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Introduction 

 This briefing will introduce the Request for Quote (RFQ) process to customers  

 Requests for Quotes (RFQs) must be created by using the CHESS IT e-mart 

https://chess.army.mil 

 You will learn: 

– How to create and submit an RFQ 

– How to manage your RFQs 

 Canceling an RFQ 

 Transferring an RFQ 

– How to view RFQ responses from Vendors 

– How vendors view RFQs from Customers 

 

https://chess.army.mil/
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          CAUTION 

Please NOTE: 

 The RFQ process runs best in Firefox, Internet Explorer 10 and Chrome. 

If you are using Internet Explorer 8 or 9 do not use the “Attach 

Files” feature in your RFQ. 

Not Recommended 
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The RFQ Process 
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Step 1 – Access the RFQ Manager 

https://chess.army.mil 

Click on 

“RFQ/RFP”  on 

the Main Menu 

or under Other 

Links 

https://chess.army.mil/
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Step 2 – Log into the CHESS IT e-mart 

Log In 
Army 

Non-Army 

After logging in 

you will be 

returned to the 

home page – click 

on the RFQ/RFP 

link again 
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Step 3 – Create a new RFQ 

Ensure you are on the 

RFQ- Hardware Tab 

then select “Create” 
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Step 4 – Select RFQ for Hardware 

Select “RFQ for Hardware” and “Create New Request” 
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Step 5 – Select a Category 

Select a 

category 

from the 

drop 

down 

menu 
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Step 6 – Select Vendors 

Select all vendors unless 

the requirement meets 

one of the exceptions as 

defined in FAR 16.505 (b) 

or DFARS 216.505-70. 
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Step 7 – Enter Requirement 

Enter the details of 

your request. Provide a 

quantity for each 

product. Include 

sufficient 

information/details 

about your 

requirement so that 

the vendor can provide 

you with an accurate 

quote. Include POC 

information for 

someone the vendors 

can call/email if there 

are questions about the 

requirement.  

 

NOTE: You are limited 

to 4,000 characters. Use 

the file attachment 

feature below if you 

need more space.  

(1) Name the RFQ 

(3) Attach up to 5 

documents (up 

to 5MB per file) 

(2) Enter requirement 

and contact 

information  

 (Type or cut & paste 

into the block) 

(free text) 

           NOTE: “Attach Your file” function will not 

           work if using Internet Explorer 8 or 9.  

File names cannot exceed 50 characters. 
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Step 8 – Enter Shipping Info & 

        Submit Completed RFQ 

(free text) 

(1) Select CONUS or 

OCONUS 

(2) Enter Shipping 

Information 

(3) Click to submit RFQ 

           NOTE: “Attach Your file” function will not 

           work if using Internet Explorer 8 or 9.  

File names cannot exceed 50 characters. 
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View of successfully submitted RFQ 

View shows all of the 

vendors that will 

receive the RFQ 
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The RFQ Process After Submission 

 Customer and vendor receive RFQ notification via email from CHESS IT 

e-mart. 

 The vendor responds to the RFQ. 

 The customer receives email notification that RFQ responses have been 

posted to the customer RFQ Manager. 

 The customer logs back into the RFQ Manager to view responses.  



UNCLASSIFIED R F Q  T u t o r i a l |  16 

UNCLASSIFIED 

Canceling an RFQ 
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Canceling an RFQ 

Ensure you are on the 

“RFQ-Hardware” Tab  

then Click on the button 

“Cancel” found  

on the Sent tab. 
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Transferring an RFQ 
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Transferring an RFQ 

The Transfer feature allows you to: 

 

 Transfer an RFQ at any time in the process to another user 

 

The person who submitted or anyone with Administrative authority may 

transfer/reassign the RFQ. 
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How a Customer Transfers an RFQ 

Ensure you are 

on the “RFQ 

Hardware” Tab 

Click on the 

“Transfer” 

button found on 

the Sent tab. 
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How a Customer Transfers an RFQ 

Submit contact 

information about 

end user. This 

information is 

maintained by 

CHESS, but not 

shared with 

vendors. 

Make sure to enter Last Name 

of User first when searching 

 (e.g. Patrick Dunlop would be 

searched as “Dunlop”) 
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How a Customer Transfers an RFQ 

Submit contact 

information about 

end user. This 

information is 

maintained by 

CHESS, but not 

shared with 

vendors. 
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How a Customer Transfers an RFQ 

Click “Complete 

Transfer” button at 

the bottom of this 

page 
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Vendor View 

of  

RFQ Responses 
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Vendor View of RFQ Response 

Once Vendors log in, 

they will see a screen 

that looks similar to this, 

with links to the RFQs 

that have been posted. 

In order to respond to a 

particular RFQ the Vendor 

must click the “Response To 

This RFQ” link 
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Vendor Responds to an RFQ 

A Vendor uses an online 

form to submit a 

response, (bid or “no 

bid”), but will submit 

proposal documents 

directly to the RFQ 

requestor. 

           NOTE: “Attach Your file” function will not 

           work if using Internet Explorer 8 or 9.  

File names cannot exceed 50 characters. 
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Customer View  

of  

RFQ Responses 
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View RFQ Responses 

 Log into RFQ/RFP Manager 

 RFQ responses will appear under the RFQ Responses Tab 

 Click on the RFQ ID to open vendor response 

Click RFQ ID for 

Response Details 
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Questions 

For information about using  

IT e-mart, contact the  

CHESS Help Desk  

toll free at: (888) 232-4405  

or email at 

peoeis.pdchess.helpdesk@us.army.mil 

    

 

      

mailto:peoeis.pdchess.helpdesk@us.army.mil

