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The intent of this user guide is to provide a point of reference for customers. If  there 

 are any issues/concerns with the content, please contact the PROS MIS Lead (Tracy Carson).  



1: Using AFSAC Online (https://afsac.wpafb.af.mil/), select PROS Information to access the drop down menu. Then select 
PROS Applications.

 

   1a: Users will be directed to the PROS Application Suite Dashboard. Users can access some of the PROS Applications.    
    Note: Certain Applications are only available to the PROS PMO. 

 
 

https://afsac.wpafb.af.mil/


PART I: Responding to Open X Questions 

2: Select Respond to Open X Questions. 

 

    2a: Enter AFSAC Online Username and Password, select Submit.

 



3: Links to Open X’s categories are displayed based on what X Questions remain unanswered. Select an Open X 
category. Note: Users have the ability to export all Open X’s to excel by clicking on the Export to Excel button. 

 

Sample Export to Excel Report: 

 

 



3a: A list of requisitions will be displayed that require a response by the customer. Document Numbers are listed 
based on the Days Old in descending order. Note: Users have the ability to only export the documents listed on each 
individual Open X tab to excel by clicking on the Export to Excel button. Users can also select the link Goto XQ Page to 
access the Ask the PROS Contract a Question Application. 

 
 
Sample Export to Excel Report for X2s only: 

 
 
 
 
 



3b: Each Open X category has a tab. Customers can move between the categories by selecting the different tabs.  

 

4: To view details regarding an Open X, select a Document Number from the list.  

 

 
 
 
 
 



4a: Details regarding the Open X will be displayed for the selected Document Number, along with the narrative sent 
by the PROS Contractor. 

 

5: Customer has the following options for X2s, X3s, X5s, and XHs:  

5a: Accept/respond back to the PROS Contractor: Customer will type their response in the Response box (applies to 
X2s only) or the Acceptance Notes box (applies to X3s, X5s, and XHs only). Select Submit Response or Accept to post 
applicable R_ status code and narrative in SAMIS, status code and narrative will automatically be staged and passed to 
the PROS Contractor overnight. Note: Customer responses are limited to a single page of narrative.   

 
  
 



 5a.1: Once the user selects Submit Response or Accept, the Document Number will no longer appear on the list.  

 

5b: Submit a cancellation request: If customer does not accept the price, alternate part number, termination charges, 
etc., select Cancel Requisition. 

 

        5b.1: A dialog box will appear stating, “Click OK to stage the cancellation of this requisition.”  

 

 
 



5b.1.1: Customers selects OK to continue with the cancellation; which will automatically post a SAMIS narrative 
stating “Customer has requested that this requisition be cancelled”, along with an AC Cancellation and close the 
Open X. Customer will be directed back to the list of Document Numbers, but will now see “Pending” under the 
Cancellation column. Any Document Number with “Pending” can no longer be selected.  

 

5b.1.1.2: Once the PROS Contractor responds to the Cancellation Request, the Document Number will no 
longer appear on the list. 

 
 
 
 
 



5b.1.2: Once customer selects Cancel to abort the cancellation request:  
 

 
 

A dialog box will appear stating “Cancellation Rejected”. 
 

  

                5b.1.2.1: Once the customer selects OK, the requisition will remain on the Open X list until action has been 
 taken to provide a response or cancel the requisition.  

 
6: Customer has the following options for X6s: 

6a: If the requisition is a Supply (A01/A05) or Maintenance (COR) and the X6 is for termination charges, customer will 
have the option to either Accept the Termination Charges or Proceed with Contract Award. Both options will post the 
R6 status code and narrative in SAMIS, status code and narrative will automatically be staged and passed to the PROS 
Contractor overnight. Note: Customer responses are limited to a single page of narrative.   

    
6b: If the requisition is for Maintenance (COR) and the X6 is stating the asset is Beyond Economical Repair (BER), 
customer will have the option to either Submit Disposition Instructions or Proceed with Repair. Both options will post 
the R6 status code and narrative in SAMIS, status code and narrative will automatically be staged and passed to the 
PROS Contractor overnight. Note: Customer responses are limited to a single page of narrative.   

 
 
 



6c: If the requisition is for Maintenance (COR) and the X6 is stating the asset is Beyond Physical Repair (BPR), customer 
will only have the option to Submit Disposition Instructions. This option will post the R6 status code and narrative in 
SAMIS, status code and narrative will automatically be staged and passed to the PROS Contractor overnight. Note: 
Customer responses are limited to a single page of narrative.   

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



PART 2: Asking the PROS Contractor a Question 

7: Select Ask the PROS Contractor a Question. Customers can also use the Goto XQ Page link referenced above. 

 

    7a: Enter AFSAC Online Username and Password, select Submit.

 



8: After successfully logging on to the Application, a list of all Open Document Numbers will be displayed alphabetically. 
Customers are only allowed to submit ONE question per requisition at a time. All Document Numbers will remain on the 
list until they show Completed in SAMIS. Note: Users have the ability to export all Document Numbers to excel that have 
“Pending” or “Answered” under the response column by clicking on the Export to Excel button. Users can also select the 
link Goto Open X Page to access the Respond to Open X Questions Application.    

 
 
Sample Export to Excel Report: 

 
 
 



8a: Select a Document Number from the list to submit a question. Note: Document Numbers with a “Pending” 
response cannot be accessed until it has been answered. 

 

9: Customer will type question in the text box. Select Submit Question to post the XQ status and narrative in SAMIS; the 
XQ and narrative will automatically be staged and passed to the PROS Contractor overnight.  

 

    
 
 
 
 



 9a: Customers will be returned to the Open Document List Page and see “Pending” under the Response column.  

 

9b: Once the PROS Contractor provides a response, the “Pending” will convert to “Answered”. Customer will now be 
able to select the Document Number to submit another question. 

 


