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1. Request for Quote (RFQ)

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

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

Submit RFQ

The Add/Update RFQ page is used to input all information that is required to submit a RFQ, or update a
RFQ that has already been created. My RFQs list on left side of screen shows a list of all RFQs created by
user. Add RFQ on the right side is where a new RFQ can be created. NOTE: Since AFWay times out, it is
recommended to have all information ready to go into the fields before going to the Add/Update RFQ
page. If AFWay times out, all information is lost and the user will have to begin again.
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Add RFQ page for Air Force and Non-Air Force Users

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.
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. RFQ will go into History 30 days after the Desired Delivery
Date, no matter the status.




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 (5MB per
document). The following file formats are accepted: .docx, .xIsx, .pptx, and.pdf. NOTE: Attachment
title has a length restriction of 50 characters. If the attachment does not meet requirements or
restrictions, it will not load.

Vendor Categories — Select the contract category from the drop-down list that best describes the type
of product or services desired. If you hover your mouse over a contract category, a description will
appear explaining the category. 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. If you select less than 4 vendors, you must attach a J&A (Justification and Approval) letter.

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

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. A
Rationale is required, if customer tries to submit without a Rationale, the box turns red. Hover cursor
over box and a message appears stating a Rationale and J&A are required. Note: A J&A letter must be
attached.
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Selecting Vendor Category

Once all required information has been entered, and any attachments have been loaded, select Submit.
You will receive a popup that shows RFQ submitted successfully.



¢ Submission Successful
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APPLICATIONS
Submit RFQ Succeeded

You will be redirected to the User Profile page. You can also view RFQs on the User Profile page by
navigating 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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User Profile — Submitted RFQs

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
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 RFQID



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.
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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. NOTE: Vendors can submit responses until midnight CST on the Vendor Response Due
Date. After midnight the ability to submit a response is deactivated and a vendor cannot submit a

response.

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.

1. b. Customer can Edit/Update RFQ

RFQs can be edited/updated by customer before and after being submitted to Vendor until the RFQ is in
Awarded status. This includes Disapproved and Canceled RFQs. When a RFQ has been updated, an
auto-generated email is sent to the vendors stating: “RFQ #it#### has been updated. Be advised, due to
this update, the status may now show as PENDING. Until the RFQ modifications have gone through the
approval process, you are not able to make any changes to your proposal.”

Air Force Users

Vendor Category can be updated by customer and the Funding Representative (OPCH, BPCH, and CO)
until the RFQ has been submitted to Vendor the first time. After submitted to Vendor, any update
requires the RFQ to go back thru the Approval Process. Vendor Response Due Date can be updated, but
it is done in the Approval Process and is still mandatory for the Funding Representative (OPCH, BPCH, or
co).

To edit/update RFQ, navigate from orange Navigation Bar to Ordering Tools, Add/Update RFQ, and
select RFQ from list of My RFQs. All fields can be updated. Attachments can be removed and added.
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Update RFQ Air Force User



Once the updates are complete, select Update RFQ. You will receive a popup showing successful
submission. The RFQ ID does not change.

V Submission Successful

—_ h RFQ #123554 has been successfully =
EN J_\ submitted. You will now be redirected
to the user profile page.
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Update Submitted Successfully

NOTE: When the RFQ update has been submitted, the Vendor cannot see the updated RFQ until it has
been Submitted to Vendor again.

Non-Air Force Users

Vendor Category can only be changed during creation, once the Submit RFQ button is selected, no
change can be made to the Vendor Category. Since there is no Approval Process for Non-Air Force
users, Vendor Response Due Date is added/updated on the Add RFQ and Update RFQ pages.
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Update RFQ Non-Air Force User

Once the updates are complete, select Update RFQ. You will receive a popup showing successful
submission. The RFQ ID does not change.

¢ Submission Successful L
O |
= RFQ #123555 has been successfully EE
£ l) submitted. You will now be redirected

to the user profile page.
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Update Submitted Successfully

1. c. Vendor Response to RFQ

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:atway. Euppor@mail.mil]

Sent Wednseday, February 01, 2017 10115 AM

To: Original user / Funding representziive

Subject AFWay RFQ Reeponse Recalved - RFQ 1D XXXKX

OO X000 @S ZTmil
UNICOM GOVERNMENT, INC. (FAST32-13-D-1030) has DECLINED 10 ragpond ragarding your Reguest For Quole named: TEST RFQ. To raview the rasponee:

Click on the User Frofliz
UEINg your 2mall and paseword
. Click on tha RFQ Named: TEST RFQ
Or RFQ 10 X000
Thig e-mall Ig automatically ganarated. FLEASE DO NOT REPLY TO THIS E-MAIL.

ol o

E-mail notification

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

Product FABDSS 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.

NOTE: Vendors have the ability to modify their responses up until the Vendor Response Due Date.
Modifications can include add/edit/remove attachments, add/edit/remove products, changes to price
and Vendor Expiration date. If a vendor "Declined to Respond", the RFQ will disappear from their User
Profile. The only way to update an RFQ after a "Decline to Respond" status change is if the customer
makes changes and the RFQ is re-submitted to the vendors. When the Vendor submits changes, the
system will send an auto-generated email notification to the Original Customer and the Purchase Card
Hold or the Contracting Officer depending on who the last step approver was that submitted the RFQ to
the Vendor.

1. d. Originating Customer — Viewing Vendor Responses

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.

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

Vendor attachments

1. e. 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.
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Award RFQ

You will receive a popup notice.

Lanwmn

ENDOR.
enMpoR | Y Notice a

ENDOR RFQ# 173158 has besn successiully
ENDOR r IA awarded

ENDOR oK
ENDOR

ENDOR
ENDOR.

Awarded Successfully

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

©) AFWAY
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RFQ in Shopping Cart

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

¢ Mixed Product Types a
Products from a RFQ solution and products from
l_\ the AFWay product catalog (Desktop, Laptop and

Server contracts and Systemn Accessory,Ruggedized
Device contracts) cannot be purchased in the same
order zince thay requirs differant approval
processes. Please separate thess items and create
two separate orders.

0K

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

11



assigned to for purchase. To place the order, see Section 8. Creating an Order — Creating an Order
from RFQ.

12



2. 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.

2. 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. Note: The
Detailed Explanation fields will not accept the following special characters: =+\-_“

Request Waiver page

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

Your request for Waiver 15275 has been
£ l_\ submitted.

K

may
ractes

Waiver Request

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

wewtwates!

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.

14
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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
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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!

N

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.

2. 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. Notice there are 5 tabs: My Waivers, Waivers Pending My Approval, Waivers
Pending Approval Process, Waivers in My DRA, and Disapproved Waivers. To approve a Waiver, select
Waivers Pending My Approval.

&) AFWAY
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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

16



The BWO can approve/disapprove a waiver request by selecting either Approve or Disapprove. |f

approved, the waiver goes to the MWO, if disapproved the waiver stops here and the customer is
notified via auto-generated email.

IApproval Submission

You are the current step in the approval process for this Waiver.

Internal Comments:

Approval Decision: O] Approve @] Disapprove

Submit

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.

Approved Waiver

Once a waiver has been approved by 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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3. 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.

3. 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.
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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

O002HBW_G14

GSA:53126 00
QEB - RUGGED PRODUCTS. s @52
CONUS: ®352758 00
SCANNERS
oconus
. Customiz
SERVERS Astomize $3126.00

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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- AFWAY

Homs My Accomnt

Product Search

Al A Foie purchinses.
st v 8 RF

of Sasktop 3od aptp computers will B acco

T Chockout

W Contepme

purchases of

Shew Acdvenced Sasch

ACCESSORES
NETWORK EQUIPMENT
PRATERS

compuTERS
GER - HIGH PERFGRIAANCE W

Q- NSTALLETION

FEOOK [DESKT0S RFUACEMENT)
NoTEBOOK:

Piease select ot When
G y
RN | ished click the “Update Price’ buston before adding the peoduct 10 your cart
Categeey =
[T Upgrase
s e Sueapecrpien )
| [ RaE 40 b o campetiin i cuived AL Al Forc
UPGRADE. MO UPGRADS B
OEM: HEWLETT
i canman A0 BUSHESS LN
Vendae; HEVILETT ARG aang Mo owmm wen
ot B oaE % Yop-oAD CARRY G
STATION
Catsgary: MOVSE
= sariERY
Gsn: 2273 0000 Categary: WARRANTY
# CONUS: 1164 000 “oc | AddwCan |
DCONUS: 123400 | Conigared Opons Pice:
52300
o Basic System Price:
5116100
Totn symesn Price
5118700

Add to Cart

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

Home My Account

My Rolus

Oidiaing Tooli  Rusoiicos el Prodict Seloction Help

Product Search

PRINTERS,

B

SUPPLIES

SRS
CELLULAR PHONES.

Qo a0

DFL- NETWORK PRNTERS

I FRINTERS/COPIER FIPLACEMENT

UMABLES TONER

H ERFORMAMCE WORKSTATION

Forcs purchazen of deskton and iactop computars wil be scecmp
of Mult-Function pintars must have an RFG secompanied i

abtaingd from youe MAKCOM or huncticnal €10 No Srthar compstition s reqused. AT Alt Forc

i3 AFWay. through the QEB process uni
The Air Forca provides ar arva for Ve

ch, 0k the product i 1ot re-competad

Acton Successtul
OEM Part o Lt Y LS
| Product successfully
dor Vondor Type: Lsge|| Al addedio con b
PACKARD
iption;  OE okl e,
27612 IoEo carp

VGA, AUDIO, INTE
ADER, EXPRESSCARD,
SOC 1) 1YR Of&T

GSA: 2273 0000
@ CONUS: 11640000
OCONUS! 1214 0000

Successfully added to Cart

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

todian | Log Off

Ordering Tools  Resources

ware, and obtain the necsssary approvals to make an IT purchase. AFWay providas a secure, efficiant and convenient

User Prafile

\ ViewrEdit Account Information
View My Approval Process

at the click of a button

wefwefwef

hitps:www.google.comi

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.
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Homs  Myfccount  MyFoles  OweriogTools  Resources  Holp

Shopping Cart

Tas chaange e quanibly erler he new quanbly besxde e corespordng producl and chck the Update 1olal bution 1 you charge e quanity you musl cpdale T ictal betore you wl be
Woesd 10 Chesiout

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

S v R e

Change Quantity

NOTE: When a product is selected more than once with different configurations, the system will
generate a separate Order ID for each configuration.

NOTE: Products will be automatically removed from shopping carts and wishlists when the product is
no longer available, i.e. mid-buying cycle product change or end of buying cycle.

3. 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. NOTE: When an order gets disapproved it becomes a
Wishlist of the Originating Customer.

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 Roks  Ordering Tools

Shopping Cart
Toeh
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Create Wishlist

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

wotwafwel

- AFWAY

Moms My Accowst  MyBoks  Ordering Took  Hesowces  Help

Mamw Datw Created

PER WRSTA s
WML AL W LT

MEWLY ADOE WiSH LIST

iy g THST s STUFE

| 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

Homt  MyAccowst  Wylsks  OvawiegTooh  Reicwoes  lb

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.”
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Message from webpage >

The email specified is not owned by a current user of AFWay. Please
! enter a valid email.

Invalid User Email notice

NOTE: Products will be automatically removed from shopping carts and wishlists when the product is
no longer available, i.e. mid-buying cycle product change or end of buying cycle.

3. 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.

Shopping Can

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

) AFWAY

Home  MyAccourt  MyPles  OreringTosk  Resources el

Process Order

[Bevsi ths Quansy ime

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.

) AFWAY

Home  MyAccount  MyRols  OderingTool  Resoorces  Help

Daloweygictons:

Submi

370 23 amended

o

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  MyAccount  MyRoles  Orring Tooks  Resources  Help

Process Order

Multiple ShipTo addresses

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

) AFWAY

Home  MyAccount MyRols  OuleingTook  Resources

Choose the Number of Ship To Addresses

Enter the number of shipments
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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.

Home  MyAccounl | MyRoles  Oriering Took  Resouces el

) AFWAY

Privecy A of 1474, 42 amenced

Quantity, e-mail and Delivery Instructions
The Process Order page will show you the new ShipTo/MarkFor address information. Click Next.

© AFWAY

D L e e

New Multiple ShipTo/MarkFor Addresses

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

Accepting Default ShipTo/MarkFor
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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 (5MB per document). The
following file formats are accepted: .docx, .xIsx, .pptx, and.pdf. NOTE: Attachment title has a length
restriction of 50 characters. If the attachment does not meet requirements or restrictions, it will not
load.

Add Attachments

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

O AFWAY

Home  MyAccount  MyRoles  OrderiogTool  Resowces  Help

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 panding

l Y funding information. An amail haz been sant to the
person specified to enter funding for this order. You
will raceive an email notification when the funding
has been entered and the order submitted to the
vender or if the order was disapproved. To view
your order, select Tracking Mumber 211744 under
"My Orders”.

[Lox ]

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.
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XSGT Equipment Gustoian | Log Off " Shopping a4
Cant %

211875 251554 CUSTOOUAN, ECUIPMENT ORDER PENDING 0573072017 )
111875 251555 CUSTOOLAN, EQUIBMENT OHOER PENDING 08/ 3072017
211875 251556 CUSTOOUAN, EQUIFMENT ORDLR PONDING 057307207
111875 251557 CURSTODIAN, EQUIPMERT ORDER PERDING 0573072017
211854 261525 CUSTOOIARN, EOURPMENT ORDER PERDING 027247007
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 ACCIPTLID BY VENDOR 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
process, an email is automatically sent to the Primary and all Alternates in the Next Step Approver box
letting them know an order is waiting their approval. NOTE: Only the Primary Contracting Officer (CO)
receives this email notification, none of the Alternate COs do.

> AFWAY

Home  MyAccount  MyRoies  Ordering Tosls  Rescurces
[Order List

|
e 3

Appraval Process Details

Completed Steps é————— Mot Step Apgeiovers A—
ame ate Stat. oo .
MAIWALDL CHAD  62R2017 Appeaed
060238 M

SOME OPTSOMAL COMMENTS
SOME EPTRONAL COMMENTS 0 VENDOR

MAWALD, CHAD  OSy2Baon? Approvea
DREAS PR
SOME OFTIOINAL COMMENTS

SOME OPTIOMAL COMMENTS T0 VENDOR

| ngo Lot Step |

Order Approval Process

3. 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.
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> AFWAY

Wome My Acconi  MyRols  OweringTook | 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 (5MB per document). The
following file formats are accepted: .docx, .xlsx, .pptx, and.pdf. NOTE: Attachment title has a length

restriction of 50 characters. If the attachment does not meet requirements or restrictions, it will not
load.

o AFWAY

Home  MyMecount  MyRols  OeledingTook  Resowrses  Help

Add Attachments

Select Payment Type for the order.

If you select Credit Card, you can choose from your Credit Card profiles.

) AFWAY

Home  MyMccoun  MyRoles  OvhrigTook  Resourses  Help

Credit Card Payment Type

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

Form 9 Info
* Delivery Orcer Mumber

* Fund Cite

Form 9 Payment Type

Once your payment information is loaded, click Finalize Order.

©) AFWAY

Home  MyAccount MyRoles  OweringTock  Resowses  Help

Form 8 Payment

Form 8 Info
* Delivery Order Number:
* Fund Cite:

Fratzs Order G_.-..-

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 Mumiber 211745, is pending
I_\ funding information. An email has b o the

person specified to enter funding for this order. You
P will receive an email notification when the funding —
has been entered and the order submittad to the
vendor or if the order was dizapproved. To view

your ceder, select Tracking Mumber 211745 under
— "My Orders™. —

oK

Order Submission Successful
3. 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.
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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.

Home My Account My Roles Ovdering Tools Resources Help  QEB M7

Ordler Detaits

Order List

Appiowesi Frocess Detaits

Order Status

3. 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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Ordering Tools ~ Resources  Help  QEB 2017

Tracking Number Info

Tracking Mumber:
Date Created: BATRT

Commants To Vendor:

Grders On Hold: 51429 -

Order Attachments

& GRLEpar

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.

{ ... - )‘ A FWA Y Application Administrator | Log Off
oy

Home My Account My Roles  Ordering Tools  Rescurces  Help  QEB 2017

-PACKARD
FASTT1-10-A-0601/0EB5A_ OO

HOLD Justification and Comments

It is 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. Note:
The Originating Customer and Funding Representative (OPCH, BPCH, and CO) can add attachments to an
order even after “Submitted to Vendor” until the status becomes “Accepted by Vendor”.

When the issue has been addressed, the Vendor will change the HOLD status appropriately. Note: If
the HOLD status does not change within 30 days, the order is automatically canceled and goes into
history.
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4. Reports

AFWay provides the capability to run various reports. The ability to run reports depends on what Role(s)
you have been granted. Report permission is linked to specific roles, it is not granted to individuals. If
you have a role that has report permission associated to it, you will see Reports in the My Roles
dropdown from the Navigation Bar. 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 made by AFWay users.
Sales Volume Report by Contract Category

The Sales Volume Report by Contract Category can be used to track the amount in dollars of sales made
by AFWay users under a particular Contract Category.

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.

Vendor Sales Volume Report

The Vendor Sales Volume Report allows the Vendor to track sales by Order Status.

Workflow Report
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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.

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.

hitps:#www.google com/

Reports

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

) AFWAY

Home  MyRccount MyRokes OrderingTools  Resources  Help

Reports

Enter the desired criteria for the report and click Continue.
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- AFWAY

Soms My Acesum My flnies  Owiecing Tock  fesswees  lslp  CCE3300TAFQ Gubde  OCS3 31T Syuiem Spass  [1CC Mews

Sales Velume Repart

Seaey Do i Cuse S Camegery Soboct S
o0t et 762 slecsed -

Contrus  —

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.

&) AFWAY

fhme My My ke Ocbbg ek lemeeess Sy EELII MG Gek | CORTHT Spuben s 1T

o amaei? E - % salarnad

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
repot.

[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.
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To open report, click Complete in Status Column, and click the format.

- AFWAY

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

Report in Queue

&) 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.

Hame

Sadus Yolume Report

Status

Aefrash-

Date Created

Complete G017, T 36:18 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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5. 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
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DoD Marking Category

@ R

Encrypt Sign

Sign/Encrypt
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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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