.
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4. c. MAJCOM Equipment Control Officer (MECO)

Assigning Yourself to the MECO Role

This allows view/edit capability for the EC, BECO, and MECO roles. These roles are verified against the
Asset Inventory Management (AIM) module of the AF Equipment Management System (AFEMS).

After establishing an account with AFWay, log on and from the Navigation Bar, select My Roles, and
View/Edit Role/Authority.

AFWay Program Manager
AFWay enaties cus!  Suemit Waiver Reguest {IT) hardware and software. 2
ShOpDIng expedience slable, Merally, atthe dick of 3
ViewlE ait Rolesiuthority

B\ e | [ =S O
My Roles — View/Edit Role/Authority

Go to Add a Role:, select Role to Request, and choose the MAJCOM Equipment Control Officer role
from the drop-down menu.

& AFWAY

Vome My Acciusd  ByFoks  Ordedeg Tosls  Fesowies  Thelp

MAJCOM Equipment Control Officer

A popup message appears requesting your AIM User Reference ID. Provide the requested information
and click Submit.
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%/ Request MAJCOM Equipment Control Officer Role

T

AIM User Reference ID:

* Note *
To locate your AIM User Reference ID, call your Base Equipment Control
Officer (BECO). If you are not able to reach your BECO for assistance with the
Reference ID number, send a digitally signed email with your DRA and ECAN
to afemshelpdesk@us.afmil.

ole:

I you have an AIM account you <an also obtain your cade by going to
https://www.afems.wpafb.af.mil:

1. Click ADMINISTER USER from the left menu. This brings up the SEARCH FOR USER screen.

2. Enter the desired search criteria and submit.
3. Pick the person and the REFERENCE ID will display on the screen.

| submit || ¥ Cancel |

AIM User Reference ID

Another popup message appears for confirmation:

A ¢ Confirm Request (]

e Are you sure you want to request the

Role?

Confirm Request

MECO - Approval Process

From the Navigation Bar, select My Roles, MAJCOM Equipment Control Officer, and MECO — Approval

Process.

watantant

MECO - Approval Process

This option allows the MECO to assign individuals to the MAJCOM/Functional CIO and MAJCOM

Program Manager roles.
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Homs My Accoumt  MyRolss  Ovdering Tools  Hesouress  Halp

Approval Process Gonfiguration

MAJCOM: AIR FORCE MATERIEL COMMARND (1M}

Miscroles
MAJCOMFUNCTIONAL CIC
MPM

MECO - Assigning User Roles

Assign individuals to the roles by selecting from the “User roles” available. Once selected, individuals
with the role selected will appear on the right.

Home  MyAccount  MyRols  Owering Tools  Resources  Help

Approval Process Configuration

MAJCOM: AIR FORCE MATERIEL COMMAND (1M}

Unar rming Axsignad Lnsrs_
{No users assagned.
MM

Add e ursae (Ervier email address)

MECO - Assign Roles

If the individual’s name is not listed under “Assigned Users”, you may enter the e-mail address of the
user who will approve or disapprove orders at that step. NOTE: If the user is showing in Assigned Users,
but does not have the role, verify the e-mail address by removing and re-adding the user.

Home  MyAccount  MyRoks  OwderingTools  Rasources  Help

Approval Process Configuration

MAJCOM: AIR FORCE MATERIEL COMMAND (1M)

User roles Assigned Users
MAJCOMIFUNCTIONAL CIO o users asssgned
MPM

Add nawe user (Enter emai addvass)

o] €——r
MECO - Add User to Assigned Role

A popup message will appear stating: Add user role was successful.
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%/ Add user role successful a

Add user role was successful.

P2 'S

Add user role successful
Once an individual is selected, their status is displayed to the right as either “Alternate” or “Primary”.
You may update their status by clicking the “Make Primary” button or “Delete” which removes them

from the approval process. Once a user has been made “Primary” their name will appear at the top of
the drop-down list, and the remaining list of users becomes “Alternates”.

Admin — MAJCOM Information

The MECO has the responsibility to add/edit MAJCOM Information.

From the Navigation Bar, go to My Roles, MAJCOM Equipment Control Officer, and Admin — MAJCOM
Information.

) AFWAY

Admin — MAJCOM Information

To add a new MAJCOM, enter the MAJCOM name and the MAJCOM link and click Add.

) AFWAY

fomm  Mydeosst | Wylises  Ouleieg i Seuse el

Add a MAJCOM
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You can also edit a MAJCOM. To edit MAJCOM Information, click on the MAJCOM, edit MAJCOM Name
or MAJCOM Link, and click Update.

Edit MAJCOM Information

MECO Reports

From the Navigation Bar, go to My Roles and Reports. The MECO has the ability to run the MECO Fiscal
Report.

) AFWAY

Moy

MECO Reports

For information on reports, see Section 10. Reports starting on page 70.
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4. d. Additional Approval Roles

Approval Official (AO)

The AO role is assigned by the EC. Role assignment is accomplished by going to the Navigation Bar and
selecting My Roles, Equipment Custodian, and EC - Approval Process. The same individual who holds
the Organizational Purchase Card (OPCH) cannot fill this role. All orders will be routed through the AO.
The AO has the responsibility to review, approve or disapprove the order. The order will not continue
through the process without the approval of the AO. Once the AO approves the order, they can choose
to have it routed to the OPCH or to the Resource Advisor (RA) (if the order is over $25,000, it is
automatically routed to the RA). If the AO disapproves the order, the order is sent back to the original
user as a “Disapproved Order” and also as a wishlist. If the EC has not assigned a name to this role, the
order will stop at this step.

Base Communications Systems Officer (CSO)

The Base CSO role is assigned by the Base Review. Orders for cellular phones and services are first
routed to the Base CSO to review, approve, or disapprove. If the order is approved and it is not for a
phone connected to the network, it skips the Equipment Custodian step and moves on to the next step
in the approval process. If the order is approved and it is for a phone connected to the network, the
order is then routed to the Equipment Custodian for approval/disapproval. If the Base CSO disapproves
the order, it is sent back to the original customer as “Disapproved” and as a wishlist.

Base Purchase Card Holder (BPCH)

The BPCH role is assigned by the BECO. The BPCH has the responsibility to review. Approve or
disapprove any orders routed to this role by the RA. Once the order arrives at the BPCH, it will not
continue through the process without the approval of the BPCH. Once the BPCH approves the order, it
will be sent directly to the vendor. If the BPCH disapproves the order, it is sent back to the original user
as “Disapproved” and also as a wishlist. If the BECO has not assigned a name to this role, the order will
stop at this step.

The BPCH can create a credit card profile by going to the Navigation Bar, and select My Account, and My
Credit Card Information.

Base Review

The Base Review is assigned by the BECO. This role is filled by someone who can evaluate the
appropriateness of items being considered for inclusion to the base architecture. This step is optional in
the approval process.

The Base Review has the responsibility to review, approve or disapprove an order. If the Base Review is
required, orders will not continue through the process without the approval of the Base Review. If the
Base Review disapproves the order, it is sent back to the original user as a “Disapproved Order” and as a
wishlist. If the Base Review step is required and the BECO has not assigned a name to this role, then
orders will stop at this step.
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Base Waiver Official (BWO)

The BWO role is assigned by the Base Review. The Base Waiver Official has the responsibility to review,
approve, or disapprove waiver requests. Once a waiver request arrives at the Base Waiver Official role,
it can be reviewed for validity based on the rationale submitted with the waiver request and according
to the standards established by the MAJCOM. When the BWO approves or disapproves a waiver, the
original user will receive notification that the waiver is approved or disapproved. There is also an option
to approve and check for the waiver request to be forwarded on to the MAJCOM/Functional CIO for
final approval/disapproval.

Contracting Officer (CO)

The CO role is assigned by the BECO. The CO has the responsibility to review, approve or disapprove
any orders routed to this role by the RA. Once the CO approves the order, it will be sent directly to the
vendor. If the CO disapproves the order, the order is sent back to the original user as “Disapproved” and
also as a wishlist. If the BECO has not assigned a name to this role, the order will stop at this step.

MAJCOM/Functional CIO (MWO)

The MAJCOM/Functional CIO role is assigned by the MECO. The MAJCOM/Functional CIO (MWO),
acting as the Waiver Official, has the responsibility to review, approve or disapprove waiver requests
routed to this role. Once a waiver request arrives at the MWO, it can be reviewed for validity based on
rational submitted with the waiver and according to standards established by the MAJCOM. Once the
waiver request is approved or disapproved by the MWO, the original user will receive e-mail
notification.

Organizational Purchase Card Holder (OPCH)

The OPCH role is assigned by the EC. The same individual who holds the AO role cannot fill this role.
The OPCH has the responsibility to review, approve or disapprove an order submitted to them for
payment. The order will not continue through the process without the approval of the OPCH. Once the
OPCH approves the order, it will be sent directly to the vendor. If the OPCH disapproves the order, the
order is sent back to the original user as a “Disapproved Order” and also as a wishlist. If the EC has not
assigned a name to this role, the order will stop at this step.

The OPCH can create a credit card profile by going to the Navigation Bar, and select My Account, and
My Credit Card Information.

Resource Advisor (RA)

The RA role is assigned by the EC. The RA has the responsibility to review, approve or disapprove any
orders routed to this role by the AO. Once the RA approves the order, they can choose to have it routed
to the BPCH or the CO. If the RA disapproves the order, the order is sent back to the original user as
“Disapproved” and also as a wishlist. If the EC has not assigned a name to this role, the order will stop at
this step.

Technical Workgroup Manager (TWGM)

The TWGM role is assigned by the EC and is an optional role. If the TWGM is placed in the approval
process they will have the “first look” at all requirements submitted under the EC’s account. The TWGM
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has the responsibility to review, approve or disapprove an order. If the TWGM disapproves the order, it
is sent back to the original user as “Disapproved” and also as a wishlist. If the TWGM step is activated
and the EC has not assigned a name to this role, the order will stop at this step.
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5. AFWay Workflow Process Diagram

NOTE: At any step in the Approval Process, the order can be backed up to the last approved step. At any
point in the process the order can be disapproved. If disapproved, it will become a Wishlist on the User
Profile page of the original user.

Step 1: Registered user initiates an order.

Step 2: TWGM (Technical Workgroup Manager) if assigned in the approval process, reviews and
approves/disapproves the order. The TWGM is assigned by the EC.

Step 3A: EC (Equipment Custodian) reviews and approves/disapproves the order.

Step 3B: If the order is for cellular phone and services, it will go to the Base CSO to review and
approve/disapprove the order. If the phone is connected to the network, the order is then sent to the
EC to review and approve/disapprove. Otherwise, the order moves on to the next step.

Step 4A: If CIO standards have not been established and CIO approval is required, then Base Review is
required.

Step 4B: The Base Review will review and approve/disapprove the order. The Base Review is assigned
by the BECO.

Step 5: The BECO reviews and approves/disapproves the order (if added to the workflow). The BECO
can opt out of the Approval Process.

Step 6: The AO (Approval Official) reviews and approves/disapproves the order. The AO must decide to
send the order to the OPCH (Organizational Purchase Card Holder) or the RA (Resource Advisor).
Generally if the order is less than $25,000 it is routed to the OPCH. If the amount of the order is greater
than $25,000, the order is automatically routed to the RA. NOTE: The AO cannot be the Organizational
Purchase Card Holder (OPCH). The AO is assigned by the EC.

Step 7A: If the AO has determined that the purchase should be accomplished by the OPCH, the order is
reviewed and approved/disapproved by the OPCH. If approval is granted, the OPCH enters Credit Card
information. The OPCH is assigned by the EC.

Step 7B: If the order total is greater than $25,000 or the AO requested the order be sent to the RA, the
order is reviewed and approved/disapproved by the RA. Additionally, the RA determines if the order
should be routed through the CO (Contracting Officer) or the BPCH (Base Purchase Card Holder). The RA
is assigned by the EC.

Step 8A: AFWay will notify the CO when there is an order pending their action. The CO will not take
action on the order at this point. Once the CO receives a certified AF Form 9, a SF1449 must be created.
Upon completion of the SF1449, the CO will return to AFWay, and add the following information to the
order:

Line of accounting/fund cite (taken from the certified AF Form 9).

Delivery Order Number from the SF1449 they just created.
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The CO is assigned by the BECO.

Step 8B: The BPCH reviews and approves/disapproves the order. If approval is granted, the BPCH
enters IMPAC card information. The BPCH is assigned by the BECO.

Step 9: The Vendor receives, reviews, and completes the order.

Step 1
— Stepdb
Step 2
Mat
Accountable
ell Phare, &
DA ar
Blackberry
Step 3a
IYes
Stepd | BaseReview
Step 5
Step 6 — StepTh
<$25K 0 > §25 o
l l — y———— StepBa
Step 7a OPCH CO | [BPCH|____ Step8h
\ 4
p  Vendor |g
Step 9

AFWay Workflow Process Diagram
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6. Credit Card Information Profile

The Organization Purchase Card Holder (OPCH), the Base Purchase Card Holder (BPCH) and Users that
are considered Non-Air Force users, can create Credit Card Profiles in AFWay so when it comes time to
approve Orders/RFQs the Credit Card Information is easily available.

From the Navigation Bar, select My Account and My Credit Card Information.

My Credit Card Information

You can store multiple credit card profiles. To add a new credit card profile, click Add Credit Card.

- AFWAY

Home  MyAccount MyRoks OrderingTooks  Rescurces  Heln

o Act of 1174, 43 emenced

Add Credit Card

Enter Credit Card information and click Add. The Credit Card Name can be a “Nickname” that helps to
distinguish one card from another. Example: If an OPCH holds 2 credit cards and each one is to be used
for different DRA/ECAN, the Credit Card Name could be the DRA/ECAN.

NOTE: Fund Cite information is required and may be obtained from the AF Form 4009 or from the
Resource Advisor (RA). This information is required so that AFWay can track purchases down to the
fund cite account level.

Enter Credit Card Information
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Invalid credit cards. A credit card is flagged as Invalid for one of two reasons: 1. the credit card has
expired, and 2. when the Vendor places an order on Hold and the reason for Hold is Invalid Credit Card.
When the card is flagged as invalid, there will be an explanation point in the Invalid Card Column. Note:
When a Vendor uses Hold Justification of Invalid Credit Card, the card is flagged and the card holder

must delete the credit card profile and enter a new profile.

& AFWAY

Home  MyAccount  MyRoles  Ordwing Tools  Resources el

of A a W CrudA card

1574, s it

Invalid Credit Card

If a Card Holder tries to use a credit card that has been flagged as invalid, they will receive a message
stating “This Credit Card is not valid and cannot be used. You may use another card, or re-enter this
card after deleting.” Once a credit card has been flagged as Invalid, it cannot be edited or used.

& AFWAY

Home  MyAccound My Roies  Ordering Tosls  Ressuress  Help

Payment information

Credit Card Payment

illing Info

B
Address: pser

Payment with Invalid Card

The credit card profile must be deleted. From the Navigation Bar, go to My Account, My Credit Card
Information. A new credit card profile must be created for a valid credit card. If you click on the invalid
credit card to view the profile, you will get a notice that says “This Credit Card is not valid and cannot be

used. You may use another card, or re-enter this card after deleting.” There will only be a delete
button, there is no edit button.
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Card cannot be edited

7. Request for Quote (RFQ)

7. a. Creating a Request for Quote (RFQ)

Once you have successfully logged on to AFWay, from the Navigation Bar, select Ordering Tools and
Submit RFQ.

AFWAY

Home  MyAccount My Roles

Product Search
AFWay enables customers to order Inf  Ordar Search d software. and obtai the necessary approvals to make an IT purchase. AFWay provides a secure. effcient and converient
online shopping experience. Everylhing ally, at the chick of a bution

Submit Waiver Request

e

wefwefwerl

hitps: i google com/

Submit RFQ

The Submit RFQ page is used to input all information that is required to submit a RFQ to the approval
process. Items indicated with an asterisk are required fields. NOTE: Since AFWay times out, it is

recommended to have all information ready to go into the fields before going to the Submit RFQ page.

If AFWay times out, all information is lost and the user will have to begin again.
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Submit RF'Q

B T

Submit RFQ page

RFQ Name — Enter a name or title to distinguish the RFQ from others. Do not use “&”.
RFQ Description — Enter a full description of the item needed.

Vendor Categories — Select the contract category from the drop-down list that best describes the type
of product or services desired. Once selected, all vendors associated with the contract category are
displayed and highlighted. Some categories allow you to select individual vendors from the list. NOTE:
If you select individual vendors from the contract category list, you must enter the Rationale in the next
field.

Rationale — Enter an explanation if only one (or more) vendors from a vendor category is selected.

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

Quantity — Enter the exact quantity of the item needed.

Anticipated Price — Enter an approximate price.

Attachments — Attach any related documents. Click Select to choose the attachments from your desired
location. AFWay allows up to 10 attachments that in total are less than 12MB in size. The following file
formats are accepted: .docx, .xlsx, .pptx, and.pdf.

In the example below, the user selected Digital Printing and Imaging (DPI). The drop-down list

populated with all vendors in that vendor category. The user selected only one vendor from the list and
entered a rationale.
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e Aoty O Wonrcns e

&) AFWAY

Selecting Vendor Category

Once all required information has been entered, select Submit. You will receive a popup to Confirm
Submission.

% Confirm Submission ]
'6’ Are you sure you want to submit this RFQ?
. OK | | Cancel |

Confirm Submission

If OK is selected, you receive another popup that shows RFQ submitted successfully, and provides you
with a RFQ ID.

e Submit RFQ Succeeded a
RF(Q} submizsion was successful. RRQ ID:
l“ 123316

o]

Submit RFQ Succeeded

To view your RFQ, from the Navigation Bar, select My Account, User Profile, and RFQs from the 3 tabs at
the top of the page.
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The RFQs page has 4 tabs. The My RFQs tab shows any RFQs submitted by the user. The Pending My
Approval tab shows a list of RFQs pending approval at the approval step held by the user. The Pending
Approval tab shows a list of all RFQs pending in the approval process. The Submitted to Vendor tab
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shows RFQs created by the user that have been approved and submitted to the Vendor(s).

To view the RFQ Details Page, click on the RFQ ID.
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Click RFQ ID

On the RFQ Details page, you will see three tabs:

The Details tab that shows the RFQ information and any attachments.




Details tab

The Solution tab that shows Vendors and their status.

Solution tab

The Approval Process tab that shows who approved or disapproved the RFQ, and who the Next Step
Approver is. It also has the Approval Submission section that can only be seen by those listed as
Approver at that step in the Approval Process.

e e L e T

) AFWAY

Aol Sesbamitninn k|
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Approval Process tab

The Approval Solution provides a place to change the Vendor Response Due Date and the Desired
Delivery Date. Any step approver can update this information, but it is a requirement for the funding
representative.

When the RFQ is Submitted to Vendor by the funding representative (OPCH, BPCH or CO), the vendor(s)
receive e-mail notification of the new RFQ awaiting action.

NOTE: The Originating Customer or anyone in the Approval Process can cancel an RFQ until the RFQ
goes into any “Awarded” status. This includes after it has been submitted to Vendor.

7. b. Vendor Response to RFQ

47



After the vendor views the RFQ they will decide whether or not to respond. NOTE: A vendor does not
have to respond to an RFQ.

If the vendor declines to submit a solution, they will change the status from “Submitted to Vendor” to
“Vendor Declined to Respond”.

Pt e

Vendor Declined to Respond

The original customer and the funding representative will receive e-mail notification of the status
change.

From: AFWay Suppart [malito:afway. Euppori@mall.mil]
Sent Wednegday, February 01, 2017 10:15 AM

To: Original user / Funding representzive

Subject AFWMay RFQ Reeponse Recalved - RFQ 1D XXXXXX

B0 X000 @S ZTmil
UNICOM GOVERNMENT, INC. (FAZ732-13-D-0030) has DECLINED 10 racpond ragarding your Reguest For Quole named: TEST RFQ. To raview the racponee:
1. o to hitpe:www.atway.atmil
= 1 the Ugar Profliz ink
uElng your 2mall and password
n the RFQ Named: TEST RFQ
Or RFQ 10 2000000
Thig 2-mall g auiematically ganaraied. PLEASE DO NOT REPLY TO THIS E-MAIL.

2.
3
4,

E-mail notification

If the vendor decides to respond, they will submit their response, the RFQ status will change to
“Response from Vendor”.

Prodcts FABSES 1440001

RFQ status change

The original customer and the funding representative will receive e-mail notification of the status
change, and can view the vendor’s response.

7. c. Originating Customer — Viewing Vendor Responses
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After receiving e-mail notification from vendors, the originating customer may log on to AFWay and
view the response.

From the Navigation Bar select My Account, User Profile, and RFQs. Click on the RFQ ID and then click
on the Solution tab.

Response from Vendor

If the vendor added attachment(s), the attachment(s) can be viewed in the Attachments window under
the Details tab.

Vendor attachments
7. d. Originating customer - Accepting a Vendor’s Offer
To accept a vendor’s offer, from the Navigation Bar select My Account, User Profile, and RFQs. Click on

the RFQ ID and then click on the Solution tab. Select the offer by clicking on the vendor to highlight it
and then click Award RFQ in the top right of the Response window.

Award RFQ

You will receive a popup notice.
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ENDOR
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Awarded Successfully

Click OK. The awarded RFQ will show in your Shopping Cart.

©) AFWAY

Wome  Myccomd  MyRuk  Ovieeg ook Besoweny i

Shopping Cant

T2 g T Gty WA T P LMY DA Pl DoAY OOt M ChTk T LIpaN TOEM e, (o SRR T Suarity o Ml LSRN T SERI SaRorn rou) W B abowead B LIkt

RFQ in Shopping Cart

NOTE: If there are catalog products or another RFQ in your Shopping Cart, a “Mixed Product Types”
popup will appear. A RFQ cannot be combined with another RFQ or with additional products.

‘¢ Mixed Product Types a

Prodiucts from a RFQ zolution and products from

l _ the AFWay product catalog (Desktop, Laptop and
Server contracts and Systemn Accessory,/Ruggedized
Dievice contracts) cannot be purchased in the same
order since they require different approval
processes. Please separate thess items and create

two separate orders.
oK |

Mixed Product Types

Since it has already been through the Approval Process, when a RFQ is converted into an order, it goes
to the Approval Official to determine which Funding Representative (OPCH, BPCH or CO) it should be
assigned to for purchase. To place the order, see Section 8. Creating an Order — Creating an Order
from RFQ.
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8. Waiver

Sometimes a waiver is needed from the normal acquisition process of using standard contract suppliers
for IT purchases. The waiver process can be used for purchasing outside AFWay.

8. a. Submitting Waiver Request

From the Navigation Bar, select Ordering Tools and Submit Waiver Request.

WeTvretwel

Submit Waiver Request

The “Request A Waiver” page is used to input all information that is required to submit a waiver request.
It allows an explanation to be entered as to why the purchase requirements cannot be met utilizing
current available (standard) contracts. Ensure all fields are completed, including appropriate categories,
vendor, and required date. Be as thorough as possible when submitting the request, so the Base Waiver
Official (BWO) and/or the MAJCOM/Functional CIO (MWO) can make an informed decision as to the
validity of the waiver request. Once all entries are completed, click the Request Waiver.

Request Waiver page

Once the Waiver Request has been submitted, a “Waiver Request” popup will provide you with a Waiver
number. Click OK.

¢ Waiver Request a

Juct’s]
Your request for Waiver 15275 has been
l Y submitted.

g
2

may
racies
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Waiver Request

To review the Waiver; from the Navigation Bar, select My Account and My Waivers.

My Waivers

The Waivers Page shows Waiver ID and Waiver Status.

Home — MyAccounl  MyRoks  Owering Toals  Resources  Help

Waivers Page

To view the Waiver Details screen, click on the Waiver ID. The Waiver Details screen presents all details
about the waiver request.
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Mome  WpAccoud Wy Owiring fosk

W Dot = 2

Wiaiver info

Waiver Details Page

A Waiver can only be deleted by the original Waiver requestor. Delete the waiver request by clicking on
the “X” on the far right of the Waiver.

) AFWAY

Mome  MyAcroess  MySsles  OederiegToch  Ascosces el

Delete Waiver

You will receive a popup asking you to confirm deletion.

Message from webpage @

j| Delete Waiver?

L oK J l Cancel

Confirm Delete

Click OK and receive another popup confirming deletion.
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¢ Delete successful! a

Waiver Deleted!

1Y

. [ox]

Delete Confirmed
When a waiver is submitted, it will be acted upon by the Base Waiver Official (BWO) and or the

MAJCOM/Functional CIO (MWO). If the waiver is on ITRM or QEB Standard, the waiver request will
automatically be sent to the MWO for approval. Otherwise, it will be sent to the BWO first.

8. b. Approving Waiver Request

To approve a Waiver, the BWO or MWO will log into AFWay, from the Navigation Bar, select My
Account, My Waivers, and Waivers Pending My Approval.

Waivers Pending Approval

The BWO or MWO clicks on the Waiver Number. The Waiver Details Page shows with the option to
approve or disapprove.

BWO - Waiver Details Page

The BWO can approve a waiver request by selecting either Approve or Disapprove. The BWO also has
the option to send the Waiver to the MWO. Click Submit.
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Ipproval Submission

You ane S currant mag in the approval proosss for this Wakver

Il Cosfraesnitic

Approval Decisian ¥ Appreve Dribpgsired
] Wonkdl yow o yows MAIOMFUNCTIONAL 00 & approve thil wakr?

Submin

Approval Submission Enlarged

When a Waiver is approved or disapproved, the originating customer receives an e-mail to let them
know. To view the Waiver, the originating customer can view the Waiver, from the Navigation Bar,
select My Account, and My Waivers.

D

Approved Waiver

Once a waiver has been approved by the BWO and or the MWO, an order for the desired products can
be placed by the requestor; otherwise, the waiver remains in AFWay as a disapproved waiver.

NOTE: When an order is placed following Waiver approval, it is very important that the Waiver number

be indicated in the order request.
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9. Creating an Order

If you are an Air Force user and are not sure if you have purchase permission, you need to contact your
Equipment Custodian (EC). If you do not know who your EC is, you can view your ECAN Approval
Process to find out. From the Navigation Bar, select My Account and View My Approval Process. Your
Approval Process correlates to what DRA and ECAN you have listed on your Account Information page.
If you do not know your DRA and ECAN, contact your Contracting Office for assistance.

Non-Air Force users have their own internal approval process. To receive purchase permission, contact

the Field Assistance Service (FAS) Team 5 at COMM: 334-416-5771 or DSN 596-5771 options 1, 5, 5 for
assistance.

9. a. Adding products to Shopping Cart

From the Navigation Bar, select Ordering Tools and Product Search.

=~
7/ \ -~
A Equipment Custodian | Log Off Shopping k2
) Cart
Ny s ramen
Home:

Subm

Submit RFQ

nitps e google comy

Product Search
There are two methods of searching, by Category and Advanced Search.
Search Product by Category

Select Category, and appropriate Subcategory.

) AFWAY

Woms  MyActoust  MyMsies  Oederng Tool  Mescurces  Melp  ORN 01T

ey good prinker BRA11 00

Category and Subcategory
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Products will have up to 5 images showing different angles/views of the product. Click on any of the
bottom images, and it expands to the top image. Click on the top image and it expands to a scrolling
view. You can click on the left and right arrows to scroll through the images. Click the X in the top right

corner to exit the scrolling image screen.

Scrolling image

SA Application Mull Administrator | Log Off

Products have a Features link. Click Features and it will either expand to show features, or reduce to

show none.

Application Administrator |~ Log Off

Home  MyAccount  MyRoles  Ordering Tools  Resources  Help.

5 Vendor:L EXMARK Vendor Type:Laige Business Contra
% 1

. 000ZHBW_O14
2 GSA:53126 00

; GONUS: ©52759.00
ABLE

= OCONUS:

ESTANG DELEY o $3126.00

* Features:

Description:DP1-14 LEXMARK MSB110N, FOUR-YEA
oV, Al UMABLES

WITHIN 4

MAINTES 5
CT INFORMATION,

YEAR WARRANTY. GLICK HERE FOR M

OEM:LEXMARK OEM Part No:40GT246

Unit of
Issue:EACH
Contract:FABD!

Vendor:L EXMARK Vendor Type:Laige Business

14A
O02HBW_C14
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Application Administrator  Log Off 7 Shopping
Cart

Home  MyAccount  MyRoles  Ordering Tools  Resources  Help  QEB 2017
GER - LAPTOPS Vendor:LEXMARK Vendor Type:Laige BusINess Gontract:F ABISS.
QEB - MONITORS
QEB - MONITORS
QEB - RUGGED PRODUCTS
QEB - RUGGED PRODUCTS

O002HBW_G14

GSA:$3126 00

CONUS: ®52759.00
SCANNERS
roer OCONUS
SERVERS Customize $312600

TLE “ Features:

TESY ANG DELETEY featureA: hi mom
featureB: hello workd!
feature: this is a printer feature
featureD: feature
/ featureE: awol jiop ki asdl
featureF: product feature filer Stuff
featureG: hi
Description:OP1-14 LEXMARK MSB11DN, FOUR-YEAR ONSITE
WARRANTY, NEXT BUSINESS DAY, POWER 110V, ALL CONSUMABLES
ARE INCLUDED WITH BASE PURCHASE PRICE, INCLUDES

MAINTENANCE ITEMS AND TONER. UP TO 860,000 PAGES WITHIN 4
YEAR WARRANTY. CLICK HERE FOR MORE PRODUCT INFORMATION

OEM:LEXMARK OEM Part Noz40GT 246 Unitof
Issue:EACH

Vendor: EXMARK Vendor Type-Large Business Contract:F AB05S.
1

COOZHBW_C14

Features expand/reduce
Search by Advanced Search

If you know the exact product you are looking for, you can do an Advanced Product search. From the
Navigation Bar, select Ordering Tools, Product Search and click Show Advanced Search. NOTE: When
you run an Advanced Search, Features, Images and Product Name will not show in the Product
Information.

Show Advanced Search

From the Product Search screen, you can search by OEM (Original Equipment Manufacturer) and
Product Category. You can also do a more detailed search if you know the OEM Part Number, Vendor
Part Number or Product Description. You can enter any information you have on a product. You then
have the option to Search or Reset (Reset clears all fields so you can start over).

Product Search

Example: Customer needs a specific Toner and knows the OEM Part Number. Enter the OEM Part
Number in the corresponding field and click Search.
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2 AFWAY

Home My Account

Product Search

Show Advanced Search

ACCESSORIES

CCS SPECIALTY PRODUCTS

CELLULAR PHOMES

P - MULTIFUNCTION PRINTERS/COPIER REPLACEMENT

Dl - METWORK PRINTERS

DPI - PRINTING/ IMAGING CONSUMABLES/ TONER

E-TOOLS PRODUCTS

NETWORK EQUIPMENT

QEB - AGENCY SPECIFIC

QEB - DESKTORS

QEB - HIGH PERFORM,
5

ICE WORKSTATION
CEB - LAP

QEB - LAPTOPS
CER - MONITORS
QEB - MONITORS

Add Product to Shopping Cart

Some product items are customizable. On the Item you are choosing select CONUS or OCONUS and
Customize. A Configure popup will display. Choose any upgrades you desire. The “Update Price”

ion Null Administrator

My Roles

Ordering Tools  Resources  Help

OEM: LEXMARK OEM Part No:  40GT247 Unit of Issue: EACH

Vendor: LEXMARK Vendor Type: Large Business Contract: FABS5.14.A.0000HBW 014

Description: DPI-14 LEXMARK MS3110N, FOUR-YEAR ONSITE WARRANTY, NEXT BUSINESS DAY, POWER 220V, ALL CONSUMABLES ARE
INCLUDED WITH BASE PURCHASE PRICE, INCLUDES MAINTENANCE ITEMS AND TONER. UP TO 860,000 PAGES WITHIN 4 YEAR WARRANTY
CLICK HERE FOR MORE PRODUCT INFORMATION

GSA: 53,126.00

CONUS: '® $0.00
OCONUS: O $3,126.00

Customize

Advanced Search Results

button becomes enabled. Click Update Price.

) AFWAY

Home My Account My Roles

=% -o@
Owdaring Tools  Resources  Hel

¥ ing options. Whea
“Update Price’ you catt.
Product Search
Cotegory = |
Al A Forca purchases of deskiop and agiop computers el be accomplshed via AFWay, thiough the OB process urkes " loted. 28 A Forcs
P p and lagiop comp ok y, thiows p T Upgrade
cton paars st have an FFQ acearpanied velh them The AirForce provides an area for Vendos| Category __Type
< Category: CARRVING CASE
OEM: HEVAETT.  OEM ParMe: LOT1IAV |
M CATRVING  UpGRADE MO LPGRADE s e
Vendor: HEWLETT  Vendor Type: Large Busing E
ligsintind CARRYIN {50 BUSHESS NYLON
d x ” o ARRYING al 1
Desc 2 (VERTIBLE TABLET. P 7
R siption: QEB20126 CONVERTIBLE T B @ o vosRage 400 BN O S0 s
DB - HETWORK PRINTERS
OF1 - ULTIEUNCTION SRINTERSICORIER REFLACEMENT i gory: HARD D
0P - PRINTRNG/ IMAGING CONSMABLES/ TONER > Cawgony: MOUSE )
Q6B - DESYTOPS e > Category: CPERATING SVSTEM
ST A © conus; 1154 0000 B e
COMPUTERS DCONISE 12140006 3 Category: WARRANTY
| PERFORMANCE WORKSTATION. Customize | Update Pace |
Configured Options Price:
Basic System Price:
$1,164.00
5 Total system Price:
LGHTWBGHT HOTES00K L 5116400
MOBILE WORKSTATION
ULTRA PORTABLE LIGHTWEIGHT HOTEBOGK
WETWORK SLATE TABLET
QFB - MONTTORS
QFB - FUGGED PROOICTS
BLUETOOTH SUART CARDSEADER

Configure page

Once you Update Price, the “Add to Cart” button becomes enabled. Click Add to Cart.
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2 AFWAY oot '
Piease select 3 When
prekil] I it 1 D Sotes fnished chick the "Upelate Price' buston before adding the product 1o your cart
Categery =
Product Search S—— e
o Beskiop sod e compunsis wl B o 40 b o campetiin i cuived AL Al Forc
ey o ' 7 S
© o UoRADE B

ADD BUSINESS NYLON . =
E ToploDCARRYCA S0 WD

-
&
5 I
e O EPRRRER YA
[ saTTERY

G %00 > Categary WARRANTY _

# CONUS: 1154 000 = _Addw Can

DGO 10140] | Corfgared Opions Pice
o

$118700

L WORKSTATION

Add to Cart

An “Action Successful” popup appears stating: Product successfully added to cart.

Prodict Seloction Help

lome My Account  MyRoles  Ondesing Toolt  Resauicos  flelp

Product Search
MAJCOM o functicnal €O Ho Surthar competiton is ragured. AT Al Force

thrmugh the QEB proce

2 prowads ar

2 e lageop computm
pre-compated

5 must haw 3 FFG) ¢

i Force porchases of
5 of Mt Funstion pi

Productsuceesstully
b sscearocn

o

OCONUS! 1214 0000

Successfully added to Cart

To go to your Shopping Cart, from the Navigation Bar, select My Account and Shopping Cart.

Equipment Custodian  Log Off b Shopping -w‘-'
Cart

) AFWAY

Home Wy Roies | OrderivgTools | Resources | Halp
My Waivers
T —- n< ' o wars, and obtain the nacessary approvals 1o make an IT purchasa. AFWay provides a secure, eficient and convenient
orine cusiomer neuds s avalable the cick of a bution

User Prafile

ViewrEdit Account Information == »m i
View My Approval Process - S —

wefwefwef

nittps:www.google.com/

View Shopping Cart

NOTE: An empty Shopping Cart will having nothing in it except for an information message on how to

change the quantity of products.




Homs  Myfccount  MyFoles  OweriogTools  Resources  Holp

Shopping Cart

fad aribty erier the new quankly besda B comespordng product and chck the Update 1olal bulion. 1l pou changs e quanity you musl opdale T okl betore you wil be
s hout

Empty Shopping Cart

When you have products in your Shopping Cart you can change the quantity. If you change quantity,
you must click Update Total before the Checkout button becomes enabled.

) AFWAY

Wews | Mg soned || My Radee || Orbiog Tosks || Fiurens || iolp

Change Quantity
9. b. Creating Wishlist

Wishlists are Shopping Carts that have been saved with pricing information of products at the time of
creation. Multiple wishlists can be saved for later processing. (An example would be at the end-of-year
when pre-built wishlists can be saved for last minute processing.) The only time a wishlist cannot be
created is when an RFQ is added to the Shopping Cart. Once an item has been sent to a wishlist, the
configuration of that item cannot be changed.

To save the Shopping Cart as a Wishlist, you can either create a new name or select an existing wishlist
and click Submit.

& AFWAY

Wome My Accownt My Holes  Ordering Tools

Create Wishlist

To view or use an existing wishlist, go to the Navigation Bar, select My Account, User Profile and
Wishlists.
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" Viewing your Wishlists

Selecting your wishlist gives you multiple options. You can delete items from the wishlist, add item(s)
from the wishlist to Shopping Cart, delete the entire wishlist, add entire wishlist to the Shopping Cart or
share the wishlist with another AFWay user.

& AFWAY

Moms  MyAocomst My Roks  OvdeiegTook  Rescwces Il

Wigh List

/

Options for Your Wishlist

If you decide to share the wishlist with others, it must be shared with registered AFWay users. The
wishlist can be sent to multiple AFWay users, one at a time. The person(s) can process the wishlist in
the same manner as the original customer. The original customer also retains use of the wishlist. When
shared, a copy of the wishlist shows up on the User Profile Wishlist Tab of the person the wishlist was
shared with.

If the e-mail does not match a current AFWay user account, a message will state “The email specified is
not owned by a current user of AFWay. Please enter a valid email.”

Message from webpage >

The email specified is not owned by & current user of AFWay. Please
1\ enter 3 valid email.

Invalid User Email notice

62



9. c. Checkout

To start the Checkout process, from the Navigation Bar, select My Account and Shopping Cart. In your
Shopping Cart you will either have products you have selected from the Product Search, products added
to the Shopping Cart from a Wishlist, or an Awarded RFQ. NOTE: A RFQ cannot be combined with
another RFQ or with additional products.

After verifying the Shopping Cart has exactly what you want to order, click Checkout.

Checkout
You will need to choose your ShipTo and MarkFor addresses for the order. The Default ShipTo and

MarkFor addresses established by the BECO and EC will appear. If the BECO/EC has established more
than one Default ShipTo address, you can choose which one to use by selecting the drop-down.

Shipping to Alternate or Multiple Locations

If you wish to change the ShipTo and MarkFor addresses for this order, or break up the order and ship to
multiple locations, select Multiple ShipTo/MarkFor Addresses.

o197 41 wtncd

Changing Shipping Information

To change the ShipTo/MarkFor to one shipping location, click Assign ShipTo/MarkFor Address.

O AFWAY

Home ~ MyAccount  MyP s  OrderingTooks  Fssources  Help
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Change to one shipping location.
NOTE: When changing the ShipTo/MarkFor addresses to other than the Defaults, the e-mail address
you use needs to be for a person in the DRA/ECAN you wish the products to go to. AFWay will enter the
Default ShipTo and MarkFor addresses corresponding to that persons DRA/ECAN.

Enter the e-mail address and any Delivery Instructions you wish to add and click Submit.

Homs My Account  MyRoks  OrderingTook  Rescorces  Help

The torsl quansty of e i 5

) AFWAY

1578 a3 amenced

Enter e-mail address and Delivery instructions.

If you want to break up the order into multiple shipping locations, click Break this Quantity into
Multiple Ship To/MarkFor Addresses.

) AFWAY

Home  MyAcceumt  MyRoles  Ovdering Took  Rescurces  Help

Multiple ShipTo addresses

Enter the number of shipments you want the order broken into and click Submit.

EY 7%

Home  MyAccoum  MyRos  OnringTook  Fusouces  Help

Choose the Number of Ship To Addresses

Sy /
i Sogossime v e

Sabmt

Enter the number of shipments

Enter the quantity of items for each shipment in the Quantity fields. NOTE: Combined the total must
match the total quantity of items listed at top left.

Enter the e-mail address and Delivery Instructions for each ShipTo location, click Submit.
NOTE: When changing the ShipTo/MarkFor addresses to other than the Defaults, the e-mail address

you use needs to be for a person in the DRA/ECAN you wish the products to go to. AFWay will enter the
Default ShipTo and MarkFor addresses corresponding to that persons DRA/ECAN.
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Quantity, e-mail and Delivery Instructions

The Process Order page will show you the new ShipTo/MarkFor address information. Click Next.

New Multiple ShipTo/MarkFor Addresses

If you didn’t change the Default ShipTo/MarkFor addresses, you would also, click Next.

Accepting Default ShipTo/MarkFor

Attach any related documents. Click Select to choose the attachments from your desired location.
AFWay allows up to 10 attachments that in total are less than 12MB in size. The following file formats
are accepted: .docx, .xlIsx, .pptx, and.pdf.

Add Attachments
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Once attachments, if any, are uploaded, click Finalize Order.

o) AFWAY

Home  Myfcceust  MyRoles  OvlariogTools  Resowess  Halp

Process Order

5 documents wth your order by cicks
£ MRS v | %), Mareset Entel

Would ou e £ add stachments o your crder?

o \

Finalize Order

You will receive an Order Submission Successful popup that provides the Tracking Number of your order.

% Order Submission Successful [ ]
Your order Tracking Number 211744, is pending
I Y funding information. An amail has been sant to the

person specified 1o enter funding for this order. You
will raceive an email notification when the funding
has been entered and the order submitted to the
vendor or if the order was disapproved. To view
your order. select Tracking Mumber 211744 under
“My Orders”.

(o)

Order Submission Successful

Once your order has been created, it proceeds thru the Approval Process for your workflow. Your
workflow will depend on what options the EC and BECO have chosen. Each step in the Approval Process
has the ability to approve or disapprove the order. You can track your order through the Approval
Process by going to the orange Navigation Bar, My Account, User Profile, Orders button.

ian | LogON 7 Shapping
Cant

211875 251554 CUSTODIAN, ECUIPMENT ORDER PEMDING 053002017

Al
111875 151555 CUSTOOUAN, EQUIFMENT OHDER PENDING 08302017
211875 251556 CUSTOOUAN, EQUIFMENT ORDLR PONDING 0573072017
211875 251557 CUSTOOUAN, EQUIPMENT ORDER PENDING 05/30/2017
211854 1525 CUSTOOIAN, EQUIPMENT ORDER PERDING 0272452007
FARLELS Feikilg CUSTOOIAN, EQUIPMENT ORDER PERDING ozroTiaNT
211759 0139 CUSTOOIAN, EQUIPMENT ORDER PENDING 08/ 1072016
219758 Frik CUSTOOIAN, EGUIPMENT ORDER PORDING 08/10/2016
Fillits 1EN CUSTOOIAN, ECUIPMENT ACCIPTLD BY VONDOR 08/ 1072016

User Profile showing Orders
Click on the Tracking Number and scroll down to Approval Process Details to track the approval process.

The left hand box shows the Completed Steps in the Approval Process. You see the Role, Name, Date
and Status listed. The right hand box shows the Next Step Approver. At each step of the approval
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process, an email is automatically sent to the Next Step Approver letting them know an order is waiting

their approval.

) AFWAY

Homs My Account My Roles  Ordering Tocis

| ngo Lot Step |

Order Approval Process
9. d. Checking-out as a Non-Air Force User
Once Products or RFQ have been added to the Shopping Cart, from the Navigation Bar, select My

Account, Shopping Cart and Checkout. You can edit both the ShipTo and MarkFor addresses, add any
comments for the Vendor and click Next.

WAY

Wome  Myhccoant  MyRols  OwringTook  Resmrces  Help

At o 1574 42 wmanchs

Adding ShipTo and MarkFor Information

Attach any related documents. Click Select to choose the attachments from your desired location.
AFWay allows up to 10 attachments that in total are less than 12MB in size. The following file formats
are accepted: .docx, .xlIsx, .pptx, and.pdf.
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Vome |y Aecowt | Wyoks || Odeing Took | Resares

Process Order

Add Attachments

Select Payment Type for the order.

If you select Credit Card, you can enter your Credit Card Information.

) AFWAY

Home  MyMccoun  MyRoles OvhrigTook  Resoses  Help

Process Order

Credit Card Payment Type

If you select Form 9, you can enter your Form 9 Information.

Paymant Information

5 ntaring paymant inormaon, Jou e certAyng T he supples anS sens
e e sdotmens, e

abie oo of e ave et o caver e cest Sevect. and the funds have ean

Form $ Payment

Form 8 Info
* Delivery O Mumar

- Fana Cite

Form 9 Payment Type

Once your payment information is loaded, click Finalize Order.
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Form 8 Payment

Form 8 Info
* Dlivesy Order Wumber: [ 1245788

* Fund Cite FT

(""--..

Finalize Order

You will receive an Order Submission Successful popup that provides the Tracking Number of your order.

[ ¢ Order Submission Successful a|

Your order Tracking Number
!' funding information. An emi
person specified to enter funding for
will receive an email notification when the fur
entered and the order submitted to the
vendor or if the order was disapproved. To view
your order, select Tracking Mumber 211745 under
— “My Orders". —

Lok |

Order Submission Successful

9. e. Viewing Vendor Response to Order

Once the order has gone through all the required Approval Steps, AFWay generates e-mail notifications
to the originating customer that their Order ID# has been approved and submitted to the vendor, as well
as to the vendor associated with the contract against which the order is being placed.

The Vendor will view, accept, or decline the order. The Vendor is responsible for updating the Order
Status so that the originating customer can track the status.

To view the status of an order, the originating customer logs into AFWay and from the Navigation Bar,
selects My Account, User Profile, Orders, and selects the Tracking Number or Order Number, then
scrolls down to Order Details. Selects Order Number from the Order List Dropdown and can see the
Order Status. NOTE: It is the vendor’s responsibility to update the Order Status.
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ication Admintstrator | Log Off

Home My Account My Roles Ovdering Tools Resources Help. OEB 27

Ordler Detaits

Order List

251428 - ot Totat §2T58.0K

Product List

Select  product

Appiowesi Frocess Detaits

Order Status

9. f. Orders placed on HOLD

The Vendor has the ability to place an order on HOLD status. This feature is used when there is an issue
that prevents the vendor from accepting the order within their mandated response time. The HOLD
feature is used mostly due to funding issues, i.e. incorrect or invalid credit card information, funds not
available on credit card, Form 9 not attached to order, etc. NOTE: If “Invalid Credit Card” is used by
Vendor for Hold Justification, the Credit Card will be flagged and the Card Holder will have to Delete the
Credit Card profile and create a new one.

When an order is placed on HOLD status, an email notification is sent to the Originating Customer at the
email address in their Account Information page of AFWay. The vendor should also send an email using
the valid email address for this order that was provided when the order was created. It is the
responsibility of the Originating Customer to log into AFWay and view the order’s HOLD status
comments to find the reason for the HOLD. An order may have multiple Order IDs under the same
Tracking Number. Any order(s) on HOLD will be listed in the Tracking Number Info box.
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Application Administrator | Log Off

Tracking Number Info

Tracking Number Info Customer Info

Tracking Number: FAREEL] Mame:  APPLICATION AGMINISTRATOR
Date Created: /272017 DRA: 5853

Commaents To Vendor ECAN:  ECOI

Orders On Hold: 251429

Address: Addess One

4\

FPO, AE 09459
Email:  OMERLA DAVIS 1 @USAF MIL

Phone:  DOO0000000

Order Attachments
i 5F ILEpaf Customer

& Arn Davis Workdoece Experience_and_ Trainang, Worksheetadix Customer

Order(s) on HOLD Status

To view the HOLD comments, scroll down to Order List, select the Order ID from the dropdown menu.
You will see the Order Status, the HOLD Justification (reason for HOLD), and HOLD comments. The
vendor should have provided their contact information for this order in the HOLD comments section. If
no vendor contact information has been provided, the customer can find vendor contact information by

going to the orange Navigation Bar, Resources, ITCC, ITCC Program Portal, or by contacting ITCC at
itccsupport@us.af.mil.

) AFWAY

Home My Account  MyRoles  Ordering Tools  Resources

Doy Decails

e FASTT1-10-4-0601/0EB5A_ OO

Product List

1 Select  product

HOLD Justification and Comments

It is also the Originating Customer’s responsibility to notify the correct Funding Representative to have
the issue resolved and to make sure the Vendor is notified of the actions taken to resolve the issue.

When the issue has been addressed, the Vendor will change the HOLD status appropriately. If the HOLD
status does not change within 30 days, the order is automatically canceled and goes into history.
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10. Reports
AFWay provides the capability to run various reports. The ability to run reports depends on what

permissions you have been granted. All reports are generated the same way, the only difference is the
information extracted.

Orders Report

The Orders Report provides the number of orders created, submitted, disapproved, canceled, declined
by Vendor, accepted by Vendor, pending, shipped, delivered and completed.

Vendor Type Statistics Report

The Vendor Type Statistics Report is used to determine sales based on type of vendor (large or small
business, disadvantaged, etc.) selected for the specified date range.

Sales Volume Report

The Sales Volume Report can be used to track the amount in dollars of sales bade by AFWay users.

Sales Volume Report by MAJCOM

The Sales Volume Report by MAJCOM can be used to track the amount in dollars of sales made by
AFWay users in a particular MAJCOM, Base, or DRA.

Vendor Order Fill Time Report

The Vendor Order Fill Time Report is used to determine the length of time a vendor takes to fill an order
from the time the order was received until the equipment arrives at the designated destination.

Workflow Report

The Workflow Report tracks the status of orders and the average time each step takes in the workflow
process.

Waiver Detail Report

The Waiver Detail Report is used to track the number of waivers requested, approved, disapproved, and
the type of equipment/services users requested.

BECO Fiscal Report

BECO Fiscal Reports provide Order Status based on ECAN.
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MECO Fiscal Report
MECO Fiscal Reports provide Order Status based on MAJCOM and DRA.
Running reports:

From the Navigation Bar, select My Roles and Reports.

AFWay enables custor nacessary approvals 1o maka an (T purchase. AFWay provides a secure, effciant and convenient
snling shopping experic...

ial s T) hardwara and software, and oblain the
o Eaawma tesally, at the click of a button
ity

hips:/www.google.com/

Reports

The reports that you can run will be listed under Reports. Click on the Report you wish to run.

) AFWAY

Mome  MyRccoumt  MyRokes  OreringTools  Resources  Help

Reports

Reports

Enter the desired criteria for the report and click Continue.

S AFWAY

Home  MyAccsum  Myfokes  Ovdeieg Took  fesowees Mg CCS2 007 PO Guide  CCS20017 Sysiem Spers  [TCC Mews

Sales Velume Repart

£t Duse

vy a0t

Enter required information for report

You will be prompted to choose the format of your report. Check the box next to the format you wish to
use and click Process Report.
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Choose Format and Process Report

You will receive a popup stating report was successfully queued. Click OK.

W Action Successful -]

Your repart has been suscessly queusd

| Please check back sharlly to duwnlosd your
report.

[Lom

Action Successful

You will have to refresh your screen to see the report in the queue. You may have to refresh a couple of
times to see the status as Complete.

> AFWAY

b Mphooesd  MyRukes  Ovleieg T Rewewoes  Help  CCS3 207 RFQGubds  CCR3FIT bpviern Sy T1EE Hews

r— Ratet e
bl s Dt st
S Vi g Coplos Seaurr 7% 18 A

Report in Queue

To open report, click Complete in Status Column, and click the format.
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&) AFWAY

Mome  MyAcows  Myfoks  OhngTook  Bewwoes Nl CCS3200T BF Galde

Open Report

You will be prompted to Open, Save or Cancel. To open, click Open.

Report Queue st
Namas Status Date Created
Saus Volume Repot Complete VEOTT, 73518 AM

Do you wart s g e B5T5-4ASF-B082- (175 KE) fram atway il "
Open fave v | Conedd

Open Report

Your report will open and you can view, edit and/or save. NOTE: Reports stay in the Report Queue for
48 hours.
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11. Need Assistance?

If additional guidance or more in-depth assistance is needed, you can contact the Field Assistance
Service (FAS) at Team 5 at COMM: 334-416-5771 or DSN 596-5771 options 1, 5, 5., and you will also find
additional contact numbers including Contract/Program Assistance as well as MAJCOM Information
Technology Commodity Council (ITCC) Representatives in AFWay.

From the Navigation Bar, select Help and Contact Us.

Contact Us

You can call the numbers listed, or you can click on the e-mail addresses listed to send an e-mail request.

© AFWAY

Woms  WyAcoumi  MyBasie  OnseiegTosks  Fsssmes  Help  CCKIJNTRFOGuMs OO

List of Contacts

If you choose to e-mail, once you click on the e-mail address, you will receive an Internet Explorer
Security message asking if you want to allow AFWay to open web content. Click Allow.
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This program will open outside of Protected mode. Internet Explorer's
helps protect your computer. If you do not trust this

website, do not open this program.
n Name: Microsoft Outlook
Publsher:  Microsoft Corporation

[1Do not show me the warning for this program again

Allow to access Outlook

BEH® 06 L=
MESSAGE INSERT OPTIONS

ol
O
'aste

P

G"Q Cut
E@ Copy
' Format Painter

Clipboard [F] Basic Text 1] Mames Include

=

Send

From = | kathy.golden.ctr@us.af.mil

Untitled - Message (Plain Text)
FORMAT TEXT REVIEW ADOBE PDF

S ke E@ é\‘@ mj @Ju' I}. 1> Follow Up =

= = = == Address Check Attach Attach Signature
Book Mames File Item= = ¥ LowImportance

Tags

! High Impertance

[

Q

Zoom

Zoom

&

Contains Contains
FI FOUO

DoD Marking Category

@ R

Encrypt Sign

Sign/Encrypt

Tan. |Fas TEAMSEUS AF.MIL

w ||

Bec.. | |

Subject |

DSN:
Email

Kathy Golden, CTR
AFLCMC/HICB

AFWay Lead Functional
Comm: 334-416-XXXX

312-596-XXXX
I: kathy.golden.ctr@us.af.mil

Submit comments/questions via e-mail
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