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1. Welcome to AFWay!

AFWay enables customers to order Information Technology (IT) hardware, software, services and solutions and
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 DSN 596-5771 options 1, 5, 5 if additional guidance or more in-depth
assistance is needed.

Browser Requirements

The web address for AFWay is https://www.afway.af.mil/. 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. Thesite is best viewed at a screen resolution of 800 x 600.

Initial Screen

When accessing https://www.afway.af.mil, the following screen appears:

s Lecal wntraned | Protected Mode OIF = won -

Figure 1 - AFWay Initial Screen


https://www.afway.af.mil/

2. The Navigation Bar

Notice the Orange Navigation Bar at the top of the screen. Everyone who accesses the initial screen will also be able
to view the following information from the Navigation Bar:

When you "hover" your mouse over these menu items, additional options appear for selection:

Home
Resources

Help

Resources

O Available Contracts

0 General

DoD Software Agreements (ESI)
FEDBizOps

MAJCOM Policies

Mandatory Use Policies

Microsoft License Agreement

IT Commodity Council
CSS Product Catalog

DPI Ordering Guide

DPI TCO Summary Tables

O NETCENTS

| |
| |
| |
n
0 Cellular
n

NETCENTS Documents
NETCENTS-1 Ordering Guide
NETCENTS-2 Ordering Guide
NETCENTS Task Orders

Cellular Services and Devices

Create a Cellular RFQ

O IT References

0 Vendor

Contracts

Hardware

Vendor Guide

Virtual Small Business Center



e Help

0 AFWay User Manual

0 Firefox Cert Help

0 InstallRoot 4.0 User Guide
0 Contact Us

o0 FAQ

O News

Login is required to access My Account, My Roles and Ordering Tools.

3. Steps to Associate Your Common Access Card (CAC) to Your Existing AFWay Account:
All first-time and returning users must log-in to AFWay with their Common Access Card (CAC).

Step 1: From the AFWay URL, click "Log On" and enter your e-mail address and password associated with one of your
AFWay accounts.

Step 2: Click "Register CAC."

Register | Log On W Chackout

Resources Help

The Common Access Card (CAC) found is NOT registered wihin AFWay. To link this CAC 1o First time user?
YOUF Current AFWay aceount, 10gin below Wilh your eurrent AFWay £mai and password Click here 1o Register for an AFWay account

Common Access Card Found
C=US, O=10.8, Government, OU=DoD, QUPK, GUSUSAF, CHeHOBSE DEBRA D 1112070633 Forasshiance contact:
e % . " FAS Tier 1 Helpdesk
The CAC information above wil be saved under your AFWay account

2 ekl obacs DSN. S96-6771 0pt 1

Register Commen Access Card

Email

Gening $tarted with FKI
Password PRI cerificales are required 10 acoess Crikal AF/DoD information
-— galeways. inchuting O WA) Tor emai the AF
Partal, AF netwarks ai b siles. To enabic a
e o a1

ease 9o e g4
will nformation needed 1o activale your CAC
websites 3l nome and at work

Figure 2 - AFWay CAC Association Screen
Step 3: After your CAC has been associated with your existing AFWay account, the following screen will appear. Click
"Agree" to acknowledge the DOD Notice and Consent Banner:



Figure 3 - DOD Notice and Consent Banner

Step 4: You are now poised to begin using the new AFWay based on your permissions to purchase products, services,
and solutions. There are some links available to all users, regardless of their purchase permissions. Select from the
menu items below to experiment with AFWay functionality, and view what actions are available to you.

Notice at the bottom of the screen a banner that reflects the e-mail address of the individual logged-on, and if an Air

Force User, their DRA and ECAN associated with their purchase permissions; otherwise, DRA and ECAN will not be
visible.

Step 5: If you have more than one AFWay account, you may select "Switch User" from this banner. A popup
message will appear asking "Who would you like to run as?" You may select "Add New Alias" or "Link Existing Alias."

10



Home My Azcount My Roles Ordaring Tooks Reso

AFWay enables to order Tachnal {im and and obtain the nacessary approvals to make an IT
purchase. AFWay provides a secure, efficient and ient online shoppis Everything the customer needs is available, literally,
atthe click of a bution.

Who would you like to run as?

EQUIPMENT CUSTODLAN testdata.com < 72!

EQUIPMENT CUSTOCLAN@testdata.com P

A ew Auas | | Link Existing Alas |
Cancel
DPI News Update | rement for Dete Servers & Contars
Fecently we miormed you thal Samsung MFE dewces and o ke Low and Dol Poficy on
‘#ssocited taner/consurmables were removed from the DPY catalog Centers.

posied to AFWay. This was sfrictly & supply issue and not sttributed fo
any kndwn network risk or the isabiity of prevously purchased
Sarrrsung devices from DPL Flease cortrsee to refer (o U assed g
affixed to the device for warantytechnical support

I you herve quesstones regandng Ues ssue please send an eanail lo
exacubon team@gunter af mil and we will respond as quickly 83
possibie

Figure 4 - Multiple Account Logon

Step 6: If selecting "Link Existing Alias", the system prompts for your e-mail and password associated with an existing
AFWay account.

NOTE: If you enter an invalid e-mail address, you will receive an error:

£\ AFWA Y Equpment Custodian  Log O ™ checkein 3¢

Home  MyAccount  MyRoles  OrderingTools  Resources  Help

Alias Association

Please input

 Invalid Email [}

X You are not allowed o associate a
‘'Y Primary account.

Figure 5 - Error Multiple Accounts

Step 7: If you wish to add a NEW alias (refer to figure 4), you are requested to provide justification and then click
"Associate."

11



© AFWAY

MyAccount  MyRoles  Ordaring Tools

Add Allas Account
Please justify the need for an Alias Account.

Justificahon:
|

Associate

Figure 6 - Add Alias Account

Equpment Custodian | Log Off

The system will then duplicate all information from your existing profile and confirm the creation of a new account.

Step 8: You must then login and from the Navigation Bar select "My Account" and then "View/Edit Account

Information" in order to update your DRA, ECAN, and other workflow information.

Awallatie Contracts
ARy Wishist
i

Shopping Car

Usar Profila
My \Wahess
Wiew ECAN Approval Process
WiewE:dil Account infarmalion

lﬂ_\ Credit Cand Informaion

Tatien Tachnoly
MBI PEeds 1 3

Figure 7 - My Account - View/Edit Account Information
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4. Steps to Register on AFWay for First-Time Users

Step 1: From the AFWay URL, select "Click here to Register for an AFWay account."

Firsttime user?

For snsistance sontact

Getting Saarted with PRI

Figure 8 - Register for New AFWay Account

Step 2: After entering your PIN for your CAC, the Registration Page will appear. Provide the information required on

the screen and click "Register on AFWay" when you have finished. (Notice your CAC has already been associated

with your new account (see green text on screenshot below.)

AFWAY

Resources  Help

AFWay Registration

Regisler now lo

far up-to-date product and pricing information on selecied federal contracts
ETS 10 04 ke yOUr own SHoppng Daskels

Wik yeur Gevernment C
wia Funding Documes

Commen Access Card identification
GeUS, GeU S Gewernment, OU=DoD. OUSPKL OUSUSAR. cN=LASTNAME FIRSTNAME M. 1234098762
Authorization
* Authorization
W Customes
Vendor

Rank/Tibe: * First Name: Middie Hame:

Vielcome to the AFWAY RegistrationiUser Profile page. H at any time you have difficulties entering infarmation inta the required field,
or it you find that the drop down menus are incomplete, please contact the AFWAY Help Desk at DSH 596-5771.

User Registrabion Help

Acdress

FROMPO Address

* Address 1 Tty " Slate

Address 2 - 2ip * Couritry
UNITED STATES

Contact

0]

Figure 9 - New User Registration - CAC
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If any information is missing or entered incorrectly, the system will identify the problem area(s) with red text.

B AFWay Registration "-’;‘ hd v =] @ v Pagew Safetyv Tools+ o"

Adiess

FROIARO Addiess
* Adbess 1 Gty * Stale
T2 AC St Mitgomery ALABAMA [
Aekdess 2 * T REGUIRED * Caumry
UNITED STATES =

Contact
* Emal * gprney

DEPT OF DEFENSE- AR FORCE ]
ot Phon Comen Pt - Dl Py Dt P

L - IR FORCE
* MAJC: * Base

e = e 3V

*DRA_Help finding yeur ORA "ECAN _Heip finding your ECAN

Secuity Questians

I your account becomes locked, your Secusty Word Hiot wil be prodod and you will be asked to ideety your Secry Word b regain access o your account |
* Secunty Quuston #1 * Secunly Arewer 21 0
Wha was your favonita canoon character a5 a child? 3

* Beeurity Question #2 * Security Arswer 7

VWhat was your first pet’s name? 3

* acunty Question #3 ° Sacurity Answer £3

I you had chosen your frsl name, whal wold i Fave been? -']

* Fecunly Quastion #4 * Sucunly Arewer &1

Whant was your High schecl name? =

* Bacunty Quastion #5 * Bacurity Word &5

[E1}

‘What is the tite of your favarite book?

isinr oa

Figure 10 - Registration - Required Fields

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).

B AWy Registration - - i v Pagev Saetyr ook T

Address
FROARD Addrass
* adress 1 - Gity * State

1234 ABC Street Morgomery ALABANS, =l
Address 2 - 2ip REGQUIHED * Gount
UNITED STATES =l
Contact
* Email * Agancy
DEPT. OF DEFENSE- AIR FORCE :‘] E

* Cizenem Phane o Fax DEH Fhes DSH Fax

DEPT. OF DEFENSE- AIR FORCE

* MAICOM . * Base _
AFMC é =l |

" DA Help finding Tour £ * EGAN Melp finding your ECAN é—

Sacurity Cunsiians

1 your accoum Bacomas locked, ynur Sacunity Word Hint will be prodisd 3nd yeu wil ba a5ked 18 idamsy yeur Sacurey Ward 10 ragain Recees 10 your ccount 2
* Security Question #1 - * Sacurity Ansvetr 81 F
W¥ho wts your e carloon charscter as a child? =l

" Saeunty Quastion £2 " Sacunty Anwwar #3

WWha was your rst par's nama? =

* Sacurity Question #3 * Sacurity Anzwer 93

1F you had chasen your first name, what would 1 have been? =

* Sacunty Quastion &4 N * Gecurity Anwer 84

Whist was your Hegh achoal nama’ ? =

" Secunty Guestion #5 * Secunty Word #5

Wt is the btie of your favorte Book? =

R on AP

Figure 11 - Registration - Air Force User




Step 3: If you are NOT an Air Force User, you may skip this step and proceed to Step 4.

For help finding the associated Direct Reporting Activity (DRA) number, select the Help finding your DRA link to
the right of the DRA field (See figure 11). 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) as
to which is the correct DRA. This information is taken directly from the Asset Inventory Management (AIM)
database.

% Help Finding Your DRA - Internet Explorer p
’ -

- @ | https//. ~

DRAs By Base -
Ll =
Base ORA AT O Foint of Contaot
AL ASAD A 5408 438 ANOGALAMKS KING, DaVID
Al Dhafra A Base 4TS 380 ECS WILLIAMSE, KEVIN
Al Ldmid BT Al Lidaid ITSECS e MATTICE. ROBERT il
4R At AIR COMBAT o NI
BD  CAGCCET Al EOUR RAMSEY, MilsAL
vy - i AR COMBAT ST
FOp - 484 IBMESSIECE ks eprs TATE, LLGYD
g Combar Ressiness AR NATICHAL e .
Aipans CRT new, pereeiie it THOMIPSON, RODNEY
Altus AFB s70D ¥7 CE/SCBBE HARFORD. RALPH
Ancarsen 2 AFD 8o 254 ARCWSC, Unic 14021 Al BANTOS. DRANDON
FATTON, TERRANCE
Pr—— MINTER. CLRTIS
JONES, CINDERELLA
DAVIS, COREY
Tam
: o AR MATICNAL " 5 Dok -
Ancirmas AFD (ARG} 00 HED Al AR haar GHAMDERS, DR
4 | " *

Figure 12 - DRA List by Base

Select the Help finding your ECAN link to the right of the ECAN field to find the Equipment Custodian Account
Number (ECAN) (see figure 11). A page called “ECANs by Organization” will appear. ECANs are listed
alphabetically by organization. If unsure, please verify this information with the local Equipment Custodian.
EVERYONE MUST IDENTIFY THE ECAN THEIR EQUIPMENT IS TRACKED AGAINST.

—_—
€ Help Finding Your ECAN - Internet Explorer provided by UEIEIQ
- -
ECAMs by Organization -
To find your organization, ciick on the first character of your organization name.
EADEN
Organization Account Number Point of Contact
690 NSS DET 2 ESD1 CAFPPEL, ANTHONY B
0003 BAKER, EARL
0004 MOCRE, JORDAN
o101 HAMS, TERRY
0100 NOSTIN, THOMAS
El08 SMITH, DAN )
0102 STEWART, MICHAEL
Eloz LOCKETT, HAROLD
0200 JACKSON, KENNETH
0305 BURRELL, WILLIAM
0304 FITZPATRICK, GORDON
0300 MARTINEZ, DEEBIE
0308 ALLERITTON, GORDON
o302 BUETTNER, CURTIS
030 ROGERS, ROBERT
0303 LARSOM, ANGELICA
0501 CARTER., SUZAMMNE
0500 RAY, DEBRA
1313 EDWARDS, TROY
1200 GIPSON, ARNEZ
HIH
oron
s 0005 )
R nan
< | 1l | »

Figure 13 - ECAN List by Organization
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Step 4: Once your registration form has been completed, click "Register on AFWay." You will then see the

following screen.

" checkout

Weicome to AFWay. We've sent a confrmation email to jane.doe12ghus. at.mil, which shoult be amving in your emall mbox soon. H you do not receive the confymation emad, please contact FIELD ASSISTANCE SERVICE at D3N §88-6771 opt 1 0r
Comm 3344185771 opt 1

o e ow porsed Lo Lake advantage of AFWay's hb-spectrum of hardware snd softare products, As a federal emplayes, you & in @ posiion to lake sdvantage of greally reduced pricing regobsted as a resul of leveraging the buying power of
fhe Uniled States Air Force:

A5 Tederal Employee. you My now Diowse INeugh cur proeuct sekcion PRase comact FIELD ASSISTANGE SERVICE al DSN 896-5771 opt 1 of Comm. 334-416-5771 opt 1, of TE AE mil 16 gamn purcliase sulnerzalon

#you are a contraclor purthasng n supped of a federal projectiprogram, piease contact FIELD ASSISTANCE SERVICE at DSH 59€-5771 opt 1 or Comm 334-M16-57T1 0pt 1 or |
nchide a DSN number and emall of the government contracting officer authorizing your purchases.

nilier AF Ml 8 gain purthase authorzation. Fiease

Figure 14 - Logon Screen After Registering

Step 5: Click "Log On" and you will be asked to provide your PIN for your CAC.

Step 6: Begin using AFWay!
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5. Creating an Order

If you are an Air Force user and are not sure if you have purchase permissions or not, from the Navigation Bar select
“My Account” and then “View My Approval Process.” All Air Force users are granted purchase permissions by their

respective BECO’s, based on their MAJCOM’s DRA and ECAN. Non-Air Force users have their own internal approval

processes which are not included in AFWay.

From the Navigation Bar, hover your mouse pointer on "Ordering Tools," and then from the drop-down list that
appears select Product Search.

& AFWAY

Home My Accoust Wby Fodas

Produc Search

AFWay enalles customerns 10 ordey gy henit RFO and software, and oblain Bo neces|
ShiEDing sxpadignce. Everything M 3 the Ok of 3 Bumion
Subenil Waiver

l _g =3 Ordat 'S-G.afuly . - _.:\ : i
Fiamted Ea

Figure 15 - Ordering Tools - Product Search

There are two methods for searching:

Search by Category - Search for a particular type of item by selecting the Category and then the
appropriate Subcategory (Search by Subcategory).

Figure 16 — Product Configuration Page

Some subcategory items are customizable. See the example below showing the user selecting an upgrade to the
"carrying case."
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&3 Air Force Information Technology Sup... f o~ B - =] i v Page~ Safety~ Tools~ g~

! Coml

floma My Account My

Please select vour desired system

follawing options. Whea

5 finished cick the Update Price’ button before adding the procct to your cart
| Cotegeny = |
All A Parce purchases of daxktop and lapiop will b APWay, Hiegh the GIER process unkes | | Upgrade em — Uparade | parmd Ad i Farce
purchasas of M Function printars st have an RPQ accompaniad wah tham. The Ar Force prowdes an arss for Vandar | | Categeny Type =t Pricw
| Showm Advanced Sesech OEM: HEWLETE  OEM Pan o Larisay || | SO0
PACHARD CARRYING A
T .t UPGRADE  NO UPGRADE 000 =T

anveRs Vendor: HEWLETT  Vandor Type: Lige Busind | | [ CASF
CELLULAR PHOMES PAG A

Discription: QEERIVE CONVERTBLE TASET B | | = SORVNG  pgpe ADORUIESSIMON  oip  sosans &
068 05002 (CL0%ED) 257000 7 16462, 17 T WUGA DISFUAY, G poRs | | B O (s 1

e MR PRTERS: Wi 1 VA AUDIC, INTEL B25TSLM GIGABIT NS 303 Calkgary: DOCKING STATION
. READER. EXPRESSCARD. 12860 SATA 550 T8 '
D < MULTIFUNC TION PRINTERS/COBER REBLACEMENT BIT {SOC 24), 3-YR ON-SITE NED WARRANTY Wi EMEgery FART DS
TH91 + RRINTING/ BAGING CONSUMARLES/ TOMGR INFORMATION |» Categary: MOUSE
QiR - DESKTORS: G5 22730000 !) gary SVSTEM
D OIS TROOEETS & CONS: 1154 0000 | 2. Categany: SPARE BATTERY
FrA © OCONUS: 1214 0000 [ Esony RN
QER . PEOH PERFORMANGE WONKSTATION G |l Mpdate Prce | Ao
Q62 INSTALLATION g;}ﬂuMOnm Price:
= QF8 - LARTOMS e st Brice
oz vuiiet| $1,164.00
STANDARD NOTERODK [DFSKTON REPLACERENT) Total system Price:
LIGHTWRIGHT NOTEROCK L3 $1,164.00

MOBILE WORSSTATION
ULTIA PORTAHLE LIGHTWEIGHT NOTEBOCK
METWORK SLATE TABLET

QEB MOKNITORS

QEH - RUGEER PEODUCTS

ELUETOOTH SMART CARD READRR

2 Teiusvad sivar | Qervarsad Mesto: (180 = BN e

Figure 17 - Upgrading a Product

If the user selects an upgrade, the price must be updated. The user selects "Update Price" as shown in figure 17.

Once the price is updated the "Update Price" button is disabled, and the "Add to Cart" button becomes enabled.

F

W Confipwe “«% =00

.'?AFWA!Y

Praduet Search

Please sedoct your desred syiton confipraton Bom the following optoes. Whe
fimished bk the Update Price’ bunton before adding the prodct bo your can.
L .--.A

Upgrade. 2o Upgrade

My Redes

Categoey Tyee it Bancption. Frice
Al A Foere ol deakiop and lapiop camputers wil be. Way | 0 requred. A3 A Foice
pechates printers st hawe am R wth tham The A 1} Saogeny: ARG KSR
CARETRIG e
PGRADE WO UPGRADE 000 IELTE
| St Advanced Search OEM: HEVAETT CASE : ke
MCCTSS0RS =] | £ =l CARRYNG op DD BUSINISE HviOH
rw:;»miqwmﬂ | ol B A oo R AW B
PRBITERS QEBZ o
N0, 7 TGHE 1LY
HRL W 1 VGAL AN, IN] |
SOFTWARE READER. EXPRE
BT {SOC 1.0 YR 0l
PR WECAMATION
SERVERS
CHLLULAR PHORES St mv

@ CONUS: 1154 000
) DCONUS: 121208

R R0 (LG
DF1 - N TWORK PRRTLRS
DF < MULTEUNCTION FRINTERSACOPIER FEFLACTMENT
OP1 - PRINTINGY IMAGING CONSUMABLES/ TONER
Q8 - DESTOPS
G- SUOURE PRODUCTS
CouPUTIRS
QR - HOGH PERFORMANCE WORKSTATION
GER - PETALLATION
3 GER - LAPTORS

$1,187.00

STANCARD NOTUBOOK (EHATOR REPLACTRMNT)

LIGHTWERGHT NOTEROCK,

MACHRS E WISRSTATION ' &
i

Figure 18 - Adding to Shopping Cart
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Once the "Add to Cart" button is selected, the system acknowledges the addition to the cart.

¥ Alr Force Information Technology Sup... C R S R )

AFWAY

Wome  MyAccount  MyRoles  Owerdng Toals  Rosomces  Help

Product Search
Al Air Fors puchasss of desidop and tagtop computiers: wail be accomplished via AWy, thiough the QEF peocess uniess & wamaris firet obtained from your MAICOR or functional CI0. Mo Sather compssition (s quired. &0 A Force
puschases of Mukl Functisn penters muist have an RFD accampanied weh them The Alr Force provdes an aea for Viendors 16 put the product. but the praduct is ral fee-competed
Action Succevitul
OEM: HEWLETT. OEM Part No: La71 ¥ LA
— PACKARD [ERp——— |
Vendor. HEWLETT  VendorType: Lage|| (B sodedrocan Pt
PACHARD Al
o] |fELm: L
WOED CARD
| CAL
AT RO &1
AR
SUPPLIES
GSA: 22730000
& COMUS: 1154.0000
OCONUS; 1254 0000
Customoe
G - SECURE PRODUCTS
COMPUTERS.
QEE - HIGH PERFORMANCE WORKSTATION
G - INSTALLATION
G- LAPTOPS
COHYERTELE TABLEY
STANDARD NOTEEOOK (DESKTOR RERLACEMENT)
< 1 v
Done + Trysted sites | Protected Mode: Off = ®0% =

Figure 19 - Successfully Added to Cart

Hover your mouse over "My Account" in the navigation bar, and select "Shopping Cart" from the drop-down
menu.

=

& AFWAY

by Rodes Ordering Tools Rosourcas
Auallalbie Contracls

AFL iy Wi hiist sation Technolegy (IT) hardwase and software. and oblain he necessary
ahi - JMEr needs is Fvailatie, Mbevally, 3 e Rk of 3 CUBON.
Shopping Car

\ 1 Usar Profile

My Wakets
Yiew ECAN Approval Process
View/Edit Account Indsrmaion

My Credil Cand Infarmalion

Figure 20 - My Account - Shopping Cart

If you have added all the products you desire, select the "Checkout" Button:
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Shopping Cart

e quanlily enier the new quinbly b3t the Coresponding product and chck the Updale Tolal bulion. | you changs (e quaniy you must update the tolal
Il be atlowesd to Chac

RFG  Delete  Total

Quentiy Price

1 LELEE ] ew Canhigurisen Deite  $1.28700

Geand Totat §1,157.00
Npsatn Totl || Ohechoot b
add these prod shivst the ! g Wishbists’ box. ¥ you

¥ you would ke 1o
like to add thess prodects ta a new wishi e finished click the

wponding Submi’ buttan

Submd

Submit

o

Figure 21 - Checkout

OR

You can create a Wishlist
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6. Creating a Wishlist

Wishlists are shopping carts that have been saved with pricing information 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
(refer to Creating a Request for Quote (RFQ ) paragraph 10). Once an item has been sent to a wishlist, the
configuration of that item cannot be changed.

To save the cart as a Wishlist, enter a name in the field for "New Wishlist:" and select "Submit."

) AFWAY

Home  MyAccount  MyRabos  Ovdorng Tooks  Resourcs  Help

1hlist then selact the weshist name fram the Exsstiy
wishlist narme i e Hew Wishhs! bax. Wi

Later, you can select an existing wishlist to save to or enter a new wishlist name.
From the navigation bar, select "My Account" and then "User Profile" (see figure 20) and the following screen

appears. Here you will be able to select your wishlist for updating, e-mailing to another user, or adding to your
shopping cart:
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&3 Air Force Information Technology Sup. P v Bl - F mn v Pager Saleryr Tooh+ ighr

=

Home  MyAccount  MyRoles  Qudering Tools

My Cudess Cirdets Pending by Appreval Dindens Pemdireg Appeoval Procei
Tracking I Ordes ID Customer Ovder Ststus Dake Created
170853 01612 EQUIPMENT CUSTODIAN ORDER PENDING 752018

Legin Siats Control plazenoider

My R RFQs Fending My Approval RFQs Pencing Appensal Process RO Submited To Vendor

Date Wi List Same  Date Crested
LT RFQ Mame Curitemer sumnied o RFG St o

d T 1
[Temomniat]  7nvoms h——
. [ Cumtoaan, Equipmems acTIENET R RTHOG ks |-

ARRAY IFORMATION

uipment ¥ 762014
Cusbadan, Equipmen sifrlinie REQ FENDING 167201

Custedan, Equipment 782004
Custe-gan, Con erh TA20L4
Custesan, Equipnent e
Cuitogan, Equiparmt PG FENDING, 1naoaLe
Cussteaan, Equipmsst ang PO e
Custedian, Equipment ENCELLUS SOLUTIONS G TAS2014
NETER GOVERNMENE
Customan Equpment e ot s

Figure 23 - Viewing Your Wishlist

Selecting your wishlist, you will see the items you have previously added, with options at the bottom to "Add Entire
Wishlist to Cart," "Delete Wishlist," or enter an e-mail address and "Send Wishlist to Another User."

If you decide to e-mail the wishlist, it must be sent to a registered AFWay user. This person can process the wishlist
in the same manner as the original customer. (NOTE: The wishlist will no longer appear on the original customer's
User Profile page.)

Equipment Custodian | Log O

Wy Account By Robus Urdering Tooks Hesources

Wiah List Help

Wish List

‘endar Part Nummbar HP7830

OEM HEWLETT-PACKARD

OEM Part Number.  LJS2AV

et of lasus EACH

Qty 1 1

Comtract Number APL Contract Numbet APL
QEB20126 HIGH PERFC GHE, 14.0° HD-
16GE DOR3- 1600M 3000

Desctiption v ARY AIRITS e r Descrgtion: s Y A ﬂ. I.
[ 5USB20.4USB 30, 13ERIAL CAC KEYBOARD, Of MIRELESS. LISH CAL READ! i L US4, 320GE T200RFPM HDD. TPM 1.2
PRI T (SOC 3 X} 3-¥YR NBD ON-SITE WHDO RETENTION BT (SOC 31X} 3I-YR ONS MON. CLICK HERE FOR MORE
INFORMATION ¥ o

Prce. § 5405 0000 Prica § 720 0000

Anachments Adtachiraets

Mo Antachmants axist for this Product Ne Attachmants exist for this Product

Delate Tamm From With List || AddTe Cat | View Configuration Dislata Baew Freen Wigh List || Add To Cart || View Configueation

Page1of1) !

Add Tnsite With List To Cant || Dbt With Lise

Emal Sand Wich List To Ancthas Uitar 6—

Fige 24 - Send Wishlist to Another User
22



If you elect to send the wishlist to another user, the screen acknowledges with the following popup message:

Wish List
Vendor Part Number: HP-Z820

DEM HEWLETT-PACKARD
OEM Part Number:  LJ452AV

Unit of Issue: EACH

Qty: 1

Contract Number: APL

Description:

Price
Attachments:

No Attachment

| DeleteTtem From Wish List ||

QEB2012B HIGH PERFORMANCE WORKSTATION, HP Z820: INTEL XEON E5-2667 2

16GB DDR3-1600MHZ SDRAM, TWO 1TB 7200RPM SATA HDD, 16X DVD+RW DRIVE

V5800 2GB GRAPHICS W/3 DIGITAL OUTPUTS (ADAPTERS FOR VGA & DVI), DUAL |
PCIE GBE, 5 USB 2.0, 4 USB 3.0, 1 SERIAL, CAC KEYBOARD, OPTICAL MOUSE, TP
PRO 64-BIT (SDC 3.X); 3-YR NBD ON-SITE W/HDD RETENTION.CLICK HERE FOR MO
INFORMATION.

$ 5405 0000

s exist for this Product.

Add To Cart

|| View Configuration

Vendor Part Number: CF-19

OEM PANASONIC
OEM Part Number:  CF-18

Unit of Issue EACH

Qty: 1

Contract Number APL

128 RUGGED CONVERTIBLE TABLET, f

Gt Tearstis B b 10 1" XGA SUNLIGHT-VIEWABLE TOUI
i RATED HD GRAPHICS 4000 WVGA. US|
AL Jollsue ol wih 19 ive i feL o IT NIC, EXPRESSCARD, PCMCIA SLOT,
fiespeciitieng |ANTY W/ACCIDENTAL DAMAGE & HOD

[Cancat] | [MATION

4000
Product.
Delete ftem From Wish List Add To Cart View Configuration |

Page 1 of 1

Figure 25 - Popup Message Sending Wishlist to Another User

The system e-mails the user provided in the e-mail box, and returns the user to their User Profile Page.

You are also able to delete, add to cart, or view the configuration of existing items in the wishlist.

By Robus Urdering Tooks Hesources Help

Wish List
Vendor Part Numbar
OEM’

OEM Part Number
et of lasue

=1}
Conftract Number

Prce
Anachments

Mo Aftachmants exisl

Dibete Bem From With List

[r e

H TT-PACKARD
Laszav

EACH

<—

HEL Contract Humbet

7 2 9GHZ 5-CORE
REFF!

APTER:!
usgzo 1 3E C KEYBOARD
[SOC 3 X5 3-YR NBD ON-SITE WHDD RETENTION,

7]

JAL INTEL B25TSLM
SE. TPM 1.2, WINT
RE FOR MORE

Price

Descrgtion:

Attachmerts

for this Prodoct

AdaTe Cant || View Configuistion

Page 10l

Add Tnsite With List To Cant

M Attachmsnd;

Daleta e Frem With Lizt

Disbet With List

CEBI0128 STANDARD NOTEBOOK. PF Ok
1601 D1

Wiah List Help

e—

AY, 4GB DORF13. A

54 7
MON. CLICK HERE FOR

his Product

Add ToCart || View Confiquestion

Sand With Ligt T Ancthat Utar

Figure 26 - Updating Your Wishlist

Once you have completed modifying, deleting or adding your wishlist to the "Cart", you may be ready to finalize the
order and checkout.
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7. Checkout

Return to the navigation bar and select "My Account," and then "Shopping Cart" (see figure 20).

The Shopping Cart is displayed and you now have the following options:

Option 1\

Option 2;

Update Total
Checkout

OfsJifelg¥el: Add the new product to your existing wishlist.

© AFWAY

Home My Account My Roles Ordering Tools Resources Help

Shopping Cart

To change the quantity enter the new quantity beside the corresponding product and click the "Update Total’ button. If you change the quantity you must update the total before
you will be allowed to Checkout,

OEM OEM Part Number Quantity Price Configuration RFQ Delete Total
» LEXMARK CT48DE 1 §912.00 | View Configuration | Delete §912.00
A Grand Total: 5912.00

| Update Total Il Checkout | Option 2
Ifyou d like to add these produ then select the wishlist name from the "Existing Wishlists’ box. If you
WOl add these products to a new wishlistthen enter the wishlist name in the "New Wishlist box. When finished click the

ing "Submit’ button.

shlists: Wish List for Test | Submit
ist | Submit |

Figure 27 - Shopping Cart

Select Option 2, Checkout.

The next screen appears which identifies who the product is being shipped to, along with the option of identifying
additional recipients by selecting "Multiple ShipTo/MarkFor Addresses."



{68 A Foece Information Tecwmology Sup- Mo Bl - 2 v Pager Sy Toose @ .

OceringTooks  Rescarces  lelp

Mark For Address.
Firt Hama: TVE
Laat Mane: BULLOCK

starn T e il

Figure 28 - Ship to and Mark For Address

Select "Break this into Multiple ShipTo/Mark For Addresses." (NOTE: If you do not need this illustration, after
selecting "next" figure 32 - Process Order is shown.)

) AFWAY

Home  MyAccount  MyRoles  OrderingTools  Resources  Help

Process Order

Assign Shop ToMark For Address Break this Quantity into Multiple Shp To/Mark Fer Addresses b

Ship To Address: Mark For Address:

1o Ship To Address Bl Mark For Addrast
Vendor Part Number: HP-2420

OEM: ETTPACKARD DEM Part Number; LI449AY

Contract Number: FASTT1-10-A-06010EB2E_MT Unh of Issue: EACH

Vendor: HEWLETT PACKARD Vendor Type: Large Bus

Dascription: GEE20128 MID-T GO0MHZ SORAM
AMD FIREPRO V 13MA, TWD 178
HOD W/RAID 01175 SUPERMULT . USS 104-KEY CAC KE'YB)
{SDC 3.); 3-YR NED D0 RETENTION. CLICK HERE FOR MORE INFORMATION
Price: $399.00 a6

Nest

Figure 29 - Break Quantity Into Multiple Shipments

The next screen allows you to update the number of shipping addresses. For demonstration purposes, input "2" and

select "Submit."
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© AFWAY

Home My Account My Roles Ordering Tools Resources Help

Choose the Number of Ship To Addresses

The total quantity of items is 6.
How many shipping addresses will you be using? 2

| Submit

Figure 30 - Choose Number of Ship To Addresses

The following screen appears which allows you to enter the quantity, e-mail and delivery instructions for your order:

&) AFWAY

Home My Account My Roles Ordering Tools Resources Help

The total guantity of items is 6.

Address 1

Quantity:
Email:

Delivery Instructions:

Address 2

Quantity:
Email:

Delivery Instructions:

Submit

Figure 31 - Multiple Ship To Addresses

After hitting Submit, the user is returned to the Process Order screen. Here, you may add attachments in support of
your order.
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@ At Force Information Technalogy Sup-. Bi= B - < o - Pages Sateyw Tookw @+

MyRoles  Oudering Tools  Rescurces  Help

Process Order

Vi ey ainch up to 2 decurments with your cidet by che

0 Salect’ buttin 1o fnd the Sle{a) on your comput
Walid e foemats ane Microsof Werd [ doc). Micresot Exc

), Micrarsolt PowerPont | ppt). Adabe Acrobat { paf). and Flan Text { ta)

Weoudd yeu bon 10 33 attachmants 10 your crder?
Seweat

Finalae Ordes

Figure 32 - Process Order

Once you have added your attachments (or if you do not have any to add), select "Finalize Order." The system
displays "Order Successfully Submitted" along with the following message: “Your order, Tracking Number XXXXX, is
pending approval through the base process defined by your Equipment Custodian and Base Equipment Control
Officer. An e-mail has been sent to the first approval official in the approval process. You will receive an e-mail
notification when the approval process has been completed or if your order is not approved. To view your order,
select your "User Profile" and click on Tracking Number XXXXX underneath the My Orders tab.”

& Air Force Information Technology Sup.. - = J m0 ~ Page= Salety~ Tools= i@~ 7

© AFWAY

Miome My Accoant My Rodes  Ordering Tools  Resources Help

Process Order
Vot may attsch up e 2 dacusints with your order by eleking the ‘Solact bitton 1o frsd the Ble{s) n your compatar
Vb fike formats are Microcolt Weed | doc). Microsoll Excel { s). Microso? PowsPomt ( ppl). Adobe Aceobat (. pdf). and Plam Taxt { txt)
Weuld you Sk 1o add altachranly bo your oider?
Select

| e Grder Sucomashlly Subminied a

Frualee Ofes

the Oirders heading,

Figure 33 - Order Successfully Submitted
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After selecting "OK" the user is returned to their User Profile page, where you can see the order is listed under

the tab "My Orders."

'AFWAY

Home My Accoumt My Roles  Ordaring Tools  Hescurces  Halp

é My Crders Orders Pending Appeoval Process

Tracking ID Qrder D Customer Ovder Status. Date Crested
16 L6 PURCHASE CARD HOLDER ORDER PENDING 1972004
170621 201653 ORDER PENDING 8/19/2014

Mo RFQs

Figure 34 - My Orders

8. To Checkout as a non-Air Force User:

Once items are added to the shopping cart, select the Checkout button.

Login Stats Contral placeholder

Shopping Cart
To change the quantity enter the new quantity beside the corresponding product and click the "Update Total’ button. If you change the quantity you must update the total before
ou will be allowed to Checkout.

OEM OEM Part Number Quantity Price Configuration RFQ  Delete Total

» HEWLETT-PACKARD LQ713AV 1 $1,164.00 | View Configuration | Delete §1,164.00

Grand Total: 51,164.00

| Update Total || Checkout |

If you would like to add these products to an existing wishlist then select the wishlist name from the ‘Existing Wishlists® box. If you
would like to add these products to a new wishlist then enter the wishlist name in the ‘New Wishlist box. When finished click the
corresponding "Submit’ button.

Existing Wishlists , Submit |
New Wishlist | Submit |

Figure 35 - non-Air Force Shopping Cart

Select an address from the drop-down list for the “Ship To Address” and the “Mark For Address”. If the address is

not in the drop-down list, select the links to Add New Addresses. Then enter comments to the vendor and click on

the Next button.
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Ship To Address | Edit Ship To Addresses Mark For Address | Edit Mark For Addresses

FLUGPLATZ RAMSTEIN [*] kI klk[¥]
Comments To Vendor:

Mext
Return To User Profile

The information hersin is For Official Use Only (FOUQ) which must be profectsd under the Privacy Act of 1974, a5 amended. Unsuthorized disclosure or misuse of this personal informatil

Figure 36 - non-Air Force Ship To and Mark For Addresses

The Process Order page will appear. Attach any documents applicable to the order. Then select the Next button.

Process Order
You may attach up to 2 documents with your order by clicking the "Select button to find the file(s) on your computer.
Valid file formats are Microsoft Word (.doc), Microsoft Excel (xls), Microsoft PowerPoint {.ppt), Adobe Acrobat (.pdf), and Plain Text (.bd).

Would you like to add attachments to your order?
Select

Payment Information

By entering payment information, you are cerifying that the supplies and services in this arder are properly chargeable to
the following allotments, the available balances of which are sufficient to cover the cost thereof, and the funds have been
committed.

Select a Payment Type for this Order:
9 Cradit Card
TiForm 9

Credit Card Payment

Please select a Credit Card Manage Credit Cards

* Credit Cards | Select a credit card - |

Refresh Credit Cards

Figure 37 - Process Order - non-Air Force

Select the appropriate radio button for the payment type. If Form 9 is selected, enter the Delivery Order number
and the Fund Cite. If Credit Card is selected, enter the card number.



Process Order

You may attach up to 2 documents with your order by clicking the "Select button to find the file(s) on your computer.
Walid file formats are Microsoft Word (.doc), Microsoft Excel (xls), Microsoft PowerPoint (ppt), Adobe Acrobat (pdf), and Plain Text (_bd).

Would you like to add attachments to your order?
Select

Payment Information

By entering payment information, you are cerifying that the supplies and sernvices in this order are properly chargeable to
the following allotments, the available balances of which are sufficient to cover the costthereof, and the funds have been
committed.

Select a Payment Type for this Order:
) Credit Card
B Formg

Form ¢ Payment

Form 9 Info. For Official Use Only (FOUQ)

* Delivery Order Number: |

* Fund Cite: |

| Finalize Order |

Figure 38 - non-Air Force - Form 9 Selected

Select the Finalize Order button to complete the order. The system generates a confirmation message.

% Order Successfully Submitted

Yaour order, Tracking Number 170551, is

b !\ pending funding information. An email
has been sent to the person specified to
enter funding for this order. You will
receive an email notification when the
funding has been entered and the order
submitted to the vendor or if the order
was disapproved. To view your order, click
on the View User Profile link below and
click an Tracking Mumber 170551
underneath the Orders heading.

Figure 39 - non-Air Force Confirmation Message
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9. Approval Process

The next step in the ordering process depends on the Approval Process as defined by your MAJCOM or if non-Air

Force, the Approval Authority you define for your organization. To view your approval process, from the Navigation
Bar select “My Account” and then “View My Approval Process.” The next person in the Approval Process is notified
by e-mail that an order is pending for their approval. This is illustrated below by logging on as an Approving Official.

& Air Force Information Technology Sup...

& AFWAY

Home My Account

My Rolas

Orseritatus

Oudoring Took  Resources  Help

| Orders Pending Appraval Process h

Dt Created

My Qrders
Tracking @ Orderid
14m111 1758
14m1 17388
17084 e
170545 0168
170547 80
17054 e
170548 2606
17548 1607
170545 068
170852 b
170553 T

OROER PENDING
CROER PENDING
GRDER PENDING
ORDER PENDING
CROER PENDING
ORDIFR, PENDING
ORDIR PENDRNG
OROER PENI
ORDER PENDING

CRDIR PENDING

CORDER FENDING

% 1118
1A
07204
102004
02
T
0724
M0
T42014

TASANA

My REQs REQs Pending My Appreal

REC Pending Appreval Process

s Submitted To Vendar

RFQE RFC Marse

Submitted To

RFQ Statue

Dote Conated

WA Teat

ELL
DELL
DéLL

HEWLETT PACI

HEWLETT P
HEWLETT P
HIWLLTT P,

HEWLETT PACKARD

HEWLETT PACKARD
HEWLETT PACKARD

| Figure 40 - Approving O

RFG PENDRNG

RFQ PENDENG

7170

7L

712008

RFQ PENDING
RFQ PENDING
RFG PENDING

RFO PENDING 711

fficial

Approving Official

Logn Stats Control placeholder

Wih Lt Mare Dt Created

Fag i
| Test S0

DISAPPROVED ORDER 86127 |  &3:2003

i 5014/ 2005
1 52008
1 14000
1 147005

Notice the orders under the tab "Orders Pending Approval Process." Selecting a Tracking-ID number gives the
details of the order and the status:

AFWAY

Wome  Myhccossi  MyFoles  OrdedngTools  Resources  Help

Tradking Humber Ino

lmnmg Pumber Infe

g s i
[ s St
jAttachments

[ a8

stoemer Infa

Mame:  EquIREI CUSTODIM
CETEE

ncan: s

Wasdress: Address Tne

iy, STLZMS

Emait:  EQUIPMENT_CUSTODIANG tettaats. com

Approvid OfMcial | Log O

Chetkeat

Figure 41 - Tracking Number Info
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Order Details

Order List

Select an Order v

Approval Process Details

-

Completed Steps

[

Next Step Approvers

Role

Name

Approval Date

Internal Comments:

OFFICER

Internal Comments:

Approval Official

Internal Comments:

Resource Advisor

Equipment Custodian CUSTODIAN, EQUIPMENT

SOME OPTIOMAL COMMENTS
SOME OPTIONAL COMMENTS TO
VENDOR

Comments to Vendor:

BASE EQUIPMENT CONTROL

CONTROL OFFICER, EQUIPMENT

SOME OPTIONAL COMMENTS
SOME OPTIONAL COMMENTS TO
WENDOR

Comments to Vendor:

OFFICIAL, APPROVAL

SOME OFTIONAL COMMENTS

SOME OPFTIONAL COMMENTS TO
VENDOR

Comments to Vendor:

ADVISOR, RESOURCE

T/17/2014 9:48:06
AM

7/17/2014 9:49:10
AM

7/17/2014 9:53:26
AM

7/17/2014 9:54:10
AM

111

Rale Mame Primary?
Contracting Officer OFFICER, CONTRACTING  True
Contracting Officer BARTON, GWENDOLYN  True
Contracting Officer FOWLER, PAMLER True
Contracting Officer QUTLAND, JOHN True
Contracting Officer THOMPSON, ROBERT True
Contracting Officer BRILLANT, NANNIE True
Contracting Officer ROBBINS, JUDETTE True
Contracting Officer WATSON, SHAMEEKA True
Contracting Officer BROWN, KEYANIA True
Contracting Officer HOLLEY, JEFFERY True
Contracting Officer PEMNINGTOM, MATHAM  True
Contracting Officer BROWN, SHAMEKA True
Contracting Officer EASTERLING, KELLY True
Contracting Officer GRIFFIN, MAURICE True
Contracting Officer MUSE, SHERRITA True

Figure 42 - Tracking Number - Completed Steps

Notice under the "Completed Steps" the role that approved the order and the date it was approved. When an order

is approved, and e-mail notification is sent to the originating user of the order along with the next person in the

Approval Process, notifying them that an order is ready for their approval.
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10. Vendor Response to an Order

Once the order has gone through all the required Approval Steps, the originating user is notified by e-mail that their
Order ID# has been approved and submitted to the vendors associated with the contract against which the order is
being placed.

The system generates an e-mail notifying the vendors that an order has been submitted against their contract for
their products.

The AFWay vendor then logs on to AFWay to view their "User Profile" from the navigation bar. From here, they can
select the order to which they wish to respond.

= Page~ Safety = Tools~ -

&% A Force information Technology Sup_ R T I

AFWAY CONTRACT VENDOR aee % |8

RFC1 Reipossded 1o By Vendol

Figure 43 - Vendor "My OrdéFé'i'
Selecting an order brings up the following screen for the Vendor to view any attachments and other information

concerning the order. Please note that the following screen shots had to be separated because of their size, but
they display on one screen.
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AFWAY

Tradking Mumis Info

Hama  WyAccoust  yRses  OrdeingToss  Rsssurcss

[Tracking Number Info.

Teacking Hember:
Date Createat

(asmnchments

P

Figure 44 - Vendor Order Details (Attachments)

The bottom half of the screen shows the Order List with a drop-down arrow for selecting the specific order number,
along with the Funding Details:

Crder Details

\Order List

Select an Qrder -

Select an Order
201666

Fuf'ldunq Details

Funding Details

Form 9 Info. For Official Use Only (FOUQ)

Figure 45 - Vendor Order Details (Order List)

When the vendor selects the Order Number, the system displays the products included in the order, and allows the
vendor to select that product to see information pertaining to it:
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Order Details

Order List

201597 -

Order Status: | ACCEPTED BY VENDOR -

Mendor Crder Mumber:
[ Update Order Status

Product List

Select a product v

Select a product

AT493AV @

Funding Details

Figure 46 - Vendor Selecting a Product from Order

By selecting "View Configuration", the system displays the configuration of the selected product chosen by the
customer:

@Air Force Information Technology Sup... f-} hd - [ gé_’] > Pa

Order Details

(Order List

201597 v
[Order Status: | SUBMITTED TO VENDOR =

endor Order Number:

Update Order Status

Product List

AT4S3AY + | View Configuration @

JOEM: HEWLETT-PACKARD

[Quantity: 200

[Price: $396.00

[Description: QEB2012E AGEMCY MINI-TOWER, HP 6005PRO: AMD ATHLON I X2 B26 3.2GHZ
PROCESSOR, 4GEDDR3-1333MHZ SDRAM, ATI RADEON HD 4200 VIDEQ W/DP TO DVI

|ADAPTER, ECM 5761 10/100/1000BASE-T MIC, 10 USE 2.0, 500GE 7200RPM SATA HDD, 16X
IDVD=+/- RW DL SATA, USB 104-KEY SMARTCARD KEYEOARD, USE QPTICAL MOUSE, TPM 1.2,
NINT PRO 64-BIT (SDC 3.X), 3-YEAR NED ON-SITE WARRAMNTY W/HDD RETENTION. CLICK HERE|
FOR MORE PRODUCT INFORMATION.

Shipment List

Select a shipment -

[Order Total: 579200.00

Funding Details

Funding Details

| |
Figure 47 - View Configuration (Vendor)



Please see below for the customer's chosen configuration:

Feature:
OPERATING SYSTEM: SELECT 64-BIT SDC 3.X WINDOWS 7 (DEFAULT)
OEM: HEWLETT-PACKARD
OEM Part Number: -

Upgrade:
NETWORK CARD: NO UPGRADE
OEM: HEWLETT-PACKARD
OEM Part Number: -

PORT EXPANSION: NO UPGERADE
OEM: HEWLETT-PACKARD
OEM Part Number: -

KEYBOARD: NO UPGRADE
OEM: HEWLETT-PACKARD
OEM Part Number: -

VIDEO CARD: NO UPGRADE
OEM: HEWLETT-PACKARD
OEM Part Number: -

CAC READER: NO UPGRADE
OEM: HEWLETT-PACKARD
OEM Part Number: -

AUDIO: NO UPGRADE
OEM: HEWLETT-PACKARD
OEM Part Number: -

HARD DRIVE BUNDLE: NO UPGRADE
OEM: HEWLETT-PACKARD
OEM Part Number: -

WARRANTY: NO UPGRADE
OEM: HEWLETT-PACKARD
OEM Part Number: -

Figure 48 - Product Configuration

After reviewing the order, the vendor must update the "Order Status" with the appropriate selection:

Order List
201597 -

(Order status: | ACCEPTED BY VENDOR -

endor Order Select an Order Status
@ ORDER PENDING
SUBMITTED TO VENDOR
Product Lisi ACCEPTED BY VENDOR
PRODUCTS SHIPPED
PRODUCTS DELIVERED
ATA93AV ORDER COMPLETED o
DECLINED BY VENDOR.
ORDER CANCELED
CHANGED TO RFQ

[QEM: HEWLET|
[Quantity: 200

Price: $396.00
Description: QEB2012B AGEMCY MIMNI-TOWER, HP 6005PRO: AMD ATHLOM I X2 B26 3.2GHZ
PROCESSOR, 4GEDDR3-1333MHZ SDRAM, ATI RADECN HD 4200 VIDEC W/DP TO DVI
[S\DAPTER, BCM 5761 10/100,/1000BASE-T NIC, 10 USB 2.0, 500GB 7200RPM SATA HDD, 16X
DVD+/- RW DL SATA, USE 104-KEY SMARTCARD KEYEQARD, USE OPTICAL MOUSE, TPM 1.2,
WINT PRO 64-BIT (SDC 3.X], 3-YEAR NED OM-SITE WARRAMNTY W/HDD RETENTION. CLICK HERE|

FOR MORE PRODUCT INFORMATION.

Figure 49 - Vendor Update Order Status

Once the vendor accepts the order, the Order Status is updated, and an e-mail is generated by the system to the
originating user. When there is a change to the "Order Status," the vendor updates this drop-down box with the
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appropriate status (i.e., products shipped, products, delivered, etc).

IZip Code: 32955

Country: UNITED STATES
bailstop:
MName: JUDY WILSON
Building: NOLAND COMPANY
Room Mumber:

Unit/Org:

Phone: 321-639-1102

Fan

Email:

Shipment Details

Shipping Status: | AWAITING SHIPMENT i

Qty Shipped: 200 Select a shipment status
[Tracking Number AWAITING SHIFMENT
Shipping Compa NONE

SHIPPED BY VENDOR

Ship Date: | 7/29/zor= =

Update Shipping Status

Subtotal: 579200.00

Cirder Total: $79200.00

Figure 50 - Update Shipping Status

Qrder Details ]

Order List

Select an Order =

Funding Details A~

Funding Details

[Form 8 Info

This electronic transmission is provided
and constitutes a legally binding offer
when the formal Delivery Order (SF 1449),
signed by a contracting officer, is attached
to the transmission. Otherwise, this
electronic transmission is provided as
dsfsdf informational for planning purposes only.
It is not an order, does not constitute a
legally binding offer ta purchase, nor
farms any basis for payment [nat a legally
funded document upon which your
company can be compensated) and is not
executed by a contracting officer.

Mo action should be taken until receipt of
aformal Delivery Order signed by a
contracting officer which will constitute
the firm order. In cases of conflict between
the electronic transmission and the

Fund TR Delivery Order, the Delivery Order governs.

Cite: The formal acceptance period contained in
the terms and conditions of your contract

Figure 51 - Funding Details (Vendor)

When the originating customer signs on to AFWay and checks their User Profile, they will see that their order has



been accepted or declined by the Vendor. In addition, an e-mail is sent to the customer notifying them of the
vendor's acceptance/decline of the order.

Home MyAccount  MyRoles  OrderingTools  Resources  Help
My Crders Orders Pending Approval Process
Teacking ID Order ID Customer Order Status Date Created

170571 201627 TYE BULLOCK ACCEPTED BY VENDOR

147803 172208 TYE BULLOCK ACCEPTED BY VENDOR

107901 124053 TYE BULLOCK ACCEPTED BY VENDOR

86555 7740 TYE BULLOCK ACCEPTED BY VENDOR

8655 7741 TYE BULLOCK ACCEPTED BY VENDOR

85553 o773 TYE BULLOCK ACCEPTED BY VENDOR Login Stats Control placeholder

RFQs Pending My Approval RFQs Pending Approval Process RFQs Submited To Vendar
No RFQs Wish List Name  Date Created

Test Tube 123 8/18/2014
Army DENCOM Workstations. 8/22/2005

Em: at.mil AN

Figure 52 - User Profile - Vendor Accepted Order




11. Creating a Request for Quote (RFQ)

Once you have successfully logged onto AFWay, from the navigation bar select "Ordering Tools" and from the
drop-down menu select "Submit RFQ":

B TOED T T Rage T ATely Y 1001 N

Product Seach

{IT) hardware and software, and abtain the necessary appravals to make an IT purchase. AFWay

AFWay enables customers tc =
@ exparience. Everything the customer needs (s available. literally, at the click of a buttan.

provides 3 secure, efficient ¢

Law & Policy on Frocurement for Data Servers & Centers

CK HERE fo access the Law and DoD Policy on Procurement for

OF1 News Update
informed you thal Samsung MPP devices and 8l sssocisled

FY cataiog posted b AFWaY Data Servers and Cerers.
i 10 any known mefwork sk

devic I Please

i QUESTIONS MOAENG S K3l pRASE S60d AN &-mal 1
il and we will resp0nd a5 qUICkly as possible

Figure 53 - Navigation Bar - Submit RFQ

The RFQ page is used to input all information that is required to submit a RFQ to the approval process.
The Submit RFQ screen provides fields for the user to populate for their RFQ. Items indicated with a red asterisk *

are required.

Contracting Cificer | Log Oft Checkout Sk

My hccount My Roles  Ordering Tools  Aesources  Hulp BIQ tinlp

Submit RFG

* RFQ Nanw:

* RFQ Dasenptie

" Vendor Gateganes: | Sefect s contract category -
Contract Ny endor M § Small Buniness Type

75 fou the selected concract category

There sre no v

ationab

Figure 54 - Submit RFQ Screen
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RFQ Name - Enter a name or title to distinguish the RFQ from others.

RFQ Description — Enter a full description of the item needed.

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

Rationale — Enter an explanation if only one (or more) vendors are selected.

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

Quantity — Enter the exact quantity of the item needed.
Anticipated Price — Enter an approximate price.

Attachments — Attach any related documents. A button is provided to "Select" the attachments from your desired
location. The RFQ page allows up to 10 attachments that in total are less than 12MB in size.

In the example below, the user selected "NETCENTS-2 Application Services SB." The drop-down list is populated
with a list of vendors that have been awarded contracts with the Air Force for this category.

Contracting Officer | Lag Off ™

BEQ Halp

Contract Number / Vendor Hame / Small Business Type

(FABTTL-E3-D-4001) DATUM SOFTWARE - N2 &P SERVICES S8 8a WO, D6
(FABTTLL2-0-1007) DIGITAL MANAGEMENT - N2 APR SERVICES SE. Ba, D8
[FARTTL-E3-0-003] DILIGENT CONSULTING - N2 AP@ SERVICES S5, VI, OV
(FASTTL-12-0-L004) DIVIRSIID TECHMICAL SIRVICES - N2 APS SERVICES 58, WO
(PABTTL12-0-1005) D50 LABORATORES - N2 APF SERVICES S5

(PABTTL- 120 2008) EXCELLUS SOULTIONS - N2 APR SERVICES S8
(FABTTLA2-0-3007) EXETER GOVERMMENT SERVICES - N2 APP SERVICES 58, VO

Rationale

Figure 55 - Selecting Contract Category

Once the user has provided the required information, they select "Submit RFQ."
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The system responds with a popup message asking, "Are you sure you want to submit this RFQ?" Click on OK or
Cancel.

) AFWAY

Home  MyAccount  MyRoles  OrderingTools  Resources | Help

*Vendor Categories: ‘ NETCENTS-2 Appiication Seryices SB. >, |

Contract Number / Vendor Namea / Small Business Type

{FASTTL-LE. 7y N2 &PP SB VO

(FAST71-12.0-1008) INDRASOFT - 2 APP SERVICES 55, B2 WO, DB

(FABTT1-12-D-101%)

Rationale:

¢ Confimn Submission a

= @ Ase you sure you want te submit this RFQ?
.

* Desired defivery date: | 2/5/2015 ':T-;

* Quantity: 1 |

Price:§  [10000

Attachments [Walid fypes are: MS Excel, S Word, PDF, and Text files. Any other file types wil be removed before RFQ is submitted.)

| Setert |

| submit REQ |

r | Emall: CENTRALIZED_BU estidata com

Figure 56 - Submit RFQ

If OK is selected, the system responds with another popup message that states "RFQ submission successful" along
with the RFQ ID number. If Cancel is selected, the user is returned to the "Submit RFQ" screen.

AP Shwin

Subamit RFO

L |

R —— = |

A "

Figure 57 - Submit RFQ Successful

After successfully submitting the RFQ, select "My Account" and then "User Profile" from the navigation bar. (Refer
to figure 20 if necessary.)
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Kior B - M0 v Pager Saletyr Tookr v

& Air Force Information Technology Sup..

Mty Ormrs Cvebers Penting My Approwal | Orclers Pending Apprencsl Brocess
Tracking @ OrderID Gt
17055 16
170555 21804
170555 1615
170545 01508
1mses s
170548 201606 Login cides
1mss w1800
170547 201604
1msas FaT

My Qs Fi Qs Pending My Agpeoval | FFQe Pending Approvel Process Qs Sukenitted To Vendor

RFQI RFC Blame 1
Ha ¥
sk
() Tet L1 20008 -3 TS0
1572004
650 Test CU-120001 -2 MAIWALD, CHAD 157200
BESYE CU 110001 test 12An MAIWALD, CHAD W4
MANGALD, CHAD 142004
8502 Test MENFALD, CHAD T

onc o i e

Figure 58 - User Profile - Submitted RFQ

Notice the "My RFQs" tab at the bottom of the screen. This tab shows any RFQ's submitted by the user. The next
tab "RFQs Pending My Approval" reflects a list of RFQs pending the approval of the current user, the next tab "RFQs
Pending Approval Process" reflects those RFQs that are pending the approval of others in the ECAN Approval
Process, and finally the last tab reflects "RFQs Submitted to Vendor."

Click on the RFQ ID number to open the RFQ Details Page.

An RFQ can be approved or disapproved from this page. If it is approved, the RFQ is forwarded to the next person
in the approval process. If the RFQ is disapproved, notification is sent to the user who originated the RFQ. The
page is then updated to reflect the "Completed Steps" and "Next Step Approvers."
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=

YAFWAY

{

Home My Account My Robes  Ovdoring Toods  Resourcos  Help Vi REQ Heln
RFQ Detsils -
RFQ Info Customer Info
RFQ) Suatn: RFQ PEMDING (Nasne:  FOQUISMENT CLSTOOIAN
RFQID: 95516 RFQ Names  tester 2 DRA: 5450
Desired LCAN: D805
| Vendor - i
LT T Devery VIR0 [T} e Address One
Response Date: e -
Date:
e City, ST 1245 UNITED STATES
Price:
Emalk  EQUIPMENT CUSTODIAN Stestdata com
 Quantit
: 1 | Phone:
Rrquestrd:
Deseription: sudfedface
| Cancel RFQ | | Update Dates
[AFQ Attnchenemts [Dauble Click ta aper; Right-Click ta Uplasd/Dalsts)
5 [l
T8 Sample Application Sercices S8 WS Termplate pf
Sodutson Details ~
Registered Vendors
Contract # Wendur st Staten.
FATTL-12-D-1M7 ACTIONET RFGQ) BENDING.
ARRAY INFORMATION
RFQ PINDING x
G OUGaT FO FINBING =
DaTUR SOFTWARE RFQ PENTING
DAGTTAL MANAGEMENT  RFQ PENDING
(DML ISLL PENDING
DIVERSIFIED TECH!
FRETTL RFG PENDING
SERVICES, INC.
Acd Registered Vendors
Agpreval Proces Detaily ~
Kcomplated Steps Moxt Step Approvers
Ride Mama Appraval Dute Rate Hame Prirury? 3

CLSTOOLN, FQUIMENT Trum

Equipment Custodian BULLOCK, TVE True

P

IApproval Submission
You sce the current step in the sppeoval process for this Request For Guote.

Internal Comments:

Agprarval Diechion: F iippeove Disapprone

subma

Figure 59 - RFQ Details

Once the RFQ is approved by everyone in the approval process, it is then submitted to the vendor.

You can view the status of your RFQ by going to "My Account" and "User Profile" (figure 20). Notice the tabs at the
bottom of the screen which reflect the different states of your RFQs. The last one is "RFQs Submitted to Vendor."
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8 Air Force Information Technology Sup.. i~ B - & o0 v Page Satetyr Took~ i~

Py O Orcbers Pnding My Appioval Orabers. Pending Appresesl Bresens
Tracking It Cirdder ID Queder Satun Date Crested
17055 mEe ORDER PINOING 62018
170855 264 ORDER PENTING 706720848
170555 MES CRDER PENGING ]
170545 60
1rm%eE ] CHAD MalvaLD
170548 605 CHAD MAWALD Login Stans Conrel piacehalder
1Isex 200807 CHAD MAaTvALD
170847 e CHAD MAMALD GRDER PENDING
170543 0802 CHAD MAIWALD CEDER PENDING Travae
MyRiGe | RFQsPending My al '\ RFQsPending A Process | FFQs Subenitted To Vendor
REQE RFE) Mame Cuntomes RFG Statst Dute Crrated Wish List Mame  Date Created =
2| HoWish i
v WALD. ¢ SUSMITTED 70 s o
EsLe ot MaNALD, CHAD VENOOR 162004
. i A FESPONSE FROM 2t
508 Teut CU100008 -3 MANALD, CHAD NENDOR 152004
MATWALD, CHAD SISm0 A5 =
96507 Test CU-L2060 -2 MATWALD, CHAD A5
%505 S L1000 test 1240 MAIWALD, CHAD o T
s SUBMITTED 70 o
MANGALE, CHAD sl T4
& e SUBMITTED TO i
86502 st MANWALD, CHAD e 742004
s BERT

Figure 60 - User Profile - RFQs Submitted to Vendor

The vendor receives an e-mail notification of the new RFQ awaiting their action. If the vendor declines to submit a
solution then an e-mail notification is sent to the originating user and the Contracting Officer. The RFQ Status is
changed to "Declined by Vendor."



12. Vendor - Responding to a Request for Quote (RFQ)

Upon receiving the e-mail notification that an RFQ has been submitted to their contract, the vendor logs on to
AFWay and from the navigation bar selects "My Account" and then "User Profile" to view the RFQs that have been
submitted to them.

© AFWAY

Home  MyAccount  MyRoles  OrderingTools  Resources  Help

My Orders
Tracking 10 OrderID Customer Order Status Date Crested
170571 20637 TYE BULLOCK PRODLCTS DELIVERED &/15/204
170885 20615 CHAD MAIWALD. PRODUCTS DELIVERED &/14/2014
170554 201614 CHAD MAIWALD PRODUCTS SHIPPED e/14/2014
170553 200613 CHAD MAIWALD. PRODUCTS SHIPPED 8132004
170552 201612 CHAD MAIWALD. ORDER COMPLETED 8132004
170848 201608 CHAD MATWALD. PRODUCTS SHIPPED Login Stats Control placeholdef
170461 sz ERIC MONTGOMERY PRODUCTS SHIPPED
10842 201489 CAROL BASS ACCEPTED BY VENDOR
170435 201482 ROBIN LAFFERTY ACCEPTED BY VENDOR
170418 201462 SARA WELLS ACCEPTED BY VENDOR
170412 20457 JOHN THOMPSON ACCEPTED BY VENDOR
W|eft]2z3as5678951w _|[p|n 2198 iterms in 200 pages
MyRFGs | RFQs Responded To By Vender
RFQID RFQ Name Customer Submitted To RFQ Status Date Created || Wish List Name  Date Created
; se4es TEST FOR USERS GUIDE BULLOCK TYE SUBMITTED TG VENDOR savams ||V
BULLOCK TYE SUBMITTED TG VENDOR
auLLOCK TYE SUBMITTED TG VENDOR
BULLOCK TYE SUBMITTED TG VENDOR
BULLOCK TYE SUBMITTED TG VENDOR
BULLOCK TYE SUBMITTED TG VENDOR
BULLOCK TYE SUBMITTED TG VENDOR
8ULLOCK TYE SUBMITTED TO VENDOR
auLLOCK TYE SUBMITTED TG VENDOR
BULLOCK TYE SUBMITTED TG VENDOR
BULLOCK TYE SUBMITTED TG VENDOR

Figure 61 - Vendor User Profile
The vendor selects the RFQ ID Number to view the details of the RFQ.

The vendor will then open the attachment and based on the requested information, will create a response to this
RFQ or decline to bid.



RFQ Dl

RFQ Info [Customer Info

RFQ Status SUBMITTED TO VENDOR Mamer  TYE BULLOCK

RFQ ID: sedze RFQ Mame:  TEST FOR USERS GUIDE DRA: 5853
Vandaor _ Oesired MCAM:  onon
@ ... |
R Diate: Deativvey Diatu: Advboesss 501 E MOORE DR
Anticipated
$100000
Price:
MAFBGUNTIR ANNEX. AL B335 LINITID STATE
uantity

Emailn  tyebulocki® gunseratmil
Requested:

Phome: 3344166216
Description: SOME WORDS

RF} Attachmend ts (Double Uick to open; Right-Click to Upload/Delete)

Sciutian Dutads

Wendor Products

Contract # OtM OEM Part &

Figure 62 - RFQ Details (Vendor)
After the vendor has decided whether or not to respond to the RFQ, they will upload their attachments (up to 10 not
to exceed 12MG cumulatively) through this same page, complete the remaining fields and select "Submit Response."

After the vendor submits their response to the RFQ, an e-mail is sent through the system notifying the originating
user and their funding representative that a response has been submitted to their RFQ.

Originating User - Viewing Vendor Responses

The user may then log on to AFWay, and from the navigation bar select "My Account" and then "User Profile" to
view the response from the vendors for the RFQ submitted (refer to figure 20 if necessary).
Notice the furthermost right tab on the bottom, "RFQs Submitted to Vendor."

46



© AFWAY

Home

My Account

My Roles

Ordering Tools

Resources Help

TSGT

Chad Maiw

My Orders Orders Pending My Approval Orders Pending Approval Process
Tracking ID Order ID Customer Order Status Date Created

170564 201624 CHAD MAIWALD ORDER PENDING 7/18/2014
170560 201620 CHAD MAIWALD ORDER PENDING 7A7/2014
170558 201613 CHAD MAIWALD ORDER PENDING 7772014
170557 201617 CHAD MAIWALD ORDER PENDING 7A7/2014
170556 201616 CHAD MAIWALD ORDER PENDING 7/16/2014
170555 201614 CHAD MAIWALD ORDER PENDING 7/16/2014 Login Stats Control placeholder
170555 201615 CHAD MAIWALD ORDER PENDING 7/16/2014
170549 201608 CHAD MAIWALD ORDER PENDING 711072014
170545 201605 CHAD MAIWALD ORDER PENDING 7/10/2014
170548 201606 CHAD MAIWALD ORDER PENDING 711072014
170545 201607 CHAD MAIWALD ORDER PENDING 7/10/2014

M4 (] 13 items in 2 pages

My RFQs RFQs Pending My Approval RFQs Pending Approval Process RFQs Submitted To Vendor

RFQID RFQ Name Customer RFQ Status Date > | Mich Uil Home _Date Crosted
Created ” || Mo wish Lists
96522 TiZTAIONN_Eu;N&D’:VQ; BULLOCK, TVE SUBMITTED TO VENDOR o 7,914 z
96519 And Vet Another RFQ MATWALD, CHAD RESF\"C’E’:.;EOTOM 72172014
MATWALD, CHAD SUBMITTED TO VENDOR  7/21/2014
96514 Test MATWALD, CHAD SUBMITTED TO VENDOR  7/16/2014 E
96513 VEAH ANOTHER TEST BULLOCK, TVE SUBMITTED TO VENDOR  7/15/2014
96508 Test CU-120001 3 MATWALD, CHAD RESF\"OE%EOTDM 7/15/2014
MATWALD, CHAD SUBMITTED TO VENDOR  7/15/2014 .

96507 Test CU-120001 -2 MATWALD, CHAD SUBMITTED TO VENDOR  7/15/2014

Figure 63 - Originating User - Response from Vendor

Notice the "RFQ Status" reflects "RESPONSE FROM VENDOR." Selecting this RFQ ID brings up the next screen.
Notice the "Vendor_1982" response under RFQ Attachments.

AFWAY

Home My Account My Roles Ordering Tools Resources Help

RFQ Details A
RFQ Info [Customer Info
RFQStatus:  SUBMITIED TO VENDOR Name:  CHAD MAIWALD
RFQID: 96519 RFQ Name:  And Yet Anather RFQ DRA: 5853
Desired ECAN: ECOI
Vendor
77212014 Delivery 1 .
N =] B Address: 515 EAST MOORE DRIVE, BLDG 830
Date:
Anticipated
PR GUNTER AFE, AL 36114 UNITED STATES
Price:
Email:  chad.maiwald@gunter.af.mil
Quantity
Phone: 334-416-5604
Requested:
Description:  3rd time's the charm

RFQ Attachments (Double Click to open; Right-Click to Upload/Delete)

RFQ 96519
8] sample Application Semvices SE PWS Template.pf
<} Vendor_1982

Solution Details A

Figure 64 - RFQ Details (Originating User View)
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To accept a vendor's offer, go to the User Profile and click on the Request For Quote tab. Then select the RFQ
ID number to open the details page. Once you have reviewed the vendor responses, select the vendor's

response (see below) and then click on the Award RFQ button. (NOTE: Only the original user can add an RFQ
to a shopping cart.)

Registered Vendors

Contract # Vendor Name Status
FASTT1-10-A- =
DELL SUBMITTED TO VENDOR
0602/ETL2_C4 3
FAR7T1-10-A- 5
DELL SUBMITTED TO VENDOR
0602/QEB2E_19
FASTT1-10-A-
DELL SUBMITTED TO VEMDOR

0602/QEB2B_30

FABTT1-10-A-

HEWLETT PACKARD RESPOMSE FROM VENDOR
0601/ET12_C11

FARTTI-10-4- -
—> | Award RFQ |

Figure 65 - Award RFQ

The system responds with "RFQ was successfully added to cart."

% Action Success

RFQ) was successfully added to cart.

1N

Figure 66 - RFQ Added to Cart Message

The user may then view the Shopping Cart from the Navigation Bar, "My Account," "Shopping Cart," and proceed
with "Check Out."
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Shopping Cart

To change the quantity enter the new quantity beside the corresponding product and click the "Update Total’ button. If you change the quantity you must update the total before
you will be allowed to Checkout.

OEM OEM Part Number Quantity Price Configuration RFQ Delete Total
» HEWLETT-PACKARD QES45FER | 10 $300.00 96467 Delete $3,000.00
Grand Total: 53,000.00
| Update Total Checkout |

If you would like to add these products to an existing wishlist then select the wishlist name from the "Existing Wishlists' box. If you

would like to add these products to a new wishlist then enter the wishlist name in the "New Wishlist' box. When finished click the
corresponding "Submit’ button.

Existing Wishlists: |

_|| submit |

| Submit |

Mew Wishlist:

Figure 67 - RFQ Added to Shopping Cart

The order is then routed through the Approval Process steps (refer to section 8).
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13. Need Assistance?

Click on the "Help" from the Navigation Menu or contact the FAS Team 5 at DSN 596-5771 (Option 1, 5, 5) for

POC contact numbers or further assistance.

SonkectPiostam Aaiadeoce

Estnepeiye Mardwvare haresmenty [EHAS]

Dexkaos | Lapieoy | Bervers LS
A ToMER SEROCE Ling

Gevnerty Enberenae Dve (LR

Figure 68 - Contact Us

Help at any time: The Help link is available on the right side of the navigation bar throughout the

shopping experience.

Home My Account My Roles Ordering Tools Resources Help

Submit RFQ

*RFQName: |

* RFQ Description:

* Vendor Categories: | Select a contract category

‘Contract Number / Vendor Name / Small Business Type

[There are no vendars for the selected cantract categery

Rationale

Figure 69 - Help on a Page Example
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Appendix A: Equipment Custodian (EC) - Assigning yourself to the EC Role
After establishing an account with AFWay, logon and from the Navigation Menu, select "My Roles/View/Edit your
Role/Authority."

APWay Program Wanager

AFWay anabies cust
shopping expedience

| A i

Sukdmit Waives Reguest
ViewiEdi Rolathuthorty

4 1SS N

Figure 70 - My Roles - View/Edit Role/Authority

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), and hereafter noted
as AFEMS-AIM before access is granted.

& AFWAY

Homa MyAccount  MyRckes  Omeneg Tools  Resources Hp

Your Cumenl Roles

AFWEY Program Manager DRA 5853 Accousnt DBOS

Add a Role:
Nster EE, BECO, ana MECD # altrs wiceb gt All ol e

SELECT ROUE TO REQUEST
SELECT ROLE TO REQUEST
Equipment Custodan

SBate Equipment Contral Officer

MAICOM Equipment Control Officer

Figure 71 - Assigning Yourself the EC/BECO/MECO Role

The Equipment Custodian (EC) role can be added to an account by selecting the drop-down menu "SELECT ROLE
TO REQUEST" and then selecting "Equipment Custodian." The system displays a popup box "Request Equipment
Custodian Role" with fields to identify the associated DRA, ECAN, and AIM User Reference ID number. Once this

information is provided, the individual AIM User Reference ID is verified against AIM data and if a match is made,
the Equipment Custodian Role will be granted to the user.
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& AFWAY

iy Accourt by Rudes Didewring Tools Mriowices. Heip

oo Cumint Fioler
AF#ay Program Liasager DRA 5353 Aczours 905
| Request Eppment Cuntodun Bole o

=78 L

oA -

AN U Rtiranie B

hotas
Yo fecaln pur AIMI Uses Bebesnnor 0, peaie ool rour Base Dipsipmant Carirsl

At o fioke: Cofhes SECON 4 D AIMA Py Dest a8 D1 TRV 4TI
o s : tzen . s 3 s 8 AL it s G a1 DAL pRcr LS iy going 1
Eousprast Catasan T L P

1. Qe - the SEARDH
3 Erdee the Srtieed sanech criferia dod bmd.
1 Pk thur parien and the REPERENCE 10 will Siciey on the 1imrem.

H wosa | X coneat

Figure 72 - View/Edit Your Role/Authority

As an Equipment Custodian, there are several additional responsibilities that are addressed below.

Assign EC Roles

The Equipment Custodian can view and assign individuals to the approval process roles of the applicable account.

From the Navigation Bar select "My Roles," "Equipment Custodian," and then "EC - Approval Process."

© AFWAY

by Accousd Duderieg Tools  Resoorces

Adtivin - SHIpE) ASNER

| = Eguipraant Cuplsdian » Asimin - arkdot ASorEs -
Tt Waner Requesl Agrmsin - Sregds ASaess
L Ry 3Y ol

-E O EC Wengroup

i - View-E.0it £ Optisng

LogEn Sauty Contnl placanalss!

B Bending My Appedwal BFCH Pending Appiowsl Probeis

Mo B Wity Lt Mlame Dl Cimaed

Mo With Lt

Figure 73 - My Roles - EC - Approval Process
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The Primary EC is responsible for setting up the following organizational roles within AFWay: Approval Official,
Organizational Purchase Card Holder, and Resource Advisor. (NOTE: Approval Officials are restricted from

being Card Holders).
Once you are at the "Approval Process Configuration Page," you will be able to assign individuals to roles:

Step 1. Select the role from the drop-down menu. If any users are currently assigned to the role,
they will be displayed on the right under "Assigned Users"

Step 2. Assign individuals to the roles by entering the e-mail address of the user who will approve
or disapprove orders at that step. (NOTE: Only registered AFWay users can be assigned roles.)
Step 3. Click on the Add button.

& AFWAY

lome My Account My Roles Ordening Tools Resources Help

Approval Process Configuration

DRA: 5853, ECAN: 0805

User roles Assigned Users
Equipment Custodian RICKY BLACKMOM
Approval Official AMTHONY BAKER
Organizational Purchase Card Holder Resource Advisor
Resource Advisor

Add new user wﬁter email address)
174

| = Add

Figure 74 - Assigning EC Roles
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NOTE: The individual will automatically be assigned to the “Alternate” position. To assign them to the
“Primary” position, click on the Make Primary button. Also, the individual cannot be deleted from the
“Primary” position. To delete this person, first assign another individual to the “Primary”, which will

relegate the original individual to the “Alternate” position. Then delete the person from the “Alternate”

position by clicking the Delete button.

& AFWAY

lome My Account My Roles Ordering Tools Resources Help

Approval Process Configuration

DRA: 5853, ECAN: 0805

User roles Assigned Users /

EqmpmentCL_Jstodmn RICKY BLACKMON User Status: Alternate
Approval Official .
Organizational Purchase Card Holder Resource Advisor Make Primary || Delete |

Add new user (Enter email address)

Add

Figure 75 - Making a User the Primary or Alternate

NOTE: If assigned against multiple ECANSs, the roles must be set up for each account.

View/Edit Default Mark For Address
The EC will define the Default Mark For Address that will appear on every order processed with the applicable
account number. If all purchases made at the base are sent to a central receiving location, the shipment will be

marked with the EC's information for identification and distribution purposes.

From the Navigation Bar, select "My Roles", "Equipment Custodian" and then "Admin - Markfor Address."
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Daduriag Tooki Howogices liely

Rirmin - MR ASSNEIE

Submd Yvahver Reques! Admin - Shapha Addres s

VerwE I RSl el Authoir - Approval Piocess

Wew-Edi EC Wovigroup

Adrmin - Wiew-Edit EC Opions

DPFI News Updats Law & Palicy on
Recently we mformed you thal Samisung MFP dewces and all associaled Please CLICK o acces

borsr/consemables were removed from the DP! catalog posied b A . This was

ey and Centers

& sepply insu andd ol atinbuled (e any known network ek of the usa

of prossargly
purchased Samaung dewces from 0P Please continue 1o nefier 1o the asset 1ag afxed o
wical suppent

e dence o wamar

H you havs ¢ il please send an o-mad b0

exaculion feam I L and we

wapond a3 quickly as possible

Figure 76 - Setting the Default Markfor Address

Homé  MyAccount  MyRoks  Ordering Tools  Hescerces  Help

warreng. ¥ i Mark Faf Add nder your ECAN miay ol bi able 1o place Ien 01067 In A00Ron, ARD Adde carioh b used ds Mare &
Update Mask For Address
Pt deama 1at Hary mag Besm No Una Org hans Fas s i BRA

o record to cisplay.
Add hiew Maridas

Figure 77 - Update Markfor Address

Chechoul
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View/Edit Default Ship To Address

The EC can define the Default Ship To Address that will appear on every order processed with the applicable
account number. Normally, this address is where the responsible BECO initially processes all incoming Information
Technology (IT) equipment. Exception: If the BECO identifies a Default Ship To Address, and requests all shipments
be shipped to that address, then the BECO address overrides the EC Default Ship To Address.

Agdmin - Shipto Asdress

AFWay anables sl Equipment Custodian » Adrin - Maridor hddiess * AE neceasay appneals o m
SROEDING ExpaIdnCE
Subamit Wakees Reguest Adrmin - Shiplo Address

WiewiE dit RiolatAutherity ELC - Appeoval Process

B evcocc wongrou E
. i 1

- i) denin - & i .

gy ~p— L

Ceions

=) AFWA

MUy Accewsi  Ulows  Oeseeng Tael  Reueies ey
18 1a Bmiind Toa 1ot m1n b o B CAR =iy ol S 38 b coce o ooy i ich¥hon

Update G To Ak

Figure 79 - Adding a New Shipto Address

To add a new ShipTo Address, select "Add new Shipto address" as shown above. The system displays the required
fields for adding a new ShipTo address.
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Admin - View/Edit EC Options

This option allows the EC to choose whether a Technical Workgroup Manager (TWGM) is required to approve
orders or not. If yes is chosen, the TWGM should be assigned under the Assign EC Roles link.

NOTE: This option must be set for each account if the EC is assigned against multiple ECANSs.

Admin - Shipia ASdress
AFWay enables sl Equipment Cusiodian » Adenin - Maridor Agatess * nRE Meceasay dppneal
BMOEDING EXpEnencE

Sy mmit Wakes Reguest Adrnin - Shipls Adaress

E '? WiewiE it ool e (Aurhoety ELC - Approval Frocess
b I: - Wiew-Edit EC Warkgroup /
[ = .
S 7|

Admin - View-Edi EC Opons w 5

My Account My Roles Ordering Tools Resources Help

EC Options

DRA 5853, Account 0805

Do you want orders to be approved by a technical workgroup manager?

@ No
Dives

Figure 81 - EC Options

View/Edit EC Workgroup

Registration and product searches can be done by everyone in AFWay, but orders cannot be created until the EC
approves someone as a “User With Permission to Purchase”. When an individual registers using the EC's account
number, an e-mail will be generated to the EC stating that an individual is requesting to be added to the “Users
With Permission to Order” list. To add them, follow these steps:

Step 1. From the Navigation Bar, select "My Roles," "Equipment Custodian," and then "Admin - View-Edit
EC Options.
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AFWAY

Home My Accoust Ordeving Tools  Rescurces  Help

Admin - Shipho Address

AEWaY anakles CUS!  Equpment Customan s Admin - Markdor Addrags < ri W NeCEESany a|
shopping expenence
Sulmil Waked Reguast Adriin - Shiplo Address

o | H Vi Edit RoliAumonty EC - Approval Process
i
| K_ = . Wigw-Edit EC Workgioup I

Ademin - View-Ed EC Dptions

Figure 82 - Equipment Custodian - Admin - View-Edit EC Options

Step 2. Add individuals to the “Users With Permission to Order” list by selecting the "pencil" icon (edit)
beside the name to which the EC wishes to give permissions.

AFWAY

e Uy Acooeess Uiy Reme  Oedermg Tools  Resapeces -y

a4 wa s
sirh L]
oy ]
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e ]
s .
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s e [
L] ]
oers =
o o
s ]
ooy ug
L3 L
L o
st
53 =
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e
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Figure 83 - View-Edit EC Options - List

Notice the icons change to a "checkmark" and an "x" and you can now "check" the box beside the name of the
individual as shown below to give them permission to order:

s 0805 853
s 0805 5853
bd PEIRPORNT, IENNA s 88
. ROLPH, RONME 0805 5353

Figure 84 - Select User to Give Purchase Permissions
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% Action Successful =]

Successfully Updated the Purchase
! 1 Permissions

AENT

1ENT

AENT

il Purchase

Figure 85 - Successful Update of Purchase Permissions

ECs with Multiple Accounts

ECs can be assigned against multiple ECANs. Notice at the bottom of the screen a banner that reflects the e-mail
address of the individual logged-on, and if an Air Force User, their DRA and ECAN associated with their purchase
permissions; otherwise, DRA and ECAN will not be visible.

If you would like to associate another ECAN with your account, you may select "Switch User" from this banner. A
popup message will appear asking "Who would you like to run as?" You may select "Add New Alias" or "Link Existing
Alias." Since you are adding an ECAN, you will select "Add New Alias."
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Home My Azcount My Roies Ordaring Toois Resources Help

AFWay enables to order Tachnol {IT) hardv and soffy and obtain the naceszary approvals to make an IT

purchase. AFWay provides a secure, efficient and ient online shoppi i Everything the customer needs is available, literally,
atthe click of a bution.

Who would you like to run as?

EQUIPMENT CUSTODIAN Gtestdata. com 1" 7747
EQUIPMENT CUSTOCLAN@testdata.com P
Add Hew Akas | | Link Existing Allas |
Cancel |
DPl News Update | rement for Data Servers & Centars
Fecontly we mformed you thal Samsung MFP dewces and al e Law and Ul Falicy on
associated toner/consumables were removed from the DFPI catalog 1 | Centers.

posted to AFWay. This was strictly 8 supply issue and not sttributed to
any kndawn nefwiork sk of the isabiity of previously purchased
Sarrrsung devices from DPL Flease cortrsee to refer (o U assed g
affixed to the device for warantytechnical support

I o hevee queestiones regardsg s ssue please send ane-mail to

exacubon team@gunter af mil and we will respond as quickly 83
possible

Figure 86 - Adding Another ECAN to Your Account

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

MyAccount  MyRoles  Ordering Tools  Resources  Help

Add Allas Account
Please justify the need for an Alias Account.

Justificanan:

Associate

Figure 87 - Add Alias Account

The system will then duplicate all information from your existing profile and confirm the creation of a new account.

60



You must then login and from the Navigation Bar select "My Account" and then "View/Edit Account Information" in
order to update your DRA, ECAN, and other workflow information.

Aeailabite Contracts
Tation Tachnolg
ImET AEeds 18

ARy Wishist
i

Shopping Cart

o, | LUinar Profile
3
: J; My Wahvess
iy ‘ Wiew ECAN Approval Process

WiewEdi Account infanmalion

lﬂ_\ Credit Cand Informaion

Figure 88 - Update Account Information to Add ECAN



Appendix B: Base Equipment Control Officer (BECO) Assigning Yourself the BECO Role

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

AFWAY

My AcCoust

Admin - Shipto Address
AFWay enables cust

Equigiment Custodian s
ShOPDING EXpIEnCE

T} hardwase and software. and oblain Fe necessary a
3ilatde, Mheralty, 34 e CRCK OF 3 Dulon
Sukmit Wahves Reguesi

ViewEdit Roleiiuthoery = A

e

Figure 89 - Select ""View/Edit Role/Authority to Add BECO Role

Select the drop-down menu and a list of available roles are displayed. Select the "Base Equipment Control
Officer" role.

Home My Account My Roles Ordering Tools Resources

Help
Your Current Roles:

Equipment Custodian

DRA: 5853 Account: 0805

,)( Delete |

Add a Role:

SELECT ROLE TO REQUEST

“Mote: EC, BECD, and MECC roles are verified against AIM before access is given. All other roles are assigned to users by an EC or BECO.
-

SELECT ROLE TO REQUEST
Equipment Custodian

Base Equipment Control Officer

MAJCOM Equipment Contral Officer

Figure 90 - Select Base Equipment Control Officer Role
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A popup message appears requesting your AIM User Reference ID. Provide the requested information and click
"Submit."

¢ Request Base Equipment Control Officer Role ]

AIM User Reference ID:
* Mote *

To locate your AIM Usep Reference ID, please call your Base Equipment
Control Officer (BECO) or the AIM Help Desk at DSN 7874711,

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

1. Click ADMINISTER USER from the left menu. This brings up the SEARCH FOR USER screen.
2, Enterthe desired search criteria and submit.
3. Pick the person and the REFERENCE ID will display on the screen.

H Submit ”x Cancel |

Figure 91 - Enter AIM Number for BECO Role

Another popup message appears for confirmation:

A g Confirm Request ]

'0 Are you sure you want to request the

Role?
Cancel

Figure 92 - Confirmation Message - Adding BECO Role

Select "OK" and the system confirms the role has been added, provided the correct AIM Reference ID number has
been entered.
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Admin -Shipto Address

From the Navigation Bar, select "My Roles," "Base Equipment Control Officer," "Admin- Shipto Address."

Admin - Shipta Address

AFWay enalies cus!  gagp Equpment Conrol Oficer s Admin - Shiplo Address
BRODPING exEpdiancE
Sukwmit \Waher Regues! BECO - Approval Process
Roles. Per Account ViewEdi BECO Oplions:

ViewrEdif Roleitiuth oy

Figure 93 - BECO - Admin-ShiptoAddress

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

Equipment

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 -

Add new Shipto address

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

Figure 94 - Select Shipto Address

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

Equipment Control OfMcer | Log O

Ordocing Tools  Resources  Halp
Waming: Il e Shep To AGress 15 deleted, the users under your ECAN may nt be abie 10 clace hewr orders. In 20300, APO AGdresses canndl be used a8 Ship To Addresses.
Update Ship To Address

Shiplo list

oRA Hane -
Agarass Nama
* Buiding
* AONe55 1 Address 2
" Gy
State Country Hear
o Uststop

Addshigte || Cancel

For vy B Prrvacy Act of 1974 a3 anwaded

Figure 95 - Add Shipto Address (BECO)
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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, Base Purchase Card Holder and Base Review roles. NOTE: Only registered AFWay users
can be assigned to these roles.

1. From the Navigation Bar, select "My Role," "Base Equipment Control Officer," "BECO - Approval Process."

Admin - Shipta Addness

AFWay anakies sl gage Equipment Control Oficer s Admin - Shipio Address * 7 i Deceisary approvals 1
BROPDING EXpeniance
Sukmit \Wahes Regues! BECO - Approval Process %
1 B Roies Per Account ViewEdi BECO Oplons

ViewrEdit Relalsetnority

Figure 96 - BECO - Approval Process Selection

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

& AFWAY

Home My Account My Roles Ordering Tools Resources Help

Approval Process Configuration
DRA: 5853

Please assign roles to each step by entering the email address of the user who will approve or disapprove orders at that step.
*Maote: Only registered users can be assigned roles.

User roles

BASE EQUIPMENT CONTROL OFFICER
Contracting Officer

Base Purchase Card Holder

Base Review

BPM

Figure 97 - BECO - Assign Roles
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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: Only registered AFWay users can be assigned roles.)

© AFWAY

Home My Account My Roles Ordering Tools Resources Help
Approval Process Configuration
DRA: 5853

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

User roles Assigned Users
BASE EQUIPMENT CONTROL OFFICER REY SCHULTZ -
Contracting Officer GWENDOLYN BARTON F
Base Purchase Card Holder SHAMEEKA WATSON =
Base Review AVERY BROWN
BFM JOHN OUTLAND b
JUDETTE ROBBINS
GAYLE BUTLER

DEBORAH DOWNEY
LINDA LOWMILLER.
MNANNIE BRILLANT
AUDREY ROBINSON

PARERT THAMPSMR
Add new user (Enter email address)

Add

Figure 98 - BECO - Choose User to Assign 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 become "alternates."

& AFWAY

Home My Account My Roles ‘Ordering Tools Resources Help

Approval Process Configuration
DRA: 5853

Please assign roles to each step by entering the email address of the user who will approve or disapprove orders at that step
*Mote: Only registered users can be assigned roles.

User roles Assigned Users

ASE EU\F’MENT CONTROL OFFICER. AVERY BROWN User Status: Alternate
Contracting Officer

Base Purchase Card Holder Make Primary | | Delete |

Base Review
BPM

ROBERT THOMPSON
RONALD TANNER
JOHNNIE SMITH

RIATH AR PERIKIRIATOR
Add new user (Enter email address)

Add

Figure 99 - BECO - Make Individual Primary
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View/Edit BECO Options

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

Adrmin - Shipto Asdress

AFNay anaties U3l @asy Equpment Conrol OMters  ASMN - SHipls ASaress bl ol L
SROEDING ExpaIdnCE
Sukamit Wakeer Reguest BECO - Approval Process
B Roles Per Account ViewEdil BECO Oplions

WiewiE dit Roleffuthory

Figure 100 - View/Edit BECO Optlons NaV|gat|on

From this screen, you have the option of having all items purchased by accounts within your DRA to be shipped to
you, or to the Shipto address specified. If "Yes" is selected, all purchased items are sent to the BECO.

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

- AFWAY

ome My Account My Roles Ordering Tools Resources Help

View/Edit BECO Optlons

Do you want all items purchased by accounts within your DRA to be shipped to you?
DYes
B No

Do you want to be in the workflow?

Dves
@no

Figure 101 - View/Edit BECO Options
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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." The BECO Accounts page will appear with a
list showing account numbers, organizations, and points of contact.

AFWAY

My Accoumt Dindeting Tooks ReSOUTCES Hirlgy

Admin - Shipto Address

AFWay enatles cus!  gage Equspment Conrol Clficer » ' T handware and soffware. and obtain B
BROCPING Expeadi anDE 3ilazde, Biavaly, 34 e Cick of 3 buRon

Submit Wanes Regues!
. v
:.-.’
/4 -
V £

Reoles Per Account é——AF

View'Edit Rialeishority B —}\ ==\
Figure 102 - BECO - Roles Per Account

| [k 4’!ﬁ

Click on an account number to view the Approval Process for that account.

My Account My Roles Ordering Tools Resources Help

BECO Accounts
Toview assigned roles of an account, click on the account number below.
Account Number Organization Point of Contact

ESDA1 690 NSS DET 2 ANTHONY CAPPEL
0003 AFLCMCIDETS EARL BAKER

0004 AFLCMCI/DETS JORDAN MOORE

0101 AFLCMCIENI TERRY HAMS

0100 AFLCMCIENI THOMAS NOSTIN

EIOG AFLCMCIENI DAM SMITH

0102 AFLCMCIENI MICHAEL STEWART
El02 AFLCMCIENI HAROLD LOCKETT
0200 AFLCMCIHGB KENMETH JACKSON
0305 AFLCMCHGG WILLIAM BURRELL
0304 AFLCMCHGG GORDON FITZPATRICK
0300 AFLCMCHGG DEBBIE MARTINEZ
0306 AFLCMCHGG GORDON ALLBRITTON
0302 AFLCMCHGG CURTIS BUETTMER
0301 AFLCMCHGG ROBERT ROGERS
0303 AFLCMCHGG AMGELICA LARSON
0501 AFLCMCHIF SUZAMME CARTER
0500 AFLCMCHIF DEBRA RAY

1313 AFLCMCHIF TROY EDWARDS

1200 AFLCMCHIF ARMEZ GIPSON

HIH AFLCMCIHIH AMNGELA BECK

0700 AFLCMCHI GREGORY BEAN

0005 AFLCMCHII GREGORY BEAN

0807 AFLCMCIHIJ MEIL LANGGAARD
0305 AFLCMCIHIJ TYE BULLOCK

0806 AFLCMCIHIJ GARY LOVE

Figure 103 - BECO Accounts
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BECO Fiscal Report

Fiscal reports based on the following criteria are available to the BECO:

Begin Date
End Date
ECAN

Order Status
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Appendix C: MAJCOM Equipment Control Officer (MECO)

Assigning Yourself to the MECO Role

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

Admin - Shipto Address

AFWay onabies sl Equpment Custodian s
BROEPINg EXpeliance

T} hardwase and software. and oblain e necessary a
3ilatde, Mheralty, 34 e CRCK OF 3 Dulon
Sukmit Wahves Reguesi
ViewEdit Roleiiuthoery B D
——a

- % ol g I
| P |

Figure 104 - Select ""View/Edit Role/Authority to Add MECO Role

Select the drop-down menu and a list of available roles are displayed. Select the "MAJCOM Equipment Control
Officer" role.

My Account

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

Add a Role:

“Mote: EC, BECD, and MECC roles are verified against AIM before access is given. All other roles are assigned to users by an EC or BECO.
SELECT ROLE TO REQUEST

SELECT ROLE TO REQUEST
Equipment Custodian

Base Equipment Control Officer

MAJCOM Equipment Contral Officer

Figure 105 - Select MAJCOM Equipment Control Officer Role
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A popup message appears requesting your AIM User Reference ID. Provide the requested information and click
"Submit."

¢ Request Base Equipment Control Officer Role ]

AIM User Reference ID:
* Mote *

To locate your AIM Usep Reference ID, please call your Base Equipment
Control Officer (BECO) or the AIM Help Desk at DSN 7874711,

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

1. Click ADMINISTER USER from the left menu. This brings up the SEARCH FOR USER screen.
2, Enterthe desired search criteria and submit.
3. Pick the person and the REFERENCE ID will display on the screen.

H Submit “x Cancel |

Figure 106 - Enter AIM Number for MECO Role

Another popup message appears for confirmation:

A g Confirm Request ]

'o Are you sure you want to request the

Role?
Cancel

Figure 107 - Confirmation Message - Adding MECO Role

Select "OK" and the system confirms the role has been added, provided the correct AIM Reference ID number has
been entered.
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MECO Role

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

Cirdating Tools Rasources Heip

I} ipmant Contred Cfficer  Admin - MAJCOM Information

— Susmit Waker Request MEC0 - Approval Process %

WiewiE dit Rl efAuthorny

Reperis

Figure 108 - MECO - Approval Process

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

Approval Process Configuration

MAJCOM: AIR FORCE MATERIEL COMMAND (1M}

User roles Assigned Users

MAJCOMIFUNCTIONAL CIO MICHAEL SAKACSI
SANDRA KLEINER
KRISTA SCHUERHDFF

JESSE CHAUVIN

Add new user (Enter email address)
Add

Figure 109 - MECO - Assigning User Roles

Enter a valid e-mail address of an individual and click on the Add button. (NOTE: Only registered AFWay users can
be assigned to these roles.)
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MECO Fiscal Report

A user with the MECO role assigned will be able to run "MECO Fiscal Reports." From the Navigation Bar, select "My
Roles" and then "Reports."

IT) hardwarg angd
ilazde. o

e
View'Edit Rolalsuthory

s <

S

Figure 110 - MECO - Reports

Reports

MECOFiscalReport

Report Queue -Refresh-

Mo reporis in queue

Figure 111 - MECOFiscalReport

MECO Fiscal Reports are available based on the following criteria:

Begin Date
End Date
MAJCOM
DRA

Order Status

Reports

MECOFiscalReport

Report Queue

No reports in queue

Start Date
06/02/2014

-Refresh-

Select Status
1 selected

MECOFiscalReport

End Date MAJCOM Select DRA
08/20/2014 AFMC 2 selected

Continue

i}

Figure 112 - MECO Fiscal Report - Criteria
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After the desired criteria has been selected, click on "Continue" and the system displays the different format options

for the report. Select the desired format and click "Process Report."

@ Select report file format(s)

[ rDF
I poc
[ lx1s
[ csv
[ L

Process Report

Figure 113 - Select Report Format

The system returns a message that indicates the report is in the queue.

% Action Successful =]

Yaur report has been successfully queued.
Please check back shortly to download your
report,

Figure 114 - Confirmation Message Report Queued

When the process is complete, the MECO Fiscal Report will reflect the report is ready to be downloaded.
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Appendix D: Additional Roles
Technical Work Group Manager (TWGM)

The EC assigns the TWGM step. This step is optional in the approval process. The TWGM, if included in the
approval process, and 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. The order will not continue through the process
without the approval of the TWGM. If the TWGM disapproves the order, it is sent back to the original user as a
“Disapproved Order” and also as a wishlist. If the TWGM step is activated and the EC has not assigned a name to
this role, the order will stop at this step.

From the Navigation Bar, select "My Roles", "Equipment Custodian", and then "Admin - View-Edit EC Options."

Drdeving Tools: Rasources Help

Adrmin - Shiplo Asdress

5 Us!  Equipment Custoian = AT - M3ddor Adess ~ nMa necesTany approval)

Submil Wakved Requast Admin - Shipho Address
WiewiE ot Roladhumnorty EC - Approval Process

Wigw-Edil EC Waorkgioup

Figure 115 - Equipment Custodian/Admin - View-Edit EC Optlons

To add a Technical Workgroup Manager, select the "Yes" radio button and click "Submit."

My Account My Roles Ordering Tools Resources Help

EC Options

DRA 5853, Account 0805

Do you want orders to be approved by a technical workgroup manager?

T No
Bves

Figure 116 - Select ""Yes" for Technical Workgroup Manager

A popup message appears indicating that a Technical Workgroup Manager will be included in the approval
process.
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% Success

Successfully updated

Figure 117 - Successfully Added Technical Workgroup Manager

Next, go to the Navigation Bar and select "My Roles," "Equipment Custodian," and then "EC - Approval Process."

Admir - Shipto Address

Equpmant CUsiodian » ACTIIR - MA0T ADA S 4 N MG NECESIAry approvals I
Submil Waived Request Adrmin - Shiplo Addfess
ViawIE L R0l BLALN SRy EC - Appeoyal Process %

Wiw-Edi EC Worgroup t

== L) Agmin - View-EdR EC Dptions

e "-ll-.— FII o E
Figure 118 - EC - Approval Process

The next screen shows the "Approval Process Configuration" for the DRA and ECAN assigned to the Equipment
Custodian logged on. Selecting the "Technical Workgroup Manager" from the list of User Roles will result in a list of
users displayed who have been assigned this role. You may either select an existing user, or enter a new e-mail

address for a valid AFWay user. You will also have the option of making the user Primary by selecting the user and
then clicking "Make Primary."
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© AFWAY

Home My Account My Roles Ordering Tools Resources Help

Approval Process Configuration

DRA: 5853, ECAN: 0805

User roles Assigned Users

Equipment Custodian Workgroup Manager b

Technical Workgroup Manager BRIAN GEORGE User Status: Primary
Approval Official Delete
Organizational Purchase Card Holder

Resource Advisor

Add new user (Enter email address)
Add

Figure 119 - Technical Workgroup Manager Selection

Base Review
The BECO has the responsibility to assign an individual to this role. This role is filled by someone who can
evaluate the appropriateness of items being considered for inclusion to the base architecture.

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

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

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

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

AFL My Wishiist wation Techaolegy (IT) handwase and software. and oblain Fip neces
ah - JMET NRdS i3 Failatde, Mherally, 31 e Chok 0 3 Cumbn
Shopping Cart

l  UserProfile s N
My Wahers = -
i
=7

Wiew Uy Approval Process

View/Edi Accound Infarmation

My CJE-UFI’J-I"“’ fanmagon

Flgure 120 - Selectlng "My Credit Card Informatlon

From here, the user can "Add Credit Card." Fund Cite is required and may be obtained from the AF Form 4009.
Once the order is processed, the OPCH will assign the order against a credit card profile and the required fund
site information will be submitted. This information is required so that AFWay can track purchases down to the
fund site account level.

My Account My Roles Ordering Tools Resources Help
Select a credit card to edit, delete, or add a new credit card.
|+ Add Credit Card |

Type Number 12574 @at="

The informatien hersin is For Official Use Only (FOUQ) which must be protected under the Privacy Act of 1974, a5 amended. Unsuthorized disclosurs or misuss of this persg

Figure 121 - Add a Credit Card

AFWAY

Home My Account Drdeving Tools Rescurces. Helg

Seled a credt card 1o edil. delebe. o 3dd a new <rodt card

W Ada Creckt Carg Cradit Card Numbar; | Crest Cand fsmber - regused

Credit Card Names

Lres Rorms et T Credit Card Holder:
Creiit Cand Typs: With -
Expiration Date: MM
Security Codec Serurif
Billing Address:

Fumd Code FY:
Wihode Fund Cite: Crest Card WhicharaCite

H 2ad X canen

The ivformation hesgin iy For Officiad Use Oy (FOLAD) wfach mas? be profecied omoer the Privacy ACt el 1974 85 amenoed. Lisaushanissd SiScisaire OF M0 of I personal inlarmation may reso in crmins

Figure 122 - Required Information for a Credit Card
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Appendix E: AFWay Workflow Process Diagram

AFWAY Diagram Description
NOTE: At any point in the process the order can be 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 position in AFWay 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 position in AFWay is appointed
by the BECO.

Step 5:
The BECO reviews and approves/disapproves the order (if added to the workflow).

Step 6:
The AO (Approval Official) reviews and approves/disapproves the order. Additionally, if the amount of the order
is less than $25,000, the AO determines if an order is to be paid by the OPCH (Organizational Purchase Card
Holder) or the RA (Resource Advisor). If the amount of the order is greater than $25,000, the order is
automatically routed to the RA. NOTE: The AO cannot be the Organizational Purchase Card Holder. The AO
position in AFWay 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 IMPAC card information. The OPCH
position in AFWay 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 position in AFWay is
assigned by the EC.
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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:

1. Line of accounting/fund cite (taken from the certified AF Form 9).
2. Delivery Order Number from the SF1449 they just created.

The CO position in AFWay is assigned by the BECO.
Step 8B:

The BPCH reviews and approves/disapproves the order. If approval is granted, the BPCH enters IMPAC card
information. The BPCH position in AFWay is assigned by the BECO.

Step 9:
The Vendor receives, reviews, and completes the order.
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Step 2

Step 3a

Step 4

Step 1

Yes

[

Base Review

Step 5

Step 6

Step/a

< $25K

QPCH

Step 3b
Mat
Accountable
Yes b ell Phane, &
FOA ar
Blackber Blackberry
No
EC
No
»| BECO
Step 7h
o > $25K 0
l — % Step8a
co BPCH | Step8b
Y
»| Vendor g
Step 9

Figure 123 - AFWay Workflow Process Diagram
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Appendix F: Terms and Abbreviations

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

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

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. If the BWO approves a waiver, the original user will receive notification that the
waiver is approved. 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. If the waiver is disapproved by the BWO, the
original user will be notified.

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. The CO also has the ability to submit Request For Quotes (RFQs, also known as
Bulk Buys). Once the order arrives at the CO, it will not continue through the process without the approval of
the CO. 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 a “Disapproved Order” and also as a wishlist. If the BECO has not
assigned a name to this role, the order will stop at this step.

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

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 an order arrives at the RA, it will not continue through the process without
the approval of the RA. Once the RA approves the order, they can choose to have it routed to the Base Purchase
Card Holder or to the Contracting Officer. If the RA disapproves the order, the order is sent back to the original
user as a “Disapproved Order” and also as a wishlist. If the EC has not assigned a name to this role, the order will
stop at this step.



Appendix G: Request Waiver Process
From the Navigation Bar, select "Ordering Tools" and then "Submit Waiver Request."

) AFWAY

ip 1 Page Content

Home My Account My Roles

Product Seanch

AFWay anabies CUslomEers 10 order INfoMme  Order Seanch
efficient and convenient onling shopping x—
Syl WaTver Racies

e S Y8 =Y

Figure 124 - Submit Waiver Request
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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 of a QEB or AF Standards.

& AFWAY
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Figure 125 - Request A Waiver Screen

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 currently 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 and or the

MAJCOM/Functional CIO can make an informed decision as to the validity of the waiver request. Once all entries
are completed, click the Request Waiver button.

Once the Waiver Request has been submitted, the system displays a confirmation message.
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% Waiver Request

Your request for Waiver 12793 has been
l\ submitted.

Figure 126 - Waiver Submission Confirmation

Any waiver request can be reviewed. The details are available to the original user by going to the Navigation Bar

and select "My Account" and "My Waivers" and selecting the Waiver ID number.

\FWAY

Home MyAccount  MyRoles  OrderingTools  Resources  Help

MyWatvers | Waivers Pending My Approval '\ Waivers Pending Approval Process ' Waivers In My DRA .
D Waiver Status Submitted ‘
12793 Pending anz/0141z0002eM X
— 12787 Disapproved 9/15/2014 12:43:26 PM X

Figure 127 - Waiver Requests — Current Status

The Waiver Details screen presents all details about the waiver request. 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 as
shown in figure 128.

\FWAY

Home  MyAccount  MyRoles  Ordering Tools  Resources Help

MyWaivers | Waivers Pending My Approval | Waivers Pending Approval Process | Waivers In by DRA

o} Waiver Status Submitted |

12793 Pending 9/17/2014 12:04:02 PM X
12787 Disapproved 9/15/2014 12:43:26 PM x

Figure 128 - Delete a Waiver
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Message from webpage u

'Q Delete Waiver?

OK J ‘ Cancel

Figure 129 - Delete Waiver?

% Delete successful!

Waiver Deleted!

i

Figure 130 - Waiver Deleted Confirmation Message

When a waiver is submitted, it will be acted upon by the Base Waiver Official and or the MAJCOM/Functional CIO.
If a waiver is on ITRM or QEB Standard, the waiver request will automatically be sent to the MAJCOM/Functional
ClO for approval Otherwise, it will be sent to the Base Waiver Official first. The Base Waiver Official will logon to
AFWay, and from the Navigation Bar select "My Account" and "My Waivers."

AFWAY

t Home My Account My Roles ‘Ordering Tools Resources Help

My Waivers |

jin} Waiver Status Submitted |

12789 Disapproved 9/15/2014 £:15:30 PM x ‘

Figure 131 - Waiver Official - My Waivers
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Clicking on the applicable Waiver Number link will present the waiver request details screen. The Base Waiver
Official can approve a waiver request by selecting the Recommend Approval radio button (comments are
optional). To disapprove a waiver request, the Disapprove radio button should be selected and comments must
be entered in the Comments field. The Base Waiver Official can opt to approve and send the waiver request on
to the MAJCOM/Functional CIO for a final approval by checking the appropriate box next to the Recommend
Approval radio button. Click the Submit button when action has been completed. A Waiver Approval screen will
then appear, confirming the action taken.

‘Waiver Details A
[Waiver Info
Waiver Number: 12793
Waiver Status: Pending
Waiver From: Enterprise Software Initiative (ESI) / SmartBUY Contracts
Comments: some explanation
Waiver Reason: My need cannot be met in the required timeframe
Comments: additional explanation
Date Requested: 9/17/2014

Customer Info

Name: MAIWALD, CHAD
Phone: 334-416-5604

Email: chad.maiwald@gunter.af.mil

‘Waiver Details A

Vendor: Some Vendor Date Product Required: 9/26/2014

Product/Service Description: Web Cam that shoots in 3D

Unit Price: $50000000 Quantity: 1
Total Price: $500000.00
Approval Process Details A
ICompleted Steps Next Step Approvers
Role Name Approval Date Role Name Primary?

Base Waiver Official SCHULTZ, REY True
Base Waiver Official SHEAFFER, KIMO True
Base Waiver Official OFFICIAL, WAIVER False
Base Waiver Official FOX, SONDRA False M
Base Waiver Official ALL MIR False
Base Waiver Official BROWN, EILEEN False =

IApproval Submission

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

Internal Comments:

Approval Decision: @ approve ) Disapprove
[ would you like your MAJCOM/FUNCTIONAL CIO to approve this waiver?
\> Submit

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

Figure 132 - Waiver Approval Details Screen
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Once a waiver has been approved by the Base Waiver Official and or the MAJCOM/Functional CIO, an order for
the desired products can be placed by the requestor; otherwise, the waiver remains in the AFWay system as a
disapproved waiver.

NOTE: When an order in the applicable system (i.e., NETCENTS, Contracting Ordering System, etc.) is placed, it is
very important that the waiver number be indicated in the order request.
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Appendix H: Shipping To Multiple Locations

AFWay offers the capability to ship products to multiple locations. When this feature is utilized, the products will
appear on the account to where the items are shipped. An e-mail address must be entered to where the items are
to be shipped. The e-mail address must be for a registered AFWay user. The system will automatically pull the
DRA/ECAN information established by the EC or the BECO if the option is selected to have all the items sent to the
BECO. Follow the instructions below to ship orders to multiple locations.

Select the item and click the Add To Cart button. The following screen will appear with the Shopping Cart.

© AFWAY

Home — Mydccomi MyRoles  OviedegTooh Rescorces  Help

Figure 133 - Shopping Cart - Multiple Addresses

Click on the Checkout button. The Confirm Addresses screen appears. Click the Next button to continue the

process if shipment is to one address. If the orders are to be shipped to multiple locations, click the Multiple Ship
to/Mark for Addresses button.

S AFWAY

Homa My Accoust by Rodes ‘Qrderng Tools RescUIces Help

kiuttiple Ship Ta sk For Addnesiee H

Ship To Address: Maik For Address:

Building: 380 WAREHOUSE Firsl Mamic: TVE

Address 1: 515 EAST MODRE DR Lt N BULLOCK

Address 3 Buildimg: Bis

ailsiogr Rocm bamber: 13004

City: MaFB _ GUNTERANNEX UnitOrganization: AFPEC EIS/

States 21 Coenm. Phene: 1344165216

Fipe 35114 Fax

Countyy: UNITED STATES Emait TYE BULLOCK@GUNTER AF MIL

Comments To Vendor
et

Returm To User Profile

T ifaresation: Revein 18 For Offcial Use Omly (FOCO) which must be prolecied wided the Srivacy ACtof 1974, a5 amended Unduthaned Facioiure of misude of Ihig pivaonal iaoomalion may redsit in crim

Figure 134 - Add Multiple Addresses for ShipTo
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If you would like to send the items to different addresses, select the "Break this Quantity into Multiple Ship To/Mark
For Addresses."

My obes. Drdeng Tools RESCUrces Haip

Process Order

Azrign Ship ToMark For Addreis Ereak this Quantaty into MuRiple Ship To/Mark For Acdresies é_—
Ship To Addross: Mark For Addrass:
Mo Ship To Address Mo Mark For Addrass
Wondor Part Hember: HPEXOSPRO-MT
OEM: HEWLETT-PACKARD OEM Part Number: AT43380
Contract Humber: FAZTT 1-10-4- 0601 0EBTE_EN Unél of isswe: EACH
Vindor: HEWLETT PACKARD Vendor Type: Large Busingss

Description: QEB20 12
SORAM, AT RADEOH HD &
R

ANER, HP G00SPRO; AMD ATHLOH 1| X2 B26 3 2GHZ PROCESSOR, 4GB DOR3-1333MHZ
v DF T0 DV ADAPTER. BOU 5761 10r100100BASE-T HIC, 10 USE 2.0, S00GE T200RPM SATA
LS8 104-KEY SH-’-RTC*RD KEYBOARD, USE OFTICAL MOUSE, TPM 1 : Wit

HOD o WS 7 PRO 84-BIT (5D 3.
AYEAR M SITE WARRANTY WITH HOD RETENTION CLICK HERE FOR MORE PRCDUCT INFORLATICH

Price: 5356 00 aty: 8

Mesi

Figure 135 - Break this Quantity into Multiple Ship To/Mark For Addresses

Enter in the number of Ship To Addresses you would like for the products to be sent to and click "Submit."

My Account My Roles Ordering Tools

Choose the Number of Ship To Addresses

The total quantity of items is &.
How many shipping addresses will you be using?

Submit |

Figure 136 - Choose Number of Ship To Addresses

In the next screen, enter in the information requested for the two (or more) Ship To Addresses and click "Submit."
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The total quantity of items is 6.

Address 1

Quantity:
Email
Delivery Instructions:

Address 2

Quantity:
Email:

Delivery Instructions

Submit

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

Figure 137 — Two or More Ship To Addresses

The order will route through the ECAN Approval Process before the order is completed.
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Appendix I: Reports in AFWay

AFWay provides the AFWay Program Manager (PM), Base Program Manager (BPM), BECO, MECO and Waiver
Official the capability to run various reports. This appendix provides instructions for running the report options
available to the PM, BPM, BECO, MECO and Waiver Official. The PM reports allow the tracking of orders
(Orders Report), sales based on type of vendor (Vendor Type Statistics Report), types of purchases (Sales Volume
Report), order completion time (Vendor Order Fill Time Report), and time required to complete the workflow
process (Workflow Report). To have the capabilities to run the PM reports, the role must be assigned by the
MECO as “AFWay Program Manager”. The BECO has the option to run a BECO Fiscal Report. The MECO has the
option to run a MECO Fiscal Report. The Waiver Official reports allow the selection of various waiver statuses
(Wavier Details Report) and a summary report of waivers (Waiver Summary Report).
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Orders Report
The Orders Report allows the PM and Base PM to track orders by MAJCOM, BASE, DRA or all AFWay users. It
provides the number of orders created, submitted, disapproved, canceled, declined by vendor, accepted by

vendor, pending, shipped, delivered and completed.

From the Navigation Bar, select "My Roles", and "Reports."

AFday Program Lsnager

5D Symmil Waiver Recuast Thhasdwade and soffware. and oblain ||
rally, 34 e CCK O 3 BUTON.
viewiEct Rolaauthority

(= Bpo - %
e - S e

e =3
Figure 138 - Program Manager -

. s
Reports Selection

The Reports screen is displayed. Select "Orders Report."

Reports
OrdersReport é__

SalesVolume_BB
VendorOrderFillReport
VendorTypeStat
WorkFlowRepaort

Report Queue -Refresh-

Mo reports in gueue

Figure 139 - Select OrdersReport

The options available for the Orders Report are as follows:

Start Date
End Date
MAJCOM
Base

DRA

HAF
NON-AF
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OrdersReport

Start Date End Date Select MAJCOM Select Base
Select options Select options
Select DRA HAF NON AF
Select options r r
Continue

Figure 140 - Order Report Selection Criteria

Once the desired criteria have been entered, select "Continue."

% Action Successful @a

Your report has been successfully queued.
Please check back shartly to download your
report.

Figure 141 - Report Queued Confirmation
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Vendor Type Statistics Report

This report is used to determine sales based on the type of vendor (large or small business, disadvantaged, etc.)
selected for the specified date range. This report may be run by the PM or Base PM.

From the Navigation Bar select "My Roles," and "Reports."

APy Program Manager

CUSt =yl Waiver Recuesi T)hardwade and software. and obtain &)
T, 34 e CCH OF 3 bution

viewiEct Rolaauthority

-

i = P
Figure 142 - Navigation Bar - Reports

s

Reports

COrdersReport
SalesVolume_BB
VendorOrderFillReport

VendorTypeStat %
WorkFlowReport

Report Queue -Refresh-

Mo reporis in queue

Figure 143 - Select VendorTypeStat

VendorTypeStat
BEGINDATE EMNDDATE Vendor Type MAICOMS
Select options Select options
Non AF HAF
r r
Continue

Figure 144 - VendorTypeStat - Parameters

Program Managers and Base Program Managers can generate this report. From the Vendor Type Statistics Report
Default page, enter the desired Begin and End Dates for the report. Next, from the Vendor Type drop-down box
select the vendor type to be queried. Then under MAJCOMS/Bases/DRAs, select the appropriate level to be
queried. Finally, select the ALL AFWAY ORDERS radio button or the SELECT BY MAJCOM radio button.
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Sales Volume Report

The Sales Volume Report can be used to track the amount in dollars of sales made by AFWay users. Sales reports
can be generated by MAJCOM, Base, DRA, or non-Air Force users. This report may be generated by the PM and
Base PM.

SalesVolume_BB

Start Date End Date Select Category Select Status
Select options Select options
Select MAICOM Select Base Select DRA NONAF
Select options Select options Select options r
HAF
=

Continue

Figure 145 — Sales Volume Report Default Page

The Begin and End Dates allow analysis personnel to track sales volume during a specified period. The PM can
input dates for a specific period they want to track as shown in the above example.

Reports

OrdersReport
SalesVolume_BB
VendorOrderFillReport
VendorTypeStat
WorkFlowReport

Report Queue -Refresh-
Orders Report Complete
Orders Report Complete
Orders Report Complete
Sales Volume Report Complete
Vendor Type Statistics Report Complete
Sales Volume Report Complete
Sales Volume Report Complete
Orders Report Complete

Figure 146 - Reports Queue
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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. This report is not available
to the Base Program Manager.

VendorOrderFillReport

Start Date End Date Select MAICOM VENDOR

Select MAJCOM VENDOR

ORDERBY
ORDERBY

Continue

Figure 147 —Vendor Order Fill Time Report — Default Page



Workflow Report

The Workflow Report tracks the status of orders and the average time each step takes in the workflow process.
This report may be run by the PM and Base PM.

WerkFlowReport

BEGIMDATE EMDDATE MAJCOMS Maon AF
Select options r

Continue

Figure 148 — WorkFlowReport - Default Page



Waiver Reports

The Waiver Reports are only accessed by the Base Waiver Official, MAJCOM/FUNCTIONAL CIO, and the Air Force

CIO. There are two reports applicable to waivers: a Waiver Details Report and a Waiver Summary Report. The
Waiver Details Report is geared towards a specific type of waiver, while the Summary Report combines all three
waiver types into one report but with fewer details. The Detail reports are used to track the number of waivers
requested (Pending), number approved (Approved), number disapproved (Denied), and the type of
equipment/services users are requesting for waivers.

From the Navigation Bar, select "My Roles", and then Base Waiver Official. Waiver Summary Report is shown.

Siip b Page Conflind

Bass Wanel Choal s % NN SLUmmary Fooad
AFWay enables oust Reports (ITh hardware and Solwang, and oStain Te Neceksan 3ogdia
Shepper Snpiiencs pillable. ldeeally, af S ohick of @ Gulon

WiewE it Rolaihuthority

S— -l _ <~ -

Figure 149 — Waiver Summary Report Access - Navigation Bar

i

Figure 150 - Waiver Summary Report

& AFWAY

Home  MyAccoust  MyRoWws  Ordonng Tosis  Aessurces  Help

Waiver Summary Report

Pending

Mong

hpproved

Viahver ID Foequentor MAICOM Carie Submeisied Product Category Wahver Reascn

= OPi - NETWORK PRINTERS

| 12781 ADMINISTRATOR. APPLICATION AFMC  Wéanesddy, Janasly 28, 2015 = PRENTER-BW-SMALL My nsed chnnol De melin N requilsd Dmarame
] « MEMORY

Disapproved

Fone
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From the Navigation Menu, select "My Roles" and then "Reports:"

Base Wakmt Ofic

AFWay enables cubl penors () hardware and solwars, and obtain e necessary acedovals 1o make a0 IT pu
shopping sxpRrignce- e gy IRevally. at e Click of 3 bulon

WP E S Rlolasuthanty

E&w

Home  MyAccousd  MyRoles  Ordering Tools  Resources Help

Repons

Report Queue Rufrash

Mo nepors in queue

Figure 152 - Waiver Detail Report

Selecting Waiver Detail Report brings up the following screen. Select "Continue."

’ D AFWAY

Homa Ky Account My Rodos Drdering Tooks Resources Help

Waiver Detall Report
.
W atvae Dietan Report
Ho Parameters "“?/

Reporn Queus Redrash Conbnue

O repons in gueus

Figure 153 - Waiver Detail Report - Continue
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After you select continue, you are given a list of file types to choose from to have your Waiver Detail
Report generated.

Figure 154 - Select Desired File Types

Once you make your selection, click "Process Report."

%W Action Successtul [}

e FEPLAP Ty Sl

Figure 155 - Action Successful
A popup message appears indicating the report has been successfully queued.

The report is generated in the background. Click "Refresh™ to view the status of your Report Queue:
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Home My Account My Roles Ovdering Tools Resources Help

Reports

warver Detail Repan /
Report Queus Retesh

0 Waever Detad Report INProcessing

Mo repanis N queus

Figure 156 - Waiver Detail Report - Refresh

Once the report has finished, it will be visible under Report Queue for viewing.

Waiver Detail
WAIVER STATUS MAICOM DRA WAIVERID REQUESTOR REQUESTED
APPROVED AFMC 5853 12781 Application Administralor 12872015 12:47-45 PM
! FOR OFFICLAL LIE GOLT (FOUTy Wls01-9 0743
Aw Fowve Wiy
e Forve Life Chele Momapumnt Covter (EFLONC) / HICE

Figure 157 - Waiver Detail Report
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