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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.

i W heps sty mil Dt auit.ss B~ @3 Home Page
File Edit View Faveriter Tesh Help

Wy ) Ve Stice Gallery = B - 0 e Pagew Safeye Toskw @

Notice and Consent Banner

Click Agree and you will be at the Initial Log on screen.


https://www.afway.af.mil/Default.aspx
https://www.afway.af.mil/Default.aspx
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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
= DPI Ordering Guide
= (QEB 2017/ CCS-2 Ordering Guide
= Virtual Small Business Center
e Help
0 AFWay User Guides
= Access/Roles/Credit Cards
= RFQs/Waivers/Orders/Reports
AFWay Vendor Guide
Firefox Cert Help
FAQ
Contact Us

O O O 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.



o-a&c '.51-.:;3..(9.1...13(,.) N oy af el IV'JIwkmhlanmane— % Herme Page
B~ B 0 e~ Pager Seey= Tosk @

e
e ot Yew Fpeomes

Took  Help

% &

.
& A F qu Y
Hulg CC52 2017 RFQ Guide CL5-2 2017 Syntem Specs.

Home My Account My Ruben Chduring Tools Rusources

APy enables customars t arder infarmation Technolagy (1T) hardware and softeacs, and obban ha NACASEArY Approvals 1o maks an T punchase AFWay provides 3 secure. afficent and convensent

AFWay v4.0.2.1 Release CCS-2 RFQ
The ITCC - STRONGLY recommends that AF cusiomers deday purchases until the:
QEB 20178 award & made. Howaver, untll then, all ITCC CCS-2 systems may be
purchased using the process in the ITCC CCS3.2 RFQ Guide, Click on the links in

AFWay va.0 2 1 was released on 13 Sep 2016, This retease fixed an issue which
prohibited vendors fram wviewing customer comments on Orders. A compéete list of
Evious reledses can be viewed by navigating to “Help®

2" In the menu lecatad on the tap of all AF
| Coat

v
1he Mavigation Bar abave fo opsn the Guide and e 2017 Systam List
IMPORTANT - T FO process the Viendar Category - Client

| Contine reaging... |

se reading

Navigation Bar after Log on



3. Registration

3. a. First-Time Users

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

AFWay enables cuslomers 1o order Information Technology (IT) hardware and software, and obtain the necessary approvals to make an IT purchase. AFWay provides a secure, efficient and convenient
online shopping experience. Everything the customer needs is available, terally, at the click of a bution,
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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 reading... ] IMPGRTANT - The CCS-2 RFQ protess uses the Vendor Category - Client

Computing Solutions. ——
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Register

Step 2: You will be prompted to select your CAC/ECA certificate and to enter your PIN or Passcode. 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. NOTE: It is important for each AFWay user to enter a good Commercial phone
number, including area code, in case a vendor needs to contact the user.

T

Home  Resources  Help

AFWay Registration User F
Welcome IO the AFWAY Registration/User Profile page. If at any time you have difficulties entering information into the I'(qull'lﬂ tiekd,
it you find that the drop down menus are incomplete, please contact the AFWAY Help Desk at DSN 586-577
Regisier now 10,

» Lok for up-lo- ca‘z product and pricing information on selecied federal contracts.
. i cram STOPEENG Daskels.

aty with your Government Credit Card

U=USAF, CN=HOBBIE DEBRAD 111

Autherization

* Authonzation
4 Customer
Vendar

Rank/Tite * First Name: Midie: Fame * Last Name:

Address

FPOIAPO Address

* Address 1 * City * State

Agdress 2 ) * Country e
UNITED STATES =

Contact

Registration Page



If any information is missing or entered incorrectly, the system will identify the problem area(s) with red
text. NOTE: Comm Phone is a required field. Vendors cannot contact customers on DSN.

E APWay Registration o E * < ov Pagev Safetyv Tookv i@~

Address

FPOVAPO Address

* Address | * Gty * State

1734 ABC Street Martgemsty ALRBAMA =

Address 2 * Iip REQUIRED * Country
UNITED STATES

5|

Contact

" Emal + Aginey

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 findng your DRA *ECAN M

ding your ECAN

Security Questions

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

* Sacunty Question #1 * Security Arrswes #1
Wha was your Evorite cartoon character as 3 chid? El

* Secunty Question #2 * Security Answer £
What was your frst per's name?

El

* Secunty Quashon &3 * Secunty Answer £1
i you had chosen your first rame, what wold it have been?

=]

" Sacunty Question #4 * Sucunty Answar &4
What was. your High schaol nama?

]}

* Secunty Question #5 * Security Word #5
‘What is the tithe of your fvonte 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).

i =~ B -7 mn v Page~ Satery~ Tookw @~ |

&2 AFWay Registration

Addross.

FPOARO Address

* Address 1 “cay * State

1234 ABC Street Mantgamery ALABAMA =

Acdress 2 Tip REQUIRED * Country
UNITED STATES =

Contact

* Email * Agency

DEPT OF DEFENSE - AR FORCE =l E

* Camen Phans Camm Fax DSN Phone DSH Fax

DEPT. OF DEFENSE- AIR FORCE
* MAJCOM

AFMC e." =

o5 locked, your Security Word Hint wil be provided 2nd you will be asked to idantify

Security Quastion #1
Wha was your favorile carleon character as 2 child? =l

Secunity Question 82
What was your first pst’s name?

* Security Answet 82

&

* Security Question #3 * Secusity Answer 3
¥ you had chasen your fist name, whit would i have besn?

[l

* Secunity Question #4 * Secusity Answer #4
1What was. your High school name?

&

Sacuty Question #5 * Secuity Word #5
What is the tithe of your favente book?

4

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.

':_/ :'\“:’_?"| by https:/www.afway.af.mil/DRALookUp.aspx D -adc |
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 ég\ﬁmﬂ;T Crisp, Diane
Ahmed Al Jaber AB 5477 332 ECS AR CoMEAT Montillano, John
Al Dhafra Air Base 5475 380 ECS égmimﬂ;T Crossland, Ragan
Al Udeid 5467 Al Udeid 378ECS égmc;hmaéw Schneider, Richard
5476 CAOGCA™ égmct’l‘mE';T Munoz, Angslo
5488 CAOC/CST égnﬁ‘maéw 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
(. :_\_‘J|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
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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, choose your CAC/ECA certificate, enter your PIN or Passcode if prompted. 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.

11



i e oge o

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

14



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 enables cus!  Equpment Custodian » {T) hardware and software, and obtain e necessary

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

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



Another popup message appears for confirmation:

& AFWAY

My Account

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

Add a Role:
“Mote: EC, BECO, and MECO roles are verified against AIM before acoess is given. All other roles are assigned to users by an EC or BECO.
SELECT ROLE TO REQUEST Ex 1

SELECT ROLE TO REQUEST

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: |t takes 24 hours for AIM to interface with AFWay to update records.

% Request Base Equipment Control Officer Role

AIM User Reference ID:

a
® Note *

To locate your AIM User Reference ID, please call your Base Equipment
Control Otficer (BECO) or the AIM Help Desk at DSN 727 4711,

i you have an AIM account you can also obtain your code by going to
hitps:/fwvww. af ems.wpalb.af.mil:

1.

2,

Click ADMINISTER USER from the left menu. This brings up the SEARCH FOR USER screan.
Enter the desired search criteria and s

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

FH submit || X canesl |

Enter AIM Reference ID for BECO Role

| \/ Confirm Request
=
f Are you sure you want to request the

e | ) Role?

%
S 115
esi
rsol

Confirmation Message - Adding BECO Role
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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. Note: If a BECO manages more
than one DRA, they can create one ShipTo address for each DRA they manage.

© AFWAY

Homs My Aczount
Warming. # the Seap To Address i deloted. tha ors under vt [inse EQuement Control Cicar s
Updats $hip To Address

2P

BECO - Admin-ShipTo Address

This option allows the BECO to add a ShipTo Address. If a ShipTo Address is deleted, users may not
be able to place their orders. NOTE: 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, APQ Addresses cannot be used as Ship To Addresses.
Update Ship To Address

Shipto list:

Select a Shipto v

Add new Shipto address

The information herein is For Official Use Only (FOUO) which must be protected under the Privacy Act of 1874, a5 amended. Unauthorized disciosure 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.

TR
B i ) A WA Y Base Equipment Control Officer | Log Off \ Shopping
y F Cart

nee

Home My Account My Roles Ordering Tools Resources Help Ship To Administration Help
Warning, If the Ship To Address is delated, the wsers under your ECAN may nod be able to place their orders, In addition, APO Addresses cannol be used as Ship To Addresses,
Update Ship To Addreas
Shupto st
(SR a SN
Add new Shipto address
"DRA _;\lonc b

" Address Name

Busiding
* Andress 1 g Addross 3
* City:
Stata * Counlry Mane s
= 7P . Mailstop
Add Shipto || Cancel
The infotmation herein is For Official Use Only (FOLO) whiich misst bee protected Uider fhwe Privacy Act of 1974, as amended. efckasiare: o e of thix personil o ey el in criminal
anncdfar cvil penallies.

Add ShipTo Address (BECO)
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NOTE: If the BECO(s) or EC(s) have not set up ShipTo and MarkFor addresses, customers will not be able
to customize or add products to the Shopping Cart and will not be able to Check-out. Users will receive
the following notice when going to Product Search.

% Incomplete address information a

You do not have a default Mark For or
L Ship To Address. You will not be able 1o
1 products ta your cart.

oK
Incomplete ShipTo or MarkFor information
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.

A person can hold multiple roles in the Approval Process with the following exceptions:

1. The same person cannot be the Approval Official (AO) and the Organizational Purchase Card Holder
(OPCH). AFWay restricts this assignment.

2. The same person cannot be the Base Equipment Control Officer (BECO) and the Resource Advisor
(RA) in the same unit they are performing BECO duties. Per AFMAN 17-1203, para 1.2.11.1.8.

3. The same person cannot be the MAJCOM Equipment Control Officer (MECO) and the BECO for any
DRA in the same command. Per AFMAN 17-1203, para 1.2.9.1.2.

4. The same person cannot be the Base Waiver Official (BWO) and the MAJCOM/Functional CIO (M/F
ClO). AFWay will not allow the M/F CIO to approve any Waiver as M/F CIO if they also hold any BWO
role.

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

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.

18
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& AFWAY

Home My Account My Roles Ordering Tools Resources

Approval Process Configuration

DRA: 5853

User rodes.
BASE EQUPMENT CONTROL OFFIGER

Daze Revew
BFM

BECO - Assign Roles

There are two boxes for Assigned Users, one with the person’s name and one with the person’s email
address. 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 role functionality, this is an indication the customer has more than one
account with the same email address. Either they need to update their Alias account to a different email
address, or contact the Field Assistance Service (FAS) Helpdesk to have duplicate account archived.

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”. NOTE: The name
and email address boxes do not always match up (each box has its own scroll feature), they are still
linked to each other so either highlighting the name or the email address and selecting a function button
will work.

Apgraeal Fracans Condgastion

BECO - Make Individual Primary
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BECO - Unflag Address

The BECO can remove BECO and EC created ShipTo and EC created MarkFor addresses if they are
deemed to be invalid. From the Navigation Bar, select My Roles, Base Equipment Control Officer, and
BECO - Unflag address. Once invalid addresses have been deleted, BECO and EC can create valid
ShipTo/MarkFor addresses.

& AFWAY

Home My Account

BECO — Unflag address
The BECO tab will show all ShipTo addresses created by BECOs under the BECO’s DRA. User Info shows
who created the ShipTo address. ShipTo Info shows the ShipTo address.

Home  MyAccount  MyRoles  Ordering Tools  Resoarces Help

USER INFO Ship To INFO "/

SE EQUIPMENT CONTROL OFFICER [Ed] Address Hame: BES
SE_EQUIPMENT CONTROL CFFICER@testdats.com 176 Cove Dr
1231230231 Montgomery ALABAMA 36114
URITED STATES

BECO — ShipTo addresses

To delete the ShipTo address, click the red [X]. When you click the red [X], the system will give you a
second chance notice: Do you want to delete? Click OK to delete, or Cancel to abort.

Message from webpage X

o Do you want to delete?

Second chance notice

If you select OK, the ShipTo address will be deleted.

o AFWAY

Home  MyAccount  MyRoles  Ordering Tools  Rescarces  Medp

seco | Ec

USER INFO Ship To INFO

ShipTo address deleted
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NOTE: If BECO has selected to have all shipments delivered to him, there MUST be at least one BECO
ShipTo address listed.

The EC tab will show all ShipTo and MarkFor addresses created by ECs under the BECO’s DRA. User Info
shows who created the ShipTo address. ShipTo Info shows the ShipTo address and MarkFor Info shows
the MarkFor address.

©) AFWAY

Home My Account  MyRoles  Ordering Tools  Rescurces  Help

USER INFO ship To INFO < Mark For INFO.
HAD MARWALD x] andt 5853 ECOM [ET] Chad Maiwald
Ehad, marwaldius, af. ma andf BASY 1400 avdf
BI44163244 asclfa ALABAMA asdlf BR74TEH163
UUNITED STATES asdfius.afmil
FRARK. SCHVALBE [X] 123 5853 Hone TKI _ WARK SCHWALBE
e schwalbe, primanydus, of il 123 13 123 123 andf1 23
BI4416 asd ALABAMA 36115 1231231231
UNITED STATES wdibansd asd

EC — ShipTo and MarkFor addresses

To delete the ShipTo or MarkFor address, click the red [X]. When you click on the red [X], the system
will give you a second chance notice: Do you want to delete? Click OK to delete, or Cancel to abort.

Message from webpage x

o Do you want to delete?

Second chance notice

If you select OK, the address will be deleted.

) AFWAY

Home  MyAccount  MyRoles  Ordering Tools  Resources  Melp

USER INFOU Ship To INFO Mark For INFO /
HAD MATWALD [%]  asdf 5853 ECO &=
had. maiwald@us. af. mil asdf
[1344163248 asdfa ALABAMA asdf
UNITED STATES
PAER, SCHWALBE [X] 123 5855 Hone [X] _ blahbiah
frark. schwalbe, primany®us.af.mil 122123 bAah blah blah
34418 asd ALABAMA 38115 blah vblah
UHITED STATES [
Address deleted

NOTE: There has to be at least one ShipTo address per DRA/ECAN and one MarkFor address per ECAN
or customers will not be able to create an Order.

View/Edit BECO Options

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

From this screen, you have the option of having all items purchased by ECANS within your DRA to be
shipped to the ShipTo address you set up. If “Yes” is selected, all purchased items are sent to the BECO’s
ShipTo address. NOTE: If there is more than one BECO managing the same DRA, only one BECO has to
say “Yes” and even if the others have said “No” the orders under that DRA will be shipped to the BECO

ShipTo address.

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

Equipment

My Roles Ordering Tools Resources Help

View/Edit BEECO Options

Do you want all tems purchased by accounts within your DRA ta be shippad to 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.

BECO - Roles per Account
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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.

&) AFWAY

ESD1
0003
0004
0101
0100
EI06
0102
El02
0200
0305
0304
0300
0306
0302

BECO Reports

BECO Accounts

Account Number

Home My Account

Organization
690 NSS DET 2
AFLCMCI/DETS
AFLCMC/DETS
AFLCMC/ENI
AFLCMC/ENI
AFLCMC/ENI
AFLCMC/ENI
AFLCMC/ENI
AFLCMCHGB
AFLCMCHGG
AFLCMCHGG
AFLCMCHGG
AFLCMCHGG
AFLCMCHGG

Ordering Tools Resources Help

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

Point of Contact
ANTHONY CAPPEL
EARL BAKER
JORDAN MOORE
TERRY HAMS
THOMAS NOSTIN
DAN SMITH
MICHAEL STEWART
HAROLD LOCKETT
KENNETH JACKSON
WILLIAM BURRELL
GORDON FITZPATRICK
DEBBIE MARTINEZ
GORDON ALLBRITTON
CURTIS BUETTNER

BECO Accounts page

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 MAICOM

Waiver Detail Report
Workflow Report
BECO Fiscal Report

o AFWAY

Mame | My Araet

Raparns

Roport Gueus
[ atia
Vo Hingmtn b Chowae

ots Cimaied
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BECO Reports

For information on reports, see Section 4. Reports of the User Guide RFQs/Waivers/Orders/Reports
starting on page 34.

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.

AFW ay Program Manager

AFWay onaties cUs!  Sumaut Waiver Request IT) hardware and sofware, 3
ShOpping experience slable, Merally, stthe 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

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:

¢ Confirm Request %]

'Ig Are you sure you want to request the

Role?

Confirmation Message - Adding EC Role
Admin - ShipTo Address

The EC establishes the ShipTo address that will appear on every order processed with the applicable
ECAN. Note: When the BECO selects “Yes” to the BECO Option “Do you want all orders in your DRA

shipped to you?”, the BECO’s ShipTo address becomes the Default and the EC(s) ShipTo address(s) will
not show at checkout.

From the Navigation Bar, select My Roles, Equipment Custodian and Admin — ShipTo Address. Note: If
an EC manages more than one ECAN, they can create one ShipTo for each ECAN they manage.

Admin - ShipTo Address

To add a new ShipTo address, select Add new ShipTo address.
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&) AFWA

e R e R

H_—

Add ShipTo Address 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.

Admin - MarkFor Address

The ShipTo address determines where an order will be delivered. The MarkFor address tells who the
order is for. The EC establishes the 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. Note:
If an EC manages more than one ECAN, they can create one MarkFor for each ECAN they manage.

© AFWAY

Admin - 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”. Note: DRA and ECAN
cannot be updated on a MarkFor address. To update DRA/ECAN delete the current MarkFor address
and create a new one.

[ -/ ) XSGT Equipment Custodian Log OF ' Shopping "¢
A\ ¥ Carl
— S

Mome  MyAccoumt  MyRolks OrdedngTools  Resources  Help
"Waming. I the Mark For Aidress i dsieted. the users Lnder your ECAN may not be abls 1o pisce eir orders. In addion. APO Addresses camnot be used as Mark For Addresses
Update Mark For Address

By Raom Mo Ueit Org Phone Fax Ema ECaN oRA

Actof 1574, 63 amencéc o missse of anditr e penaibes

Add New MarkFor

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

Home  MyAccount  MyRoks  Ordering Tools  Resowrces  Help
Warning: IFthe Mark For Address is deletod, the usars under your ECAN may nol be able 1o place their eders. In additon, APD Addresses cannol ba used as Mark For Addresses
Upsdnte Mark For Addrass

Firet Masa Lagt Mama Bidg Raam Ne L2 g Phene Fas mail FCAN ik

T i For ¥ iF . nclar th Privicy 4ct of 1574, 8 amended. ‘e of anior o penating

Create MarkFor Address

NOTE: If the BECO(s) or EC(s) have not set up ShipTo and MarkFor addresses, customers will not be able
to customize or add products to the Shopping Cart and will not be able to Check-out. They will receive
the following notice.

% Incomplete address information a

You do not have a default Mark For or
ls Ship To Address. You will not be able to
add products to your cart,

Incomplete ShipTo or MarkFor information
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.

A person can hold multiple roles in the Approval Process with the following exceptions:

1. The same person cannot be the Approval Official (AO) and the Organizational Purchase Card Holder
(OPCH). AFWay restricts this assignment.

2. The same person cannot be the Base Equipment Control Officer (BECO) and the Resource Advisor
(RA) in the same unit they are performing BECO duties. Per AFMAN 17-1203, para 1.2.11.1.8.

3. The same person cannot be the MAJCOM Equipment Control Officer (MECO) and the BECO for any
DRA in the same command. Per AFMAN 17-1203, para 1.2.9.1.2.

4. The same person cannot be the Base Waiver Official (BWO) and the MAJCOM/Functional CIO (M/F
ClO). AFWay will not allow the M/F CIO to approve any Waiver as M/F CIO if they also hold any BWO
role.

From the Navigation Bar, select My Roles, Equipment Custodian and EC — Approval Process.
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XSGT Equipment Custodian Log Off ' Shopping &
Can

131

s s
L un - M S
. Admn - Shiplo Address yu - fo make an T purchase. AFWay provides asecur, ffient and comersent
Admin - View-Edit EC Oplions =|
= oval Pr u P

! View-Edit EC Workgroup

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.

o,
-" \ A WA Y XSGT Equpment Custodian | LogOff ™ Shopping ¢

| | F Cant

Ny ST

Home  MyAccont MyRoles  OweringTools  Resources  Help

assigned as an EC 1o 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”.

EC — Assigned Users
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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 role functionality, this is an indication the customer has more than one account with
the same email address. Either they need to update their Alias account to a different email address, or
contact the Field Assistance Service (FAS) Helpdesk to have duplicate account archived.

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. NOTE: The name and
email address boxes do not always match up (each box has its own scroll feature), they are still linked to
each other so either highlighting the name or the email address and selecting a function button will
work.

¢ Update primary user successful a8

L Update primary user successful.
o [ox)

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

Mo WyAccoul  Wyllos  Oweinglosh  Beowis el
Approval Process Coafiguration
DRA: 1453, ECAR: ECO

s

EC — Primary moves to top of list
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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.

Approval Process Configunation

DRA; 5653, ECAN: ECOI

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

EC Options

DRA 5853, Account ECOI

cders o be approved by 3 technical workgroup managor?

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
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be added to the “Users With Permission to Order” list. NOTE: Purchase Permission means the ability to
create/submit an Order or RFQ.

XSGT Equipment Custodian  Log Off " Shopping -
Cart

View-Edit EC Workgroup

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

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 e
’
;
-
s
-
s 08! L
”~
’,
-,
-,
s
s
;
’

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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& AFWAY

Home  MyAccount  MyRoles  Ordering Tools  Resources  Help

Can Purchase Name ECAN DRA

A
[ s v BARREUTHER, ALBERT o810 3853

s v BARREUTHER, ALBERT o810 sa53 |
s v BULLOCK, TYE 0810 5853

s ¥ BURNS, BEN 0810 5853 |
s R BVRO, ASHLEY 0810 5653

E v DAVIS, OMERIA 0810 5853 ‘
i ~ ELGIN, CHARLES 0810 5653 |

vix Eee FLVNN, HAROLD o810 5853

7 FOWLER, PAMLER o810 5853

£ MAL DAYID 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 G et ) ora 4
. 7 e 585
’, bl RARRFUTHER, ALFERT) W a ot Su5
s, ~ BULLOCK, Tre I | 080 SE81

9 Yeu sew upclating the puichats
s - BURNS BEN permission tor 8 user. Continuel o L]
s @ BRD ASHLEY o | [[cancet 085 5853
s - oatn i)
a & DHLn W
Y% M L0 585
s - FOWLEN PAMLER A oetn kL)

'Ubaating purchase permission

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

%/ Action Successful a8

Successfully Updated the Purchase
LB 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.c. Registration, Alias Accounts starting

on page 11. If the EC is assigned to more than 3 ECANSs it is suggested that the EC have others be the
Originating Customer.

4. c. MAJCOM Equipment Control Officer (MECO)
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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.

O AFWAY

Home My Account Orderng Tools Fasources Hoip

AFWay Program Manager

AFWay enabies cust Submit Waiver Request (IT) haroware and sofware, >
Shopping expedienct Mladde erally, 3tthe chickola
ViewEdit Rolesuthority

T A | [~ S
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

Ak 3 Bt

AT WA O RQUT
SILICT RCUN 7O MGUEST

o - /

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 a

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
B Reference ID number, send a digitally signed email with your DRA and ECAN
to afemshelpdesk@us.afmil.

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

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.

H submit || ¥ Cancel

AIM User Reference ID

Another popup message appears for confirmation:

| \¢ Confirm Request (%]

9 Are you sure you want to request the

Role?
Eancell]

Confirm Request

MECO - Approval Process

This option allows the MECO to assign individuals to the MAJCOM/Functional CIO and MAJCOM
Program Manager roles. NOTE: Only registered AFWay users can be assigned to these roles.

A person can hold multiple roles in the Approval Process with the following exceptions:

1. The same person cannot be the Approval Official (AO) and the Organizational Purchase Card Holder
(OPCH). AFWay restricts this assignment.

2. The same person cannot be the Base Equipment Control Officer (BECO) and the Resource Advisor
(RA) in the same unit they are performing BECO duties. Per AFMAN 17-1203, para 1.2.11.1.8.

3. The same person cannot be the MAJCOM Equipment Control Officer (MECO) and the BECO for any
DRA in the same command. Per AFMAN 17-1203, para 1.2.9.1.2.

4. The same person cannot be the Base Waiver Official (BWO) and the MAJCOM/Functional CIO (M/F
ClO). AFWay will not allow the M/F CIO to approve any Waiver as M/F CIO if they also hold any BWO
role.

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

This option allows the MECO to assign individuals to the MAJCOM/Functional CIO and MAJCOM
Program Manager roles.

2 AFWAY
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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.

Log O 7 Shopping |
Cart

Approval Process Configuration

MAJCOM: AIR FORCE MATERIEL COMMAND (1M}

Add neres usor (Erier

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.
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Appraval Process Configuration

MAJCOM: AIR FORCE MATERIEL COMMAND (1M)

Usar roles Assignad Users
No users assgned
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MECO - Add User to Assigned Role

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

¢ Add user role successful a8

I_ Add user role was successful.

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.

Admin — MAJCOM Information

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

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
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For information on reports, see Section 4. Reports of User Guide RFQs/Waivers/Orders/Reports starting
on page 34.

4. d. Additional Approval Roles

Approval Official (AO)

The AO role is assigned by the EC. All orders are routed through the AO. The AO has the responsibility
to review, approve or disapprove the order. When the AO approves the order, they can choose to have
it routed to the Organizational Purchase Card Holder (OPCH) or to the Resource Advisor (RA). Unless
local policy dictates otherwise, orders under $25,000 are routed to the OPCH, and orders over $25,000
are routed to the RA. If the AO disapproves the order, the order is sent back to the original user as
“Disapproved” and as a wishlist. If the EC has not assigned a person to this role, the order will stop at
this step. NOTE: The same individual who holds the Organizational Purchase Card (OPCH) cannot fill
this role.

Base Communications Systems Officer (CSO)

The Base CSO role is assigned by the Base Review. Orders for cellular phones and services are 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 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 person 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 “Disapproved” and as a wishlist.
If the Base Review step is required and the BECO has not assigned a person 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 person 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. 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 “Disapproved” and also as a wishlist.
If the EC has not assigned a person 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 person 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
has the responsibility to review, approve or disapprove an order. If the TWGM disapproves the order, it
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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 person 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 greater than $25,000, the order is
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) and Delivery Order Number
from the SF1449 they just created. The CO is assigned by the BECO.
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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.
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AFWay Workflow Process Diagram



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.

Note: AFWay was designed for Government Purchase Cards (GPCs), however, P-Cards can also be used.
The only difference between GPCs and P-Cards is how the funds are acquired. The Fund Cite and Fund
Code are required fields in AFWay. If your local Finance Office cannot provide you with or you do not
have a Fund Cite or Fund Code, something still has to be entered into those fields.

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.

Act of 1174, 43 amenced ik

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.

Note: “Whole Fund Cite” field has a maximum character limit of 250 characters.
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Enter Credit Card Information

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.

G ‘AFWAY

MyRoles  Ordeing Tools  Resources  Help

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
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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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7. 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
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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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