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= This briefing will introduce the Request for Quote (RFQ) process

» Requests for Quotes (RFQs) must be created by using the CHESS IT e-mart
https://chess.army.mil

=  You will learn:
— CHESS IT e-mart Registration
— How to create and submit an RFQ
— How to create a draft RFQ
— How to manage your RFQs
= Sharing an RFQ
= Amending an RFQ
= Canceling an RFQ
» Transferring an RFQ
— How to view RFQ responses from Vendors
— How vendors view RFQs from Requestors
— How to print an RFQ
— How to transfer an RFQ into a Statement of Non-Availability (SoNA)
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Please NOTE:

The RFQ 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

¢eeee

Not Recommended

@ internet Explorer8

mozilla

Firefox

Internet Explorer Google Chrome
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Step 1 - Register EHess

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

= |f you do not have an account with the CHESS IT e-mart you must first
register in order to gain access to the RFQ Manager.

CHESS

Army’s designated Primary Source for commercial IT
Contact Us | Feedback | Silemap | La jin | Register

Click “Register” at
the top left section of
the CHESS IT e-mart pme

Conszolidated Buy

CHESS Mission Statement

- 1 QUG the Warfighter's
J = infio 2y
i ( i

If you do not have an account, please

Login
a register.

Hardware : Software Services

ADMC-2 Coniracts Software Agreements ITES-2S Confracts
ITES-2H Coniracts ITES-SW Contracts ITS-SB Confracis
MFD Contracts Amy Software Downloads

Mobility Services Software Inventory

AIT-RFID Contracts DoD ESI
Statement of Non-Availability: SoNA AGM Software Licensing
Unified Capabilifies Product List
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Step 2 - Create an Account tHess

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

— Account Instruction

Use the form below to create a new account. Without an enterprise e-mail address, you will not be able to ufilize the CAC logon functionalify. If you have an enterprise e-mail
address, please register with that address.
Passwords are required to be a minimum of 15 characters in length. In addition, each password must contain:

* 2 uppercase letters

* 2 lowercase lefters

* 2 numbers

* 2 special characters

NOTE: CHESS IT e-mart
users should ensure
their password is
unique to CHESS and Tie [ -seeat- B b Descipion [ -setect- ]
you do not use
passwords from other
systems (e.g., network, i adiress | |

banking, email, etc.)"
Password I:' =" HNone
Confirm Password I:l = None

Address 1 | | Address 2 | ‘

— Mew Account

First Mame | | Last Name | ‘

Fill out the form using

ciy | s a mail.mil account for

- | I | _ | | your email address
ipCode - Commercial Phone ext )

and select “Register”
DSN Phone | | Fax Mumber | ‘
Service or Agency | - Select - |Z| |
Major Command |
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Step 3 - Login to the CHESS IT e-mart gyess

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

You will need to login
to access the RFQ

Login process.

Please enter your user name and password. . .
After logging in you

will be returned to the

Ignore certificate | home [t);lgeRl—:gICk on
e
Email Address: links again.
Password: .
Login

Recover Password Account E-mail: william.m.cody 14.ctr@mail mil

-

Register if you don't have an account. lgnore certificate

Recover Password

Register if you don't have an account.

Username and Password

Login Screen \

CAC Login Screen
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Step 4 - Access the RFQ Tool tHesSs .

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

CHESS

Army's designated Primary Source for commercial IT
Contact Us | Feedback | Sitemap | Report a Bug | My Account | Legout | Admin Tools | License Tracker

Search

Consolidated Buy

Welcome

CHESS Mission Statement

William Cody
Last Login: 4M2/2016 4:22 PM EST

the Primary Source o suppori the Warfighter's
rmation dominance objectives by developing,

: « " e e lementing and managing commercial Information
Hover over “RFx” on e ot Mo Aalat

Statement on-Availability hnology contracts that provide enterprise-wide net-
the Main Menu then tric hardware, software and support services for the

click “Request for iy
Quote” or click
“Request for Quote:
RFQ” under Hardware
or Software

Hardware iy Software : Services

ADMC-2 Contracts Software Agreements ITES-25 Contracis
ITES-2H Contracts DoD ESI ITS-SB Contracts

MFD Contracts ITES-5W Request for Proposal: RFP
Mobility Services License Tracker for Software: LTS Request for Information: RFI
AIT-RFID Contracis

it | |

Request for Quote: RFQ . Request for Quote: RFQ

B o Bl oy Bhxmgan s RS oy
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Step 5 - Create a New RFQ cHess i

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Request For Quote

RF& - Hardware\ Software RFP - Services Reverse Auction - Hardware\Software

Index

2016-04-21 14:30 2016-04-28 Cpen

|.. | ..-.-......ml a1 ow e v | Amam ma mm e A | T | - | I | . | e | |

You will automatically be
defaulted to the Request for
Quote Index page. Hover over
“RFQ - Hardware/Software”
then click “Create” to continue.
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Step 6 - Select a Category

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Create Request For Quote

RFI - Information RFQ - Hardware\ Softbware RFP - Services Reverse Auction - Hardware\Software Transfer

Save As Draft

Product Category:

Teleconferencing |E|

Programs

ITES-2H [»|
Select a product category

Vendars and program from the

WI1QUZ-07-D-0006 :
WI1QUZ-07-D-0007 : drop down menus.

WI1QUZ-07-D-0003 :

WI1QUE-07-D-0009 :
WITQUE-07-D-0010 :
WI1QUE-07-D-0011 :

Maote: You must select either one or all.
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Step 7 - Select Vendors tHess

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Create Request For Quote

RFI - Information RFQ - Hardware\ Softbware RFP - Services Reverse Auction - Hardware\Software Transfer

Save As Draft

Product Category:

Teleconferencing |E|

Programs
ITES-2H E|

Vendors

WI1QUZ-07-D-0006 :
WI1QUE-07-D-0007 :
WI1QUZ-07-D-0003 :

WI1QUE-07-D-0009 :
WITQUE-07-D-0010 :
WI1QUE-07-D-0011 :

Clear

Select All
m”erm 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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ENTERPRISE SOFTWARE AND SOLUTIONS

Request HMame

Test RFQ #1 (1) Name the RFQ
Agency and Activity

ARMY E||| PEOEIS E|
Description (2) Select Agency (e.g. Army) and Activity (e.g. PEO EIS, AMC, etc.)

Enter the details of your request. Provide a quantity for each produect. Include sufficient informationfdetailz about your reguirement so that the vendor can provide you with an accurate
quote. Include POC information if there is someone the vendors can calliemail if there are questions about the requirement. MCOTE: You are limited to 4000 characters. Use the file

attachment feature below if you need more space

Thiz iz a test|

(Type or cut & paste into

(3) Enter requirement and contact information

the block)

Characters l=f: 3585

Notice: Please ensure upleaded attachments DO NOT contain vendor proprietary information (competitor pricing, discounts, etc.)

Instances of this will be reported to the CHESS Product Leader (PL).

~| Attachments |

Only the following file types will be accepled:
- Adobe Acrobat PDF {pdf)
» Excel {xls & xisx)
» TIFF Files { i)

NOTE: Please DO NOT
add an attachment with
other vendor pricing!

- WinZip Files {.zip }
- Word (doc & .doc)
You may upload with a maximum file size of 5 megabytes (MB) per file.

(4) Attach up to 5 documents (up to 5MB per file)

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.

NOTE: You are limited to
4,000 characters. Use the file
attachment feature below if
you need more space.
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Step 9 - Dates tHesS
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— Dales
Acknowledge Expecied Date (Date the vendor is expected to look at the customer requirement as per the Base Agreement)
111372016
R Expected Date (Date th dor i cted t d back t i t the Baze A t To alter the
esponze Expe ate {Date the vendor is expe o respond back to your requirement az per the Baze Agreement) « Customer
11872016 .
Customer Required By Date (Date that dtoh back from the vendor] / Required By
ustomer uir ate (Date ou need to have a response back from the vendor) "
= : : : ' £ Date” date
1/18/2014| click on
the date.
Jan 2016 February 2016 (+]
E Dates can not
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa equal current
_ date.
1 2 1 2 3 4 h il

3 4 5 6 7 B8 9 T & 9 1M 11 12 13
13 14 15 16 14 15 16 17 18 19 20

Date Time Frames

17 I I I A A Acknowledge Expected Date: 2 Days
24 25 26 27 28 29 30 8 29 Response Expected Date: 5 Days
> the vendor. Due Date: 5 Days

(Time frame is in business days and
does not include holidays)

Today Done i
. NOTE: The “Customer Required By Date”
Charactsrs lft: 4000 can be altered but we ask you follow the
time frame when applicable.
Include Contact Information | False Izl
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Step 10 - Enter Shipping Info & BEF EIS

ARMY

Submit Completed RFQ CHESS =i

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

(1) Select CONUS or
OCONUS from drop
down menu

— Shipping Information \1/

Shipping Mode
Select a Shipping Mode |E|
Has Multiple Shipping Addresses | False |E| (2) Enter Shi P pi ng
o ) Information
Shipping Instructions

Enter countries, multiple addresses or any other special instruu:tionslthat would assist the vendor.

v

Charachess l=ft: 4000

Include Contact Information | False |E|

Submit Cancel

= 4

v
(3) Click * Submit” to /

submit RFQ
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View of Successfully Submitted RFQ gHess

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

RFQ 141990 Created

Request For Quote

RFI - Information RFQ - Hardware Software RFP - Services Reverse Auction - Hardware\Software Transfer

I I

Ref # MName Created Due Status Actions Responses  Transfer

» | 141900 RFQ Test #1 2015-01-11 1625 | 20160113 | Open mllm 0/6 i

Once your RFQ is
submitted your
screen will look NOTE: Your
like this. A screen will
bar at the top of automatically
the page will update every 90
indicate that your days and auto
RFQ has been created. archive outdated
RFQ’s
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View of Successfully Submitted RFQ gHess

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Request For Quote

RFI - Information RFQ - Hardware\Software RFP - Services Reverse Auction - Hardware\ Software

Responzes  Transfer

v| 141990 RFQ Test #1 2016-01-11 16:25 | 2016-01-18 | Open mlm 016 -

Responses -0/ 6

Click the triangle Version History -1

to the Version Response History - 1
left to expand,
view responses

and version
history
Submitting POC
NOTE: Your

Name William Cody For amore Email william.m.cody 14 ctri screen will
Agency ARMY detailed view Activity PEO EIS automatically

double click the update every 90
Fhone RFQ line item State VA days and auto

you would like to Zip Code 22060 archive outdated

expand. RFQ’s
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The RFQ Process After Submission ghess®
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= The requestor and vendor will receive RFQ naotifications via email from the
CHESS IT e-mart

» The vendor responds to the RFQ

= The requestor receives email notifications that RFQ responses have been
posted to the RFQ Manager

= The requestor logs back into the RFQ Manager to view responses
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Email to Requestor tHesSs .

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

= Once your RFQ is submitted you will receive an email from the CHESS IT
e-mart like the one below

Hello William Cody,

You have just successfully submitted a new Request for Quote (RFQ) through the CHESS IT e-
mart. Details of your request are below:

Title: RFQ Test #1
Product Category: {productcategory}
Program: ITES-2H
Reference Mumber: 141550
Description: This is a test.
Date Created: 1/11/2016
Customer Required By Date: 1/18/2016
Vendors Selected: Unicom
CDW-G
Dell
IEM
World Wide Technology
Iron Bow
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= Each vendor receives an email, which looks similar to this one, alerting

them of your RFQ.

The CHESS IT e-mart has brought you a potential customer! By accessing the Request for
Quote (RFQ) below, you are acknowledging the receipt of the RFCQ.

Please coordinate with the customer concerning their pending RFQ by logging into your
RFC Manager.

Keep in mind that CHESS customers are awaiting your response, and your timeliness in
addressing their RFQs is greatly appreciated.

Your Point of Contact Is:
Amber Irvin
Email: william.m.codyld.ctr@mail.mil
Phone:

Organizatiom:

UNCLASSIFIED RFQ Tutorial| 20
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Creating a Draft RFQ
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Step 1 - Save as Draft

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Create Request For Quote

RFG - Hardware\ Sofbware RFP - Services Reverse Auction - Hardware\ Software Transfer

Save As Draft

Product Category: If you are working an
RFQ and are not /
Teleconferencing |E| quite ready to submit
Programs click the “Save As
ITES-2H |E| Draft” button.
Wendors

WI1QUE-07-D-0006 :
WI1QUZ-07-D-0007 -
WI1QUE-07-D-0008 :

WI1QUE-07-D-0009 :
WI1QUE-07-D-0010 :
WI1QUE-07-D-0011 :

e I

Maote: You must select either one or all.
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Step 2 - View RFQ Drafts EHess i

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Request For Quote

RFl - Information RFQ - Hardware\ Software RFP - Services Reverse Auction - Hardware\Software Transfer

TG I

Ref# Name Created Due Status Actionzs Reszponses  Transfer

> 141930 RFL Test #1 2016-01-11 16:25 2016-01-13 Cpen m | | m i

Trm—

You will automatically be defaulted to the
“Request for Quote” Index page. Hover over
the “RFQ-Hardware\Software” button and
select “Draft” for alist of your Draft Requests.
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Step 2 = VIEW RFQ DraftS continued EHESS 'E:E_

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

List of Draft Request

RFl - Information RFGQ - Hardware\ Software RFP - Services Reverse Auction - Hardware\Software

Responses Transfer

141982 RFC Test #2 2016-01-11 16:36 2016-01-15

On this page all the Drafts RFQ’s you are
currently working on will be listed.
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Step 3 - Edit Draft EHess i

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

List of Draft Request

RFl - Information RFGQ - Hardware\ Software RFP - Services Reverse Auction - Hardware\Software

Responses Transfer

141982 RFC Test #2 2016-01-11 16:36 2016-01-15

Select “Edit Draft” whenever you need to make
changes to your RFQ.
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Step 4 - Make Changes & Submit tHess

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Edit Draft RFQ

RFI - Informaticn RFQ - Hardware\ Software RFP - Services Reverse Auction - Hardware\ Software

“ou are editing the draft. This request has not been submitted yet for Teleconferencing

Save As Draft

Product Category
Please Zelect Product Category |E|

Previous Selection(s)
] Make any necessary changes to your RFQ, scroll

Program: ITES-2H down and click “Submit.” You also have the
Vendor(s) option to “Delete Draft” as well.
WI1QUZ-07-D-0006 - Dell
WI1QUZ-07-D-0007 - IBM
WI1QUZ-07-D-D008 : Unicom
WI1QUZ-07-D-0009 - CDW-G
WI1QUZ-07-D-0010 : Iron Bow
WI1QUZ-07-D-0011 : World Wide Technology

Clear Select All

MNote: You must select either one or all.

A
Request Name = 0N
| Delete Draft ((  Submit )
RFQ Test #2 | N -/

RFQ Tutorial| 26
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COMPUTER HARDWARE,
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Your request is submitted.

Request For Quote

RHA - Information RF(Q) - Hardware\ Software RFP - Fervices Reverse Auction - Hardware\Software Transfer

G I -

Ref # Mame Created Due Status Actions Responses  Transfer

| 142047 RFQ Test #2 2016-01-15 0824 | 2016-01-22 | Open | Amend ] cancel [ share | 06 i

Once your RFQ is
submitted your
screen will look

like this. A
bar at the top of
the page

will indicate that

your RFQ has been

submitted.
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Sharing an RFQ
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How to Share an RFQ tHesSs .

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

If you have someone on your team that you wish to share your RFQ
information with you can click the “Share” button on the RFQ line item. This will
allow the person read only access. NOTE: Once you share an RA it can no

longer be transferred.

Request For Quote

RFI - Information RFQ - Hardware\Software RFP - Services Reverse Auction - Hardware\Software

»| 141999 RFQ Test #2 2016-01-12 0845 | 2016-01-18 | Open | Amend | [ m T i
» | 141990 RFQ Test #1 2016-01-11 1625 | 2016-01-13 | Open | Amend || m ) os -

Start typing the

last name of the

Share Request(s) I person you wish to
share with and a

Click the “Share”
button to provide
read only access to

USE’Z‘COFCW” < \ list will populate to .
choose from then anyone in our
click Submit. | ™ CHESS IT e-mart

database.
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Request For Quote

RF - Information RFQ - Hardware\ Software RFP - Services Reverse Auction - Hardware\Software

Responses  Transfer
Meszage from webpage @
»| 141999 RFQ Test#2 1'E23 06 i
e | 141980 RFO Test 2 ! \ ﬂ:lrg;i;an, loanna (Joezhood@acl.com) can now view the request I | m o | »
oK |

Once you have entered the
name of the person you
wish to share your RFQ with, a
confirmation screen will appear.
Click OK to continue.
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Amending an RFQ
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The Amendment feature allows you to:
» Update an RFQ at any time in the process

= Clarify the details of a requirement
= Notify vendors of updates or new deadlines
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Request For Quote

RF - Information RFQ - Hardware\ Software RFP - Services Reverse Auction - Hardware\Software Transfer

I I -

Ref # Name Created Due Actions Responses  Transfer

141999 RFQ Test #2 20160112 06:45 | 2016-01-19 ¢ Amend ) Cancel | share | 0/6 i
»| 141930 RFQ Test #1 2u1s-u1-1/1s:25 2016-01-18 Dpen//’ EE3 e 06 ||_

Ensure you are on the
“Request for Quote” Index page
then click the “Amend” link to
the right of your RFQ.
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Amend Request

Q - Hardware\Software RFP - Services Reverse Auction - Hardware\Softwa Transfer

Product Category:
Teleconferencing

Program:
ITES-2H

Contracts:

W21QUZ-07-0-0006 - Dell
W21QUZ-07-0-0007 - 1BM
W21QUZ-07-0-0008 - Unicom
W21QUZ-07-0-0009 - COW-G
W21QUZ-07-0-0010 - lron Bow
WI1QUZ-07-D-0011 - World Wide Technology

Request Hame
| RFQ Test #2 |

Agency and Activity

| ARMY E||| FEO EIS E‘

Diescription

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 if there iz someone the vendors can calllemail if there are questions about the requirement. NCTE: You are limited to 4000 characters. Use the file
attachment feature below if you need more space

This is a test. .

Update information
in the Description
field as required.

Characters l=ft: 3565
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MNotice: Please ensure uploaded attachments DO NOT contain vendor proprietary information {competitor pricing, discounts, etc.). This is unfair competition.
Instances of thiz will be reported to the CHESS Product Leader (PL).

~| Attachments

» Excel {(.zls & xlsx)

» TIFF Files {.tf)

- WinZip Files {zip }
» Word (doc & docx)

Only the following file types will be accepied:
- Adobe Acrobat POF {.pdf)

You may uplead with a maximum file size of 5 megabytes (ME) per file.

Browse_

Browse._ .

Browse._ .

< Browse...
This allows you to rowse

attach new files. —

*NOTE: Your original
files are still
attached. Only add
additional
attachments if those
files need to be
updated or a new file
is to be submitted .

ilelifeli

pd

S

k (Date the vendor iz expected fo look at the customer requirement as per the Baze Agreement)

ate the vendor is expected to respond back to your requirement as per the Base Agreement)

You may attach up to 5
files of 5MB each.

(The system accommodates
Word, Excel, PDF, TIF, and
WinZip files)
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Request For Quote

RFl - Information RFQ - Hardware\Software RFP - Services Reverse Auction - Hardware\Software

Responses  Transfer

| 142047 RF Test #2 2016-01-15 0G6:24 2016-01-22 Cpen m | m [ m g i

Once your RFQ is NOTE: The Status
amended your column will not
screen will look change for the RFQ
like this. you recently
amended.
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Cancelling an RFQ
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

The Cancel feature allows you to:

= Cancel an RFQ at any time in the process
= Notify vendors of updates and the cancellation of an RFQ
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Cancelling an RFQ EHess <

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Request For Quote

RF - Information RFQ - Hardware\ Software RFP - Services Reverse Auc'ion - Hardware\Software Transfer

I I -

Ref # Name Created Due Responses  Transfer

» | 141299 RFQ Test #2 20160112 08:45 | 20160119 | Open ESESEa 0/6 i
»| 141290 RFQ Test #1 2016-01-11 16:25 /émsm-m Open Amend (| Cancel |) Share /6 ||—

Ensure you are on the
“Request for Quote” Index
page then click the
“Cancel” link to the right
of your RFQ.
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Cancellation Confirmation

Are you sure you would like to cancel this request?

Cancel | (& ELLER]] Reqiement
Reason

'V
1A\

Cancel -
Comments

Choose a
Cancel Reason
from the NOTE: Once you
drop down select “Submit”
menu and then You will not be
click “Submit” able to edit your
RFQ. It will be
cancelled.
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Cancelling an RFQ EHess <

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Request cancelled

Request For Quote

RFP - Services Reverse Auction - Hardware\ Softwawe

10 B

Ref # Name Created Due Status

| > | 141999 RFC Test #2 2018-01-12 05:45 2018-01-18 | Cancelled 0fG

NOTE: Once the
RFQ is cancelled

you will have to Once you have cancelled your RFQ

submit a new a confirmation will appear at the top
RFQ if you have of your screen and the Status

anew requirement. column will change to “Cancelled”.
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Transferring an RFQ
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The Transfer feature allows you to:

» Transfer an RFQ at any time in the process to another user
= User is able to transfer multiple RFQ’s at once to another user

» The person who submitted or anyone with administrative authority may
transfer/reassign the RFQ
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Request For Quote

RH - Information RFQ - Hardware\Software RFP - Services Reverse Auction - Hardware\Software

10 [
Ref # Name Created Due Status Actions Responzes  Transfer

7 ~
» | 142047 RFQ Test #2 2016-01-1508-44 | 20160122 | Open | Amend ] cancel ] srare 06 "'

Ensure you are on the
“Request for Quote” Index page, NOTE: If you click on
then click the checkbox under multiple checkboxes you
the Transfer column found to the will be able to transfer
right of your RFQ and then click multiple RFQ’s to one
“Transfer.” person.
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Once you start typing
this field will auto
populate with a list of
users pertinent to your
search.

Transfer Request n
Transfer to N

User: | Corcoran, Joanna (joanna.m.corcoran. ctri@ms:

Cancel

Then click “Submit” to /

Transfer the RFQ.

Submit contact
information about
end user. This
information is
maintained by
CHESS, but not
shared with vendors.
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Request For Quote

RH - Information RFQ - Hardware\Software RFP - Services Reverse Auction - Hardware\ Software

Message from webpage

Responses  Transfer

| 142007 RFQ Test 2 SR mena [] cancer [ share s [=]

! L Transfer completed

=

Once you hit save to
transfer your RFQ a
confirmation screen will NOTE: The RFQ that
appear. Click OK to was transferred will
continue. Once you no longer appear in
refresh your screen your your list of RFQ’s.
RFQ will no longer
appear.
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Vendor View
of
RFQ Responses
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

CHESS veonemevone LS I

Ammy's designated Primary Source for commercial IT
Contact Us | Feedback | Sitemap | Report a Bug | My Account | Logout | Admin Tools
RFQ

Consolidated Buy About CHESS

Request For Quote

RA - Information RFQ) - Hardware\ Software RFP - Services Reverse Auction - Hardware\Software

: I -

Name Response Submitted Actions

142047 RFC Test#2 2016-01-15 0524 2016-01-22 q He%‘id p, Mo Bid

In order to respond to a
particular RFQ, the Vendor
must click the “Respond” link
to the right of the RFQ.

Once Vendors log in, they
will see a screen that looks
like this.
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Vendor Responds to an RFQ tHess

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

|

FSEIIIL CONTL . A Vendor uses an online

| form to submit aresponse,

(bid or “no bid”), but will
submit proposal

documents via the
‘Q“"tema' Attachments tool to the
RFQ requestor.

|
|
| Atachments | You may attach up to 5

Characters l=ft: 4000

Only the following file types will be accepted: files of BMB each.
* Adobe Acrobat PDF (. pdf)
« Excel (s & xS} (The system accommodates
« TIFF Files (if) Word, Excel, PDF, TIF, and
* WinZip Files (.zip ) WinZip files)
* Word (.doc & docx)

You may upload with a maximum file size of 3 megabytes (MB) per file.

| ” Browse... |

| ” Browse... |

| =

| ” Browse. .. |

| ” Browse. .. |

Vendor clicks “Submit” to submit RFQ response ———> Cancel
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Vendor Responds to an RFQ cHess

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

CHESS wroemevenr LS I

Army's designated Primary Source for commercial IT

Contact Us | Feedback | Sitemap | Report a Bug | My Account | Logout | Admin Tools
RFQ

‘ i Consolidated Buy ‘ ‘ About CHESS

You have responded to the request with id = 142047

Recjuest For Quote

Response Submitted Actions

Once aresponse is
submitted the bar at the top
of the page will indicate the

Vendor response.
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Requestor View
of
RFQ Responses
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Request For Quote

RFI - Information RFQ - Hardware!\Software RFP - Services Reverse Auction - Hardwarel Software

Actions Responszes Transfer
6)2054 RF[ Test #3 201601151241 | 20160122 | Open M|| @
/ Responses -0 /6
Ensure you are on Vendor Acknowledged
the “RFQ
Hardware/Services 0ooe el
Index page when non7 IBM /
reviewing responses. -
Expand the RFQ you (0008 Unicom /
want to review by |yynq COW-G /
clicking the triangles
to the left and filter W Iron Bow /
down to see . 0/6 indicates number of
responses. 0011 World Wide Technology vendors that have responded.
(Ex: Out of 6 Vendors 0 responded)
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Printing an RFQ
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Request For Quote

RF - Information RFQ - Hardware\ Software RFP - Services Reverse Auction - Hardware\Software

Responses  Transfer

v | 141390 A RFQ Test#1 2016-01-11 1625 | 2016-01-18 | Open | Amenda || | m 0/6 i

» Responses -0/6
b Version History - 1
’ Version Response History - 1

T T T T T T T T T

Click on the RFQ
that you would
like to print
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CHESS “
[=|=]u]=}
om
COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS
Request Name RFQ Test #1
Description This is a test.
Program ITES-2H Statusz Cpen
Created On 1112016 4:25:19 PN Reference Mumber 141940
Acknowledged Mo Last Updated 1111720186
Date Acknowledged Acknowledgment Expecied 1132016
Responded Mo Date Responded
Response Expecied 1182016 Customer Required By Date 11ar201a
Version (Amendments) 0 {Original)
Shared With + Joanna Corcoran
Shipping information
Shipping Mode COMNUS
Multiple shipping addresses Mo

Scroll down and
Click the “Print”
button at the bottom
of the page
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Transferring an RFQ into a
SoNA
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Request For Quote

RFI - Information RFQ - Hardware Software RFP - Services Reverse Auction - Hardware\ Software

Responses  Transfer

* | 142047 RFC Test 82 2018-01-15 08:24 2016-01-22 Cpen m | m [ m 0fs i

A
7N

Click on the RFQ
that you would
like to turn into

a SoNA.
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS
Request Name RFC Test #2
Description This is a fest.
Program ITES-2H Status Open
Created Omn 1152016 8:24:14 AM Reference Mumber 142047
Acknowledged Mo Last Updated 11152016
Date Acknowledged Acknowledgment Expected 11972016
Responded Mo Date Responded
Response Expected 1222016 Customer Required By Date 1722720186
Version (Amendments) 1
Transfers * William Cody transferred fo Jeanna Corcoran on 1152016
Shipping information
Shipping Mode CONUS Scroll_down and
Click the
Multiple shipping addresses Mo “Create SONA”
button at the
bottom of the page Print ( Create SONA )
s ——
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RFQ Transfer to SoNA

Statement of Non-Availability

Pending Completed Create
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CHess i

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Complete the fields below. This will create a Statement of Mon-Availability. "Justification” must include rationale for the Reason For Statement of Non-Availability selected from the drop

down menu.

Expect a response in 1-3 business days.

—| Statement of Non-Availability ltem I
Select £

Manufacturer | Product

” Total Price
cunty P ] i

Submitted RFQ?
(Did you submit an RFQ

ta CHESS vendorsT)

RFQ#

| 0.00 |

(CHESS RFQ#, if | |
applicable)

Request Reason | Select a reason ﬂ |

Proceed to fill in the
appropriate fields and
click the “Create”
button to submit your
Statement of
Non-Availability (SoONA)

Characters l=ft: 2000
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For information about using the
CHESS IT e-mart, contact the
CHESS Customer Support Team by
email at: armychess@mail.mil or
toll free at (888) 232-4405

UNCLASSIFIED RFQ Tutorial| 60



mailto:armychess@mail.mil

	�HARDWARE/SOFTWARE�Request for Quote (RFQ) Tutorial�
	Introduction
	Table of Contents
	          Browser Requirements
	The RFQ Process
	Step 1 - Register
	Step 2 – Create an Account 
	Step 3 - Login to the CHESS IT e-mart
	Step 4 - Access the RFQ Tool
	Step 5 - Create a New RFQ
	Step 6 - Select a Category
	Step 7 - Select Vendors
	Step 8 - Enter Requirement
	Step 9 - Dates
	Step 10 - Enter Shipping Info & �Submit Completed RFQ
	View of Successfully Submitted RFQ
	View of Successfully Submitted RFQ
	The RFQ Process After Submission
	Email to Requestor
	Email to Vendor(s)
	Creating a Draft RFQ 
	Step 1 - Save as Draft 
	Step 2 - View RFQ Drafts
	Step 2 - View RFQ Drafts continued
	Step 3 - Edit Draft 
	Step 4 - Make Changes & Submit
	View of successfully submitted RFQ
	Slide Number 28
	How to Share an RFQ 
	How to Share an RFQ
	Slide Number 31
	Amending an RFQ
	Amending an RFQ
	Amending an RFQ
	Amending an RFQ
	Amending an RFQ
	Cancelling an RFQ
	Cancelling an RFQ
	Cancelling an RFQ
	Cancelling an RFQ
	Cancelling an RFQ 
	Transferring an RFQ
	Transferring an RFQ
	How a Requestor Transfers an RFQ
	How a Requestor Transfers an RFQ
	How a Requestor Transfers an RFQ
	Vendor View�of �RFQ Responses
	Vendor View of RFQ Response
	Vendor Responds to an RFQ
	Vendor Responds to an RFQ
	Requestor View �of �RFQ Responses
	View RFQ Responses
	Printing an RFQ
	Printing an RFQ
	Printing an RFQ
	Transferring an RFQ into a �SoNA
	RFQ Transfer to SoNA
	RFQ Transfer to SoNA
	RFQ Transfer to SoNA
	Questions

