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Introduction

 This briefing will introduce the License Tracker for Software (LTS).
 The LTS will allow organizations and leadership to track current inventory of 

license purchases and maintenance, potentially share licenses across your 
organization and provide data for convenient and efficient budget 
forecasting.

 The LTS is accessed through the CHESS IT e-mart at the following link: 
https://chess.army.mil/Static/LTS_OVR

 You will learn:
– How to Access the License Tracker for Software
– How to Request Licenses
– How to View Submitted Requests
– How to Edit License Requests
– How to Cancel License Requests 
– How to View Completed Requests

https://chess.army.mil/Static/LTS_OVR
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Browser Requirements

Please NOTE:
 The RA process runs best in Internet Explorer 9 or 10, Firefox, and Google 

Chrome. 
 Note: Make sure your Internet Explorer settings are NOT in Compatibility 

View Not Recommended



How to Access the License 
Tracker for Software
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Login to the CHESS IT e-mart

You must first 
login to the 

CHESS IT e-mart.
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Step 3 - Login to the CHESS IT e-mart

Username and Password  
Login Screen

After logging in you 
will be returned to the 
home page – click on 
the “License Tracker 

for Software: LTS” link 
under Software.

CAC Login Screen

You will need to login 
to access the LTS.NOTE: CHESS IT e-mart users 

should ensure their password is 
unique to CHESS and you do not 

use passwords from other systems 
(e.g., network, banking, email, etc.)"
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Login to the CHESS IT e-mart

Click on “License Tracker 
for Software: LTS” to 

continue.



Request Licenses
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Access to the LTS

Click  “Access License 
Tracker” to continue.
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Step 1 – Create a Request

You will automatically be defaulted to the 
“Pending Requests” page. Click the “Create”

button on the main menu bar to continue.
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Step 2 – Complete Request Form 

1. Enter Request Name
2. Select Major Command 

from Drop Down Menu
3. Select Sub Command 

from Drop Down Menu 
(if applicable)
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Step 3 – Request Item

1. Select Product Type 
from Drop Down Menu

2. Select Product from 
Drop Down Menu

3. Enter Quantity
4. Provide Comments 

Click “Add” to continue.
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Step 4 – Submit Request for Approval

This screen recaps the
Product Information you had

previously submitted.

After you have clicked the
“Add” button on the

previous page you will
have the option to add

another item if applicable. 

If you do not have another
item to add click “Submit

Request for Approval.”

If you need to re-enter
Product details click the
Trash Can to resubmit.
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Step 5 – Request Submitted 

Once your License Request has been submitted
your screen will look like this. A black bar at the
top of the page will indicate that your Request

was successfully submitted.
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Step 6 – Email Confirmation

 Once you have submitted your request you will receive an email indicating 
that your request has been submitted to the approval process.



UNCLASSIFIED L T S  G u i d e |  17

UNCLASSIFIED

Step 7 – Email Confirmation Approval

 You will receive an additional email when your request has been approved.



View Submitted Requests
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View Pending Requests 

Click the “Pending” button at the top of the main
menu bar to view all Pending Requests.
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View Request Detail

Click on the line item you would like detailed
information for. For a Status Update on your

submitted request look at the G6 Approval, G8
Approval and CHESS Approval Columns for

approval information. This request is PENDING.  



Edit License Requests
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Edit License Request 

If you need to edit the License Request you submitted
click the “Edit” button under the Actions column. 

NOTE: The option to Edit a Request is only available on
Pending Requests.
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Edit License Request

Make any necessary edits OR add another
item and then click “Save Changes and 

Re-Submit For Approval.”

NOTE: You cannot make any changes to
Product Information!

This message will appear asking 
you to confirm your edits. 

Click “Save Edit” to proceed.
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Edit License Request 

Once you have made edits to your License Request
your screen will look like this. A black bar at the top
of the page will indicate that your Request has been

edited and the approval process will be restarted.
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Edit License Request Email

 Once you have edited your request you will receive an email providing 
details about your submitted edits. 



Cancel License Requests
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Cancel License Request 

If you need to cancel the License Request
you submitted click the “Cancel” button

under the Actions column. 



UNCLASSIFIED L T S  G u i d e |  28

UNCLASSIFIED

Cancel License Request 

Please provide comments in the Comments
box on the Cancellation Confirmation form

and then click “Yes” to confirm.
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Cancel License Request

Once your License Request is cancelled
your screen will look like this. A black bar at the top
of the page will indicate that your Pending Request

has been cancelled.
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Cancel License Request Email

 Once you have cancelled your request you will receive an email providing 
details about your cancellation. 



View Completed Requests
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View Completed Requests

Click on your license request and you will 
see “Completed” in the Status column. 

Dates of when G6, G8 and CHESS 
provided approval will also be shown.

To view completed requests click on the
“Completed” button on the main menu bar.
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Questions

For information about using the           
CHESS IT e-mart or LTS, contact the             
CHESS Customer Support Team by 

email at: armychess@mail.mil or 
toll free at (888) 232-4405

mailto:armychess@mail.mil
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