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74 L OR-Automation Tool

« This tutorial is provided as a visual aid to assist in learning to
use the LOR-Automation Tool.

* Please save your information often, especially if you need to
check sources or will leave the application idle for any length
of time. A time-out warning message will appear after 20
minutes, and the application session will terminate after 30
minutes. Once the session is terminated, any data not saved
will be lost and will need to be re-entered.

 Further details are available in the LOR-Automation Tool
User’s Guide.
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AFSAC Online

Choose this option
to access the
LOR-Automation
Tool and related
information.

AFSAC Online

Supporting Worldwide Partnerships
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AFSAC Online

LR Choose this option to
access the user
guide. The guide will
assist in the
&= preparation of the
LOR.
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LOR-Automation Tool
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AFSAC Online Eaps MResoutes  @tep L .Sonin/ Regiser

LOR

The LOR Automation Tool was developed to reduce the process ime from an
LOR to a Letter of Acceptance (LOA), Price and Availabilty (P&A), or an
Amendment or Modification to an existing LOA.

Choose this option
to access the LOR
Automation Tool to
prepare and submit
L fep— LORSs.

LOR Resources




File Edt View Favorites Tools Help

o Favorites  © g | FreeHotmail @] Web Slice Gallery »

{& LOR Default tart Page

LOR-Automation Tool

Classified Challenge

THIS SYSTEM IS ONLY FOR LETTERS OF REQUEST THAT DO NOT REQUIRE
"CLASSIFIED" HANDLING.
CLICK "Continue" FOR UNCLASSIFIED PROCESSING.

[ Bt |

IMPORTANT ~ NOTICE: Please save your
information often, especially if you need fo check
sources or will leave the application idle for any
length of time. It is HIGHLY recommended to
have all material ready before you start the
submission  process! A time-out  warning
message will appear after 20 minutes, and the
application session will terminate after 30
minutes. If the session stops like this, any data
not saved will be lost and will need to be re-
entered. Af that paint, you will have to exit and

/ Trusted stes | Protected Mode: Off

v ®00% -

AESNG

w0 s s e THiS tool is for unclassified

use only.

It cannot accept classified
information.

If you do not want classified
processing, please click
continue.

If you want classified
processing, please click exit.
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Classified Challenge

AESNG

file Edit View Favorites Tools Help

¢ Favorites ¢ 93 8| Free Hotmail g ] Web Slice Gallery

(8 LORDefat St Page BvBvC @ hger Sy Tooks @ If you SEIeCted “EXit” On the
previous screen, you will
receive this message.

This toolis for unclassified use only.

Ifyou wish to submit an LOR for a classified LOA, you must use classified channels,

P\easeconlaclyomtommandﬁofjntryManager. - Clicking on “OK” wi" return the
| user to the AFSAC Online main
menu.

/ Trusted stes | Protected Mode: Off e H0% -



LOR-Automation Tool
Log In Screen

File Edit View Favorites Took Help

77 Favorites

@ L0RLogin

15 €| FreeHotmail | Web Slice Gallery v

AESNG

i-nsmese e Jsers log in using their AFSAC

Login

(Please use AFSAC Online login credentials)

User Name:

Password:

To obtain a user name and password click here.

/ Trusted sites | Protected Mode: Off

g H10% -

Online userid and password.

A user has four chances to
enter credentials correctly.
After the fourth incorrect
attempt the user is returned to
the AFSAC Online Home Page.

If there is a problem with your
password, please submit a

feedback form from the AFSAC
Online Home Page.
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Starting the LOR

= e | _)
AESRE
. - To begin entering an LOR:
) o The USG reseres the gt to evaluate ol Letiers of Request (LOR] fn lighilty and vequafory campliance, and s a resalt o sequiements sy it be i 5 requisted.
T ForCounty: 2 St o Coy e b L
s — S.elect the appropriate Country Code
Ty (pick from drop down or enter country
gmggéﬁﬂma COde)
BLEILMY
B HATARAIAR)
\ (Bandana (for tesfing)) . .
___— Select US Branch of Service for the LOA
;NrmF'um é/ | | | |
- Identify if this is a new LOR (not
w4 previously started) - click in box and

et then click continue.
If returning to work on an existing LOR,
do not check box - hit continue.
Instructions for returning to an existing
LOR are located on slides 12-14.



Logout

= Refarence

LOR-Automation Tool

Entering the LOR

AESACG
Identify type of LOR:

A 2 net LOR for: BN (i Force)

Wikl <—— |

() New Leter o Ofer and Accegtance (LOA) \
() Change Leter of Oferand Acceptance LOA) (Amendment Mocaton)
~

Enter a unigue Country Mmmmng]

[

Temaining)

=~
Enter End Hem or Service to be supported wmism
AN

~ P&A-request for Rough Order of Magnitude
pricing

. NewlLOA- request for New LOA-could be follow on
to existing case (if identical to existing case, check
box and provide current designator)

Change LOA- request for amendment or
modification (must provide current case designator)

Previous

Unique Country Reference Number — No required
format (must be unique within country)

LOR in support of — high-level description of what
the requirements will support (i.e., C-130J program)

/ Tnted e Poteced Mode OF v Ri0% -



LOR-Automation Tool
Entering the LOR

= ‘j‘ _)
AESAG
Start
g After you have completed the information
et S A anauERr B o) on this screen, click the New LOR button
© Price & Availabiity . . .
IR —— to continue entering your requirements.
) Change Leter of Offe and Acceptance (LOA) (AmendmentiModfication)
Enter a unique Country Reference Number: (500 characters remaining) You have now saved the Inltlal port|0n Of

your new LOR. At this point you may
continue to enter your requirements (go to
slide 15) or logout of the system and return
at a later time to finish entering your

requirements.

Enter End ltem or Service to be supported by this request: (1000 characters remaining)

/ The process for returning to work on your
— existing LOR is detailed on the following
slides.

Dane ,f”Tvu;tedswtes|ontectedMode:0ﬁ v B v
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Starting the LOR

AESNG

— Returning to work on existing
-  eseie e ot o evlete alLeers ofReuest (LR o ety and requstny comoience, ad s aesut o equremets oy ot b ronded a5 e
o The U6 reseres th gn_\ Leters o Reques LORs) o gy and rqulstry compliance, and a5 el e i b i a5 requeted LO Rs

For Country: 8 {Seoland selet o st o entr County Code i b

REEMDH _

EE(BELGIM) 3

AT Once a partner has started working on an

e LOR, saved some portion, and exited the

BLBOLVA) .

EMAR : Sy5tem, the LOR can be retrieved to

allow for completion of the LOR.

- This option is only available for LORS in
the “Unreviewed” or “Pending” status.

The status of the LOR is listed next to the
Unique Country Reference Number on the
next screen.

NOTE: Clck‘Condinee"t vewfchange #nexistng LOR

If returning to work on an existing LOR,
select your country code and hit
continue without clicking in the
checkbox.




LOR-Automation Tool
Select an Existing LOR

RESNCG
— ' Returning to work on existing
e Courry Reference Numberfr BN (A Fore) Ao LO RS
fefng s - i) ; o
st - ) i
SN - e i
s SS——— 11| Select the LOR you want to continue
15231 ulgh- {Umevse g |
ST \ work on.
T o
e - . The status of the LOR is displayed after
Tasin the unique country reference number in
_ i " the drop down listing.




LOR Status
AESNCG

_ The LOR is being developed and has not been submitted to the CCM.
Unreviewed

The LOR has been submitted to the CCM, but the CCM has not started the review.
Submitted

The LOR has been opened by the CCM and is being reviewed.

Reviewed

The LOR has been reviewed by the CCM, but there are
Pending questions that need to be answered by the partner
before the LOR is validated by the CCM.

The LOR has been submitted, reviewed, and
the LOR is valid and can be used to develop
an LOA.

The LOR information has
been transmitted to
DSAMS

CCM

Notified

= LOR may be edited in this status
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Select an Existing LOR

AESNG

Stat
Logout

Country Reference Number

Cunty Cude
B
(Bendata fortesing)

afhi
Vaidation Satus
Unreviewed

View or Change Your LOR

Country Reference Number for BN (Ai Force)

Archive

[Tes 30 - O]
i - (Ueieved)
1234 - (Reven)
tstng 46 - Reven)
traning 2 - (Revew)
taning - (Ut

DesingTE 4 e 13- (U
tsingNTE 4 Fb 3 - U]
Hest e 12- U

2testing § dec 12 - (Unreviewed

dncting £ Ann 40 (D4

=

Latest attop:
Include Archied LOR:

Managing Existing LORs

Display Order: The order in which the existing

/ LORs are displayed can be either latest at top
or oldest at top. This checkbox will toggle the

: >< display between the choices. The default is

latest at top.

Archive Selection: This process allows the user

< to maintain the listing of LORs by archiving

LORs which are no longer needed. Place a
checkmark in the archive box next to the LOR
name. Once all LORs to be archived are
selected, click the Archive All Checked button.

Display Archived LORs : Once an LOR has been
archived, it will no longer be displayed unless

e 4 4m - the “Include Archived LORs” checkbox is

marked.



LOR-Automation Tool
Select an Existing LOR

AESACG
Start
oul iew or four’ I I I ’
gt Managing Existing LORs (con’t)
iz Courtry Reference Numbes for. BN (A Force) Achie
Information H- E".[m H . .
= ey Delete — This button will only appear when the
e g fes . user is the creator of the LOR. User’s may only
Country Reference Number mﬂgz (ij
— e _ delete LORs they create.
Vaidion s DlestngNTE 4 Fe 13- Ui o
esimed tstig TE 4 o 1~ Utine) | . . T
o View - to view the contents of an existing LOR
Onro'm.L; :;t :mpinm'mu\ /
ik // Change - to continue entering or modifying an
e existing LOR which is in editable status
| ] (oew) | | (Unreviewed and Pending).

The selection of the view or change button will
advance the screen to display the LOR
information.

/ Trsted stes| Proteced Mode: OF v Ry



LOR-Automation Tool
Entering the LOR

File Edit View Favorites Tools Help

AESNG

{3 Favorites i;‘g & | Free Hotmail @ | Web Slice Gallery v
_‘@Ed\tLQRData ‘ f-} * [ v [ @™ v Pager Safety~ Tools~ l@v ” n
General Screen Information
Start ) These features are displayed throughout the rest of
:::t\:ZRLOR Current LOR Data the process

() Price & Availability (P&A)
@ New Letter of Offer and Acceptance (LOA)

@ Materiel/Service If follow-on, enter previous case, if known: | | . NaVigation Bar = It is recommended that

Method of Transportation New LOR provides same item or service as previous case: || L

< At toms W you complete information in preset
Sole Source Vendor | é" @ Letter of Offer and Acceptance (LOA) (Amendment/Madification)

Partner Branch/Funding

ctmens M order, however, this bar allows
e i s o e movement between screens in any order
Country Routing C-130
Submission
Logout .

NOTE: This screen provides the opportunity to changg the purpose of this LOR. If you do / C o m m e nts L I n.k - O pe I:l S a n d c I oses teXt
o D boxes for any information the user want

to provide such as waiver requests,
unique configurations, etc. Comments
Gy e will be displayed at the bottom of the

Al

(AFSAC test Country) LOR
L}

Country Reference Number
Al-testing-RJH

Validation Status
Unreviewed

Information Box — Displays Country
Code, Country Reference Number, and
Status of LOR as an aid to users

J Trusted sites | Protected Mode: Off v ®100% v
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Start

New LOR

Existing LOR

Partner Branch/Funding
Materiel/Service
Attachments

Preview

Country Routing
Submission

Logout

Reference

Country Code
BN

Country Reference Number
Testing 9 Jun

Validation Status
Unreviewed

LOR-Automation Tool

Entering the LOR

Partner Branch/Funding

Change LOR

Partner Branch of Service

@ Air Force
O Amy

© Navy

0 Marines
©) Other

Check Terms of Sale:

@cash I
VNS Credit  Sfs000 ]
[CIMAP Merger

[l Other

Do you need a unique payment schedule? @ Yes ) No
Please enter more information:

twelve payments

mmmmm

Previous

AESNG

LOR Specific Information

All information specific to each LOR will be displayed in
the center panel

Partner Branch of Service — which branch
of the partner’s government is requesting
support

Check Funding Type - Place checkmark in
box identifying fund type for purchase (if
more than one type selected, the requested
dollar amount for at least one funding type
must be provided)

Unique Payment Schedule — Open text
field-Provide details of requested payment
schedule (how many payments, when
payments will be made, etc.)
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e Entering the LOR

File Edit View Favorites Tools Help

AESNG

¢ Favorites 5 @] FreeHotmail jg] Web Slice Gallery v

| 6 Materiel and sences ‘ fi - B - B - Pager Sfey Toos~ @~ 7 SGIECting Case Category

-

Materiel / Service Selection

Start

Ne.w.LOR HemforCategog!g;%m%z{er%/&‘ervicefor:A‘J-rest."ng-RJH This Screen a"ows the partner tO select
:Ijt::?;:-):ch;‘mndmg gzzzm;ﬁzr;rmﬁncludeMedical e 1 / What type Of case they are interested in-
S SO / Only one category may be chosen from
Preview -ﬁnmon and Other Explosives -ﬁes Z this box.

Country Routing

\

m

() CAD/PAD/Air Crew Escape Propulsion System () Maintenance
Submission () Communication Equipment (C4) and Facilities (0 Training
Logout 0 { @ Defined () Blanket

s If you are unsure what case category to

) Information Security

— B select, definitions for each category are

(0 Publications

available by holding your cursor over the

() Major Weapon System Sale

() Bystem Modifications category names-

Information (0 Leases under AECA (not an FMS case)

Country Code

(AFSAC tggt Country) ?hf:f:‘;t(igr?zrég%gsges all equipment required to support [ Further CIarification Wi" be req ueSted on

the operation and maintenance of a system. It includes non-

Country Reference Number \ . L H
- expendable, repairable equipment. If items are expendable .
B M and not repairable, the items should be processed on a some Categorles

Validation Status spares case. i
Unreviewed

Close Definition

Add Comment

,r’, Trusted sites | Protected Mode: Off {1 H100% -



Start

New LOR

Existing LOR

Partner Branch/Funding
+ Materiel/Service

Attachments

Preview

Country Routing

Submission

Logout

'+ Reference

Information

Country Code
<Country Code>
(Full Country Name)
Country Reference Number
LOR 0PL-004
Unreviewed

LOR-Automation Tool
Entering the LOR

Materiel / Service

Choose Materiol/Service for: LOR 0PL-004
Help for category defintions. @

Does this requirement include Medical Countermeasures? © Yes ' No

CHOOSE MAJOR CASE CATEGORY:
(" Required: Must select one)

Matgriel Servic

Ammuntion and Other Exploswes
CAD/PAD/Ax Crew Escaps Propuision System
Communication Equipment (C4) and Facilities

Technical Semces
Maintenance
Training

Equipment
CLSSA
9 Information Security
Publications
Suppot
Spares Requisttioning
Major Weapon System Sale
System Modications
Leases under AECA (not an FMS case)

0 Cases (Information Security) -

This option includes Controlled Cryptographic Items (CCI) and other
associated cryptographic component or other hardware items which perform
a critical COMSEC function such as COMSEC spare parts, cables, batteries,
loading and other ancillary devices. Additionally, COMSEC Repair/Retum
and COMSEC Custodians are provided under this case type.

Close Definifion

Sellctall Materiel or Service Areas that apply )4
{* Required: MUST select at least onel:

Materiel Service

Spares Raquisttioning ¥ Custodian(s)
Information Security Equipmant Traming

AESNG

Selections which require clarification
will prompt the user for further

definition of the selection.

Selecting “Information Security” will
initiate an additional requirements box
to open. This box is used to identify
what articles or services the purchaser
desires in conjunction with

the sale.



Start

New LOR

Existing LOR

Partner Branch/Funding
¥ Materiel/Service

Attachments

Previaw

Country Routing

Submission

Logout

+ Raferance

Information

Country Code
<Country Code>
(Full Country Name)
Courtry Refece Number
LOR 0PL-004
Validation Status
Unreviewed

LOR-Automation Tool

Entering the LOR

Materiel / Service Selection

Choose Materiel'Service for: LOR 0PL-004
Help for category defintions. @

Doos this requirement Include Medical Countermeasures? @ Yes = No

CHOOSE MAJOR CASE CATEGORY:
(" Required: Must select one)

Materiel Service
Ammuntion and Other Explosives Technical Senices
CADIPADIAY Crew Escape Propulsion System Maintenance
Communication Equipment (C4) and Facilities Training
Equipment
CLSSA
Information Secunity
Publications

@ Support @ Specialized © Sustanment
Spares Requistioning

Major Waapon System Sale

System Modéications

Leases under AECA (not an FMS case)

Seloct all Materiel or Service Areas that apply
(* Required: MUST select at least one}:

Materiel Service
Major System End temfs) Technical Senices
Ammuntion and Other Explosnes Maintenance
CAD/PAD/Ak Crew Escape Propulsion System Manpower
Communication Equpment (CA) and Facilbes Training
Equipment
Publications

Spares Requistioning
Information Secusity Equipment

AESNG

Some items (Specialized or Sustainment Support
and Major Weapon System Sale) will ask for a
further definition of type of case.

Specialized or Sustainment Support will ask
for clarification between “Specialized” (N case) or
“Sustainment “ (Q case).

Major Weapon System Sale will ask for
clarification between “Aircraft” (S case) or
“Missile” (Y case).

Selection of these categories will also prompt
another box to open to allow selection of specific
requirements. This box is used to identify what
articles or services the purchaser desires in
conjunction with the sale. This box will also open
when Leases are selected.



LOR-Automation Tool

Entering the LOR

Start
New LOR
Existing LOR
Partner Branch/Funding
3 Materiel/Service
Method of Transportation

- Add Ttems

Sole Source Vendor
Attachments
Preview
Country Routing
Submission

Logout

+ Reference

Method of Transportation
Defense g Pilot
Item Category ApplicableTransta"o"Forwar i Pick Ferry
System Up
Major System End tem(s|
Equipment
Publications
Shaw Method of Transporation Comments
| Previous ‘ ‘ Saie | | Next |

AESAG
Method of Transportation

This screen is used to identify the
desired transportation method for the
request items. More than one method of
transportation can be selected for each
item category.



LOR-Automation Tool

Entering the LOR

Start

New LOR

Existing LOR

Partner Branch/Funding
# Materiel/Service

Attachments

Preview

Country Routing

Submission

Logout

# Reference

' Reports
Information

Coutry Code
BN
(Bandaia o tsting)

Country Reference Number
B test THC

Validation Status
Unreviewed

Add items

Major Weapon System Sale - Aircraft

Information Securty Equipment - 2 ine fem(s)

Add e () | s )|

@\

Single Item Entry - (nforma rity Equipment - 2 lne item(s)
Quantity itoflssue

S

Patlor *Stock Nor (VSN)
\ | | | | et I~
*Descripton $§Value
— ]
* ignifes a equired fied.
Either *Stock Nor OR *Destription s required.
2Line ltems (Information Security Equipmen)
PartNor | Stock Nbr Descrption §Value|  Qy | Unitof lssue
‘4 124567693215 |GTC-210 15 |EACH
| SCF456 §  [EACH

AESNG

This is the item input screen

Navigation Box — Using the drop down
arrow, the partner can move hetween
categories of items previously selected.

Add Box - Iltems may be entered
singularly [Add Item (Manual)] or by
spreadsheet [Add Multiple (Auto)]. These
processes are detailed in the next slides.

Item Summary Box — Shows a listing of all
items entered for a specific category. If
the item is not required, it may be deleted
by clicking “Delete” on the line.
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LOR-Automation Tool

Entering the LOR

Start

New LOR

Existing LOR

Parfner Branch/Fundng
* Matenel/Senvice

Attachments

Preview

Country Routing

Submission

Logout

+ Reference
* Reports

[nformation

Country Code
B
(Bandana fortesting)

Courtry Reference Number
Bl est THC

Valdaton Stetus
Unreviewed

Add ltems

Major Weapon System Sale - Aireraf
Information Securty Equipment - 2ne tem(s) ]

Add Item (Manua) ’ Add Multiple (Auto) ‘

Custom Spreadsheet Download: | Downlcad

Choose e spreadshegtto upload:

| Bowse_ |

Clck to add nes fom the spreadsheet

1Line tems (nformation Security Equipment)

Parthbr | Stock Nbr Description ~~§Value| Oty {Unitoflsue | Sole Source
' 123456789215 (GTC210 15 [EACH i
| SCF456 §  [EACH

AESNG

The “Add Multiple (Auto)”
option is available to assist in
adding many items more
quickly. The system will build
an input spreadsheet for you
to allow for faster entry.

Click the “Download” button. The tool
will then open a spreadsheet for you to
enter your requirements.

The next slides provide further
explanation of this process.
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Entering the LOR

Home | lsedt  Pagelayot  Fomuls  Dats  Aeiew  View  Developer  Adddor  GetStared  Acrobal v-2x

R e s X L L This is an example of the
: - . U= 27| spreadsheet that the system will
create.

AESNG

="

0 E
2 nedd foct bime 1172010 2010 2 need 3 folks

3

The columns shown on the spreadsheet
reflect the requested information for each

category of item.

_ The spreadsheet contains a tab for each
; | category of item requested.

: After completion, this spreadsheet should
3 be saved to the user’s computer for
uploading to the tool.

3
kL]
40
4

) W[ Mantenance  Manpower ~ Equpment - Quantty - Publcations- Quantty . %J |
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Entering the LOR

RESNCG
After all items have been entered into
s e the spreadsheet, the user should
iy, | Ao i ] upload it to the tool.
 Matere| Senvice
wigs e R Click on the “Browse” button to begin the
Caty s O oy / uploading process. Locate the spreadsheet on
f:::fm T <~ your computer and click the “Open” button.
. ' = The location of the spreadsheet should show in
i 3 the browse box.
+ Reports |
K\ Once the spreadsheet is showing in the box,
—‘“;fr» - | click the “Process Spreadsheet” button. The
i RS e categories from the spreadsheet should show
BT S~ in the box.
- S mmxmzwm — After the categories are showing in the box,
‘N TR0 [GTC210 [ f click on the “Import All Lines” button. The tool
A e o will import the data from the spreadsheet and
show how many items were uploaded. If some
items were not uploaded, there was a problem

with the line on the spreadsheet such as
required fields not completed.

Adg Comment




Start

New LOR

Existing LOR

Partner Branch/Funding
* Materiel/Sevice
Attachments

Preview

Country Routing
Submission

Logout
# Reference

+ Reports
Information

County Code
BN
(Bandara fortesting))

Courtry Reference Number
B test THC

Valdation Status

Unreviewed

LOR-Automation Tool

Entering the LOR

AESNG

Add Items

Major Weapon System Sale - Aircraft

Information Secuity Equipment - 2 ne emf(s)

f

Addtem hana) | i ()|

Single ltem Entry - (information Security Equipment - 2 line item(s)
Part by "Socklr (i) Quanty  Unioflse
[ 37552150 | | (et I
*Descrpton § Value
Communication Braced ’
|
* signifes a required field.
Efher *Stock Nor OR ‘Destription s required. )
2Line ltems (Informatior Security Equipment)
Part Nor I Destription §Value| Oty | Unitof lssue] Sole Source
/8 124567693215 |6TC-200 i [EACH O
L8 SCF4%6 § A 0

If the user prefers to enter their requests
articles/services one item at a time, select the
“Add Item (Manual)”

Fill in the boxes for each item requested in the
category. Click “Save ltem” after each entry.

The information should move to the bottom box.

If an item is not required, click the “Trash Can”on
the line. If you need to edit the entry, click on the
“Pencil”. Click Save after completing changes.
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Entering the LOR

DESAG

sl e
B Sole Source Vendor
Pt BercFdog Infomation Securty Equipment - 2 ne tems) B
# Materie/Senvice
o M i) If the purchaser wants an item to be
toty by S o Sy i ) purchased using a sole source vendor,
;";’2:5'“ M ) Gy e they should place a checkmark in the Sole
- TN B .- Source box for that item.
Hescrpion §Value

* Reports Communication Braces ,
| —— After all items that are being requested as

o e sole source are marked, and the next button

B - i e . . . .
B i i is hit, the sole source request section will
Country Refrece Number

BlesTC o] open.

Valdaton Sttus

nreviewed

e e omaton SecryEqipment
Pt Stock o Desipion  [$Vale|  Qy [ Uniof e SoleBéhree
i 134567882215 (GTC-210 15 |EACH v
‘A SCF450 § |EACH i




Start
New LOR
Existing LOR
Partner Branch/Funding
= Materiel/Service
Transportation
= Add Ttems
Sola Source Vendor
Attachments
Preview
Country Routing
Submession
Logout

Country Code
<Country Code>
(Full Country Name)

Country Reference Number
LOR 0PL.004

Validstion Status
Unreviewed

LOR-Automation Tool

Entering the LOR

Sole Source Vendor (SSV) Information

Sole Source Vendors:
Select Vendor

Add New S5V

v
2 flems assigned 1o
188V

R

Next

\

DESAG

Selecting Vendor

If the partner has used a sole source vendor in
the past, they may chose them again by selecting
them from the drop down menu.

If the vendor has never been requested, they will
need to be added to the drop down list. To add a
vendor, click the “Add New SSV” link.
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Entering the LOR

RESNCG
N Sole Source Vendor ($8V) Information
Adding New Vendor
S S8 Sole Source Vendors: 188
Partnar Branch/Funding Select Vendar o
ﬁmmfzm e o ’ When the “Add New SSV” link is clicked, another
pven box will appear.
g Py g et s e Step 1. This box requests the information on the
Fiideity requested sole source vendor. The partner must
s e supply the “Full Name of Vendor” and either the
e CAGE Code or “City, State or Other Location.”
i Then click the “Add SSV” button.
CM “ i this contacor a Uned StesContactor? 9 Yes Tl ‘ .
Vi e Step 2. After adding the new vendor, they must

ety be selected from the drop down menu.
LOR 0PL.004 il

Validation Status

Unreviewed
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Information

County Code
<Country Code>
(Full Country Name)
Country Reference Number
LOR 0PL-004
Validation Status
Unreviewed
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AESNG
& Sole Source Vendor (SSV) Information " .
’ Assigning Vendor
3 items assigned 1o
o ol Sole Source Vendors: Ho S5Vs
Partnar Branch/Funding Lockeed Matin |
gl e 5 S st When a vendor is chosen, all items which were
Attachments , . .
- N designated as Sole Source Vendor will appear.
ROV Assion All Unassigned Items to. Lockesd Madin
iy Unassigned SSV: . .. .
e o o Tonorfae o If you are unsure if this is the intended vendor,
Logout Anothe test| 234296792634 6TLLF] | Not Set Assign . v ge 0oy .
ferg979&:;5:79;51:341}1111« fo S fsg | click “View Details” to compare locations of
e slan::é gmpms T s S ven d ors.

Each item identified as sole source must be
assigned to a vendor. This can be accomplished
in three ways. These are detailed on the next
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Sk, ‘j‘ _)
RESNCG
—— Assigning Vendor
New LOR v . .
i s ol There are three methods for assigning vendors to
Sole Source Vendors: No 88Vs .
Partnar Branch/Funding Lockeed Matin | |te ms.
# Mateniel/Service Add New SV how Dty
o Each item listing has an assign button. Select
oy g o e ,\ the correct vendor from the drop down menu,
Ll v . . . .
sy o T Vot o PN and then click the “Assign” link on the line
Logout Another test | 2342-96-679-2634] GTLLF| [Not Set Assion .
Tost| 9796.56.150.7965] 224236HN | Not Set hssion - Item.
||| daicing bladdars for hamlton Assion . .
Sl s i = If there are multiple items and all of them

Information

<Country Code>
(Full Country Name)

Country Reference Numbe

LOR 0PL004

Validation Status
Unreviewed

should be assigned to the same vendor,
select the vendor and then click the “Assign
ALL ltems to:“ link.

If there are multiple items and most of them
should be assigned to a single vendor,
assign the ones that do not go to that vendor
and then click the “Assign ALL Unassigned
Items to:” link.

If you have assigned the wrong vendor, click the
“Unassign” link on the item and follow the above
i procedures for selecting the correct vendor.




Start

New LOR

Existing LOR

Partner Branch/Funding
¥ Materiel/Service

Attachments

Preview

Country Routing

Submession

Logout

'+ Reference

Country Code
<Country Code>
(Full Country Name)

Country Reference Numbet
LOR OPL-004

Validation Status
Unreviewed
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Add / Maintain Attachments

Add Attachments
Choose a fils to attach 12
| Bromsp. |
Description o atachment (not requied) % \
R \

/

\

DESAG

Attachments can be in any electronic format
(i.e., documents, pictures, spreadsheets,
etc.)

To begin to attach a file to the LOR, click on
the “Browse” button. Locate the file and
click the “Open” button.

After the file location appears in the browse
box, you have an option to enter a brief
description of the document.

To attach the file, click the “Attach” button.

The file name and description should appear
in the bottom box.

To delete an attachment, click on the delete
checkbox located with the attachment and
then click the “Delete Attachment” button.
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ol &)
RESRE
This section is available to aid country in their
_ cony g coordination and distribution processes.
New LOR Country Unique Routing (Optional) . . . " H
batrg 08 [ . —" Help is available by clicking the blue question
: ::::;:::’:“”‘“9 ot Cck S o b i b m LOR prortosubmision mark.
Attachments Vo v op o e ot o s ol cpy || . .
e o Any desired email address can be entered by
Cx"‘”‘“ T typing in the address in the blank and clicking
Submission ountry Routing List: . . .
ik ol the “Add” link on the line (name and email
P address is required).
If an address has a checkmark in the “Copy On
Submit” column, that addressee will receive a
copy of the LOR when the LOR Point of

Contact submits the LOR to the CCM.

Courtry Code
<Country Code>
(Full Country Name)
Country Refunce umbet
LOR OPL-004
Validation Status
Unreviewed

If an address has a checkmark in the “Send To
Now” column, a copy of the LOR will be sent
when the “Send Country Email” button is
clicked.

| Previous. | | SedContyEmals) | | Saw | | Ned |

Both columns may be checked for an
addressee to receive copies of the LOR prior to
and at submission.



Start

New LOR

Existing LOR

Partner Branch/Funding
H Materiel/Service
Attachments

Preview

Country Routing
Submission

Logout
* Reference

* Reports

Cauntry Code
il
(Bandara (or testing))

Country Reference Number
Bl test THC

LOR-Automation Tool

Submitting the LOR

Valdation Status
Unreviewed

LOR Pointof Contact
Required - Please select contact submitting the LOR)
Name Phone Email
Select  Howar ~ LT T Dele

The following issues must be corrected before the LOR may be Submitted: /

1) Submitter not selected

Add Comment

Submit LOR Saie View

DESAG

Prior to submission of an LOR, the tool will
accomplish several reviews to ensure all required
information has been provided.

Any missing information will be highlighted for

_— action.

All items must be resolved prior to submission of
LOR. To identify what actions need to be taken
prior to submission, click on the view button.
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After clicking on the view button on the previous
Method o Tenspotaton :3{:"&:;{?‘3""‘"‘*’"“ Hanager screen, the tool will then display the LOR using the
— preview option. All outstanding issues requiring
i Change Lefter of Offer and Acceptance (LOA) : . : : :
R LOR Purpose itz {160 action will be highlighted in red.
Country Reference Number,  Tina-A1-Amd .
At ' o To make the necessary changes, click on the red
ey I Sppon O Figlison box on the preview screen and the tool will return
Counry Routing Patve BrenchofSenice: AP you to the page that needs correction.
g (1.5, Branch of Service: Air Force
Logout Terms of Sale | Dollar Value
Cash 950000
ASCelt |§
e Unique Pay Schedule: A
Sole Source Requested: YES

\RPaoiConat.~~ ©

County Code
M
(AFSAC test Country)

Courtry Reference Number
TinaAt-Amd

Validation Status
Unreviewed

LOR Signature Not Selected

Detailed ltems or Services

(ase Category:  Support - Specialized
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. AESNG

The LOR Point of Contact (POC) within the tool is
the person who submits the LOR to the CCM for

LR ointof Cotat processing. The point of contact list is built as
(‘Required - Plegse select contact submitting the LOR) LORs are submitted.

Start

New LOR

Etig LR o el If a submitter is not on the list, they may be added

Parter Branch/Funding i = // by using the “Add New” link (Name and email are
Sl e required). If this link does not appear, contact your
CCM.

% Materiel/Service

Attachments Add New/

Preview The “Submit LOR” button will not activate unless

County Roting ——— the person logged into AFSAC Online is the person
T 1 outstanding action required before signing. / selected as the LOR Point of Contact. When that

Please use he “View" Butto to view the unresalved action, button is clicked, the LOR is submitted, the status

i changes to submitted and the distribution of the
Add Comment LOR to the USG occurs.

e - \ If the person logged into the tool is not the

- e ) country‘s signature authority (i.e. if the SCO
processes the LOR), the actual signature authority
should sign a hardcopy memo stating the LOR is
ready for submission. This memo is then saved as
ifomation an attachment, and the person logged on can select
their information and click the “Submit LOR”
button to submit the LOR.

Courtry Code



