
Air Force Security Assistance Center

May 2016

I n t e g r i t y - S e r v i c e - E x c e l l e n c e

War-winning Capabilities … On Time, On Cost

Air Force Letter of 

Request Automation 

(LOR-A) Tool Tutorial



LOR-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.



LOR-Automation Tool

Choose this option 

to access the

LOR-Automation 

Tool and related 

information.



LOR-Automation Tool

Choose this option to

access the user

guide. The guide will 

assist in the 

preparation of the

LOR.



LOR-Automation Tool

Choose this option 

to access the LOR

Automation Tool to 

prepare and submit

LORs.



LOR-Automation Tool
Classified Challenge

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.



LOR-Automation Tool
Classified Challenge

If you selected “Exit” on the 

previous screen, you will 

receive this message.

Clicking on “OK” will return the 

user to the AFSAC Online main 

menu.



LOR-Automation Tool
Log In Screen

Users log in using their AFSAC

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.



LOR-Automation Tool
Starting the LOR

To begin entering an LOR:

Select the appropriate Country Code

(pick from drop down or enter country

code)

Select US Branch of Service for the LOA

Identify if this is a new LOR (not 

previously started) – click in box and 

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.



LOR-Automation Tool
Entering the LOR

Identify type of LOR:

P&A – request for Rough Order of Magnitude 

pricing

New LOA – 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)

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)



LOR-Automation Tool
Entering the LOR

After you have completed the information

on this screen, click the New LOR button

to continue entering your requirements.

You have now saved the initial portion 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.

The process for returning to work on your 

existing LOR is detailed on the following 

slides.



LOR-Automation Tool
Starting the LOR

Returning to work on existing 

LORs

Once a partner has started working on an 

LOR, saved some portion, and exited the

system, 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.

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

Returning to work on existing 

LORs

Select the LOR you want to continue 

work on.

The status of the LOR is displayed after

the unique country reference number in

the drop down listing.



LOR Status

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.

Valid

CCM

Notified

 LOR may be edited in this status

The LOR is being developed and has not been submitted to 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



LOR-Automation Tool

Select an Existing 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 

the “Include Archived LORs” checkbox is 

marked.



LOR-Automation Tool

Select an Existing LOR

Managing Existing LORs (con’t)

Delete – This button will only appear when the 

user is the creator of the LOR.  User’s may only 

delete LORs they create.

View – to view the contents of an existing LOR

Change – to continue entering or modifying an 

existing LOR which is in editable status 

(Unreviewed and Pending).

The selection of the view or change button will 

advance the screen to display the LOR

information.



LOR-Automation Tool
Entering the LOR

General Screen Information
These features are displayed throughout the rest of 

the process

Navigation Bar – It is recommended that

you complete information in preset 

order, however, this bar allows 

movement between screens in any order

Comments Link – Opens and closes text 

boxes for any information the user want 

to provide such as waiver requests, 

unique configurations, etc. Comments

will be displayed at the bottom of the 

LOR.

Information Box – Displays Country 

Code, Country Reference Number, and 

Status of LOR as an aid to users



LOR-Automation Tool
Entering the LOR

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.)



LOR-Automation Tool
Entering the LOR

Selecting Case Category

This screen allows the partner to select

what type of case they are interested in.

Only one category may be chosen from

this box.

If you are unsure what case category to

select, definitions for each category are 

available by holding your cursor over the

category names.

Further clarification will be requested on

some categories.



LOR-Automation Tool
Entering the LOR

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.



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



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



Entering the LOR

This is the item input screen

Navigation Box – Using the drop down 

arrow, the partner can move between 

categories of items previously selected.

Add Box – Items 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.

LOR-Automation Tool



Entering the LOR

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.

LOR-Automation Tool



This is an example of the 

spreadsheet that the system will 

create.

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

be saved to the user’s computer for 

uploading to the tool.

LOR-Automation Tool
Entering the LOR



After all items have been entered into

the spreadsheet, the user should

upload it to the tool.

Click on the “Browse” button to begin the 

uploading process. Locate the spreadsheet on 

your computer and click the “Open” button.

The location of the spreadsheet should show in 

the browse box.

Once the spreadsheet is showing in the box, 

click the “Process Spreadsheet” button. The 

categories from the spreadsheet should show 

in the box.

After the categories are showing in the box, 

click on the “Import All Lines” button. The tool 

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.

LOR-Automation Tool
Entering the LOR



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 Item” 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.

LOR-Automation Tool
Entering the LOR



Sole Source Vendor

If the purchaser wants an item to be 

purchased using a sole source vendor, 

they should place a checkmark in the Sole 

Source box for that item.

After all items that are being requested as 

sole source are marked, and the next button

is hit, the sole source request section will 

open.

LOR-Automation Tool
Entering the LOR



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.

LOR-Automation Tool
Entering the LOR



Adding New Vendor

When the “Add New SSV” link is clicked, another 

box will appear.

Step 1. This box requests the information on the 

requested sole source vendor. The partner must 

supply the “Full Name of Vendor” and either the 

CAGE Code or “City, State or Other Location.” 

Then click the “Add SSV” button.

Step 2. After adding the new vendor, they must 

be selected from the drop down menu.

LOR-Automation Tool
Entering the LOR



Assigning Vendor

When a vendor is chosen, all items which were 

designated as Sole Source Vendor will appear.

If you are unsure if this is the intended vendor, 

click “View Details” to compare locations of 

vendors.

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 

slide.

LOR-Automation Tool
Entering the LOR



Assigning Vendor

There are three methods for assigning vendors to 

items.

1. Each item listing has an assign button. Select

the correct vendor from the drop down menu,

and then click the “Assign” link on the line

item.

2. If there are multiple items and all of them 

should be assigned to the same vendor, 

select the vendor and then click the “Assign 

ALL Items to:“ link.

3. 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 

procedures for selecting the correct vendor.

LOR-Automation Tool
Entering the LOR



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.

LOR-Automation Tool
Entering the LOR



This section is available to aid country in their

coordination and distribution processes.

Help is available by clicking the blue question 

mark.

Any desired email address can be entered by 

typing in the address in the blank and clicking 

the “Add” link on the line (name and email 

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.

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.

Both columns may be checked for an 

addressee to receive copies of the LOR prior to 

and at submission.

LOR-Automation Tool
Entering the LOR



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.

LOR-Automation Tool
Submitting the LOR



After clicking on the view button on the previous 

screen, the tool will then display the LOR using the 

preview option. All outstanding issues requiring

action will be highlighted in red.

To make the necessary changes, click on the red 

box on the preview screen and the tool will return

you to the page that needs correction.

LOR-Automation Tool
Submitting the LOR



The LOR Point of Contact (POC) within the tool is

the person who submits the LOR to the CCM for 

processing. The point of contact list is built as

LORs are submitted.

If a submitter is not on the list, they may be added

by using the “Add New” link (Name and email are

required). If this link does not appear, contact your

CCM.

The “Submit LOR” button will not activate unless

the person logged into AFSAC Online is the person

selected as the LOR Point of Contact. When that 

button is clicked, the LOR is submitted, the status 

changes to submitted and the distribution of the 

LOR to the USG occurs.

If the person logged into the tool is not the

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

an attachment, and the person logged on can select

their information and click the “Submit LOR”

button to submit the LOR.

LOR-Automation Tool
Entering the LOR


