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Introduction 

 This briefing will introduce the Commercial Cloud Services Ordering Tool.  
 You must utilize the CHESS IT e-mart https://chess.army.mil to access the 

Commercial Cloud Services Ordering Tool.  
 You will learn: 

– How to Access the Commercial Cloud Services Ordering Tool 
– How to Request a Commercial Cloud Service 
– How to Order a Commercial Cloud Service 
– How to View a Completed Order 

 
 

https://chess.army.mil/
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Table of Contents 

 Access to the Commercial Cloud Services Ordering Tool 
 Requesting Commercial Cloud Services 
 Ordering Commercial Cloud Services 
 View Completed Orders 



How to Access the Commercial 
Cloud Services Ordering Tool 
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Step 1 – Log into the CHESS IT e-mart 

Username and Password  
Log in Screen 

You will need to log 
in to access the 

Commercial Cloud 
Services Tool 

https://chess.army.mil  CAC Log in Screen 

https://chess.army.mil/
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Step 2 – Click All Software Agreements  

Ensure you are 
logged in by 

looking for your 
name in the upper 
right hand corner 

of the screen From the Main Menu 
Click “Software 

Agreements” to proceed 
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Step 3 – Select Commercial Cloud Services 
(Microsoft) (BPA) 

Select “Commercial 
Cloud Services 

(Microsoft)(BPA)” from 
the list below 
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Step 4 – Click Cloud Services Ordering Link 

Click the “Cloud 
Services License 
Request” link to 

continue 
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Step 5 – Commercial Cloud Offerings 

Click the “Order 
Commercial Cloud 

Services” button to start 
the Request Process 



Requesting Commercial Cloud 
Services  
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Step 1 – Create a Request  

 Once you have logged into the CHESS IT e-mart and have accessed the 
Commercial Cloud Services Tool you are ready to submit a Request 

Click the “Create a 
request” button to get 

started 
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Step 2 – Fill Out Request Form  

This is what a Blank Request 
Form will look like 
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Step 2.1 – Organizational Information  

Choose a Service or Agency 
from the Drop Down Menu 

NOTE:  Army Customers are 
required to fill in Major 
Command, Major Sub 

Command & Installation Fields 
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Step 2.2 – Solutions & Quantities  

Enter the Quantity of 
Licenses Required  
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Step 2.3 – Command CIO Information 

 Please add contact information for your CIO and a Backup POC, in case 
you are unavailable 

Once completed click 
the “Add” button to 

ensure your POC 
information is saved 

Complete the following fields:  
Name, Email, Phone and Contact Type 

(Choose CIO or Backup POC from 
drop down menu) 
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Step 2.3 cont’d – Command CIO Information 

 Complete the POC process again for your Backup POC information 

Once completed click 
the “Add” button to 

ensure your POC 
information is saved 

Complete the following fields:  
Name, Email, Phone and Contact Type 

(Choose CIO or Backup POC from 
drop down menu) 
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Step 2.4 – Justification  

It is required that you 
provide a Justification 
for your Request. You 

will not be able to submit 
your Request without 

doing so. 
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Step 3 – Submit Request 

 Once your form is complete you can Submit your Request 

Click the “Submit” 
button to continue 
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Step 4 – Request Complete 

 Once your Request has been submitted your screen will display your 
recent request and your “Status” will show as PENDING until your 
request is APPROVED  
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Step 5 – Request Submitted Email  

 You will receive an email informing you that your Request for 
Commercial Cloud Services has been submitted  

NOTE: In order to move forward with 
the Commercial Cloud Services Process 

you will need to wait to receive an 
email that your request is Approved 



Ordering Commercial Cloud 
Services 
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Receive Approved Email  

 You will receive an email saying your Request is Approved 

Dear Joanna Corcoran: 
Your request for Commercial Cloud Services Licensing has been "Approved". 
Please follow the guidance below for ordering and payment guidelines.  
Google Cloud Services Guidance for De-Centralized Payments:  
 
Please email DLT, googleappsbpa@dlt.com, the necessary information, below, needed to process orders            
with Google.  
 
1. End-user agency or group (ex. US Army Recruiting Command or USACE) with address. 

 
2. Registered Domain for the Google Apps seats to be linked to or identified with (ex.Goarmy.com). 
  
3. End-user POC (does not have to be technical)(ex. a Project Manager) with emailand telephone #.  
 
4. Technical end-user POC information: name, telephone number, email AND 
   off-domain email address (not a GAfG address on the identified domain) 
   (ex. mail.mil would be acceptable). 
 
5. Total # of users.  

mailto:googleappsbpa@dlt.com


UNCLASSIFIED C o m m e r c i a l  C l o u d  S e r v i c e s  T u t o r i a l |  23 

UNCLASSIFIED 

Receive Approved Email cont’d 

Microsoft Cloud Services Guidance for De-centralized Payments: 
Once an ordering agency has made a determination to move forward with a 
solution they will either issue a delivery order/use a credit card/or issue 
a MIPR/PRON to Army to purchase on their behalf. A copy of that purchase 
order will be issued to Dell. Once the order is issued the customer will 
need to name an Online Services Administrator that will be in charge of 
managing the addition/removal of users from the Microsoft Portal. This POC 
would typically be the administrator of your current email solution and/or 
the POC that manages your active directory.    
 
POC information for the Online Service Administration along with Proof of 
MIPR transfer/Government Delivery order/or Credit Card information will then 
be sent to the Dell Program Manager, Wes Dunn, for activation. Wes Dunn is 
reachable via phone at 571-209-7380 or via email at wes_dunn@dell.com. 
Typical process time for partitioning of your email licenses is 5-7 days. 
Your online service administrator will receive electronic confirmation of 
access to the Microsoft Portal upon completion of processing. Education on 
use of the site will be provided to your Online Services Administrator 
following confirmation of the POCs to Dell.   
 
The customer will receive a unique identifying number for your licenses 
allotment from Microsoft called an Enrollment number. Your enrollment number 
is how your agreement is recognized with Microsoft.    
At expiration of the initial term you will be given the option to renew your 
subscription directly with Dell for a 1 year period at the negotiated BPA 
price. Options must be exercised prior to expiration of your current agreement to prevent 
interruption in service. 

 

mailto:wes_dunn@dell.com


View Completed Orders 
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View Completed Order  

 Ensure you are logged into the CHESS IT e-mart and follow the 
previous steps to Access the Commercial Cloud Services Ordering Tool 

  

Click the “Show 
Completed Requests” 

button once you are back 
in the Ordering Tool 
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View Completed Order cont’d 

 Below you will see a list of your Completed Orders 

Click the “Show Active 
Requests” button to go 

back to the main screen  
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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 
armychess@mail.mil 

     
 
      

mailto:armychess@mail.mil
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