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= CHESS IT e-mart RFQ Process
—How to create and submit an RFQ pgs 3-12)
—How to view RFQ responses from vendors (g 15)
—How to manage your RFQ’s
* Deleting and RFQ ¢ 16)
* [ssuing a Re-Quote (pgs17-19)
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Step 2 - Log into the RFQ Manager
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Customer Support:

UNCLASSIFIED
£ S

PEC ERTERmriSE INrGRHATION BVETENS

CHESS *

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

2

Tools = ﬂv

Safety =

CHESS

COMPUTER HARDWARE,

“am" Army's designated "primary source” for commercial IT
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e m

Contracts
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LogOn
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Email
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Ordering Guides
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By clicking the Login button above, you agree to comply with the Terms of Use listed at the bottom

/ Army

Log In
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Scheduled Web site Outages: Saturdays
EST. Any other non-scheduled outages

AM EST and the 2nd & 4th Tuesday of the month b

op ofthe page

Chess Home | FAQ | Web Privacy | Security Policy

This page was modified on; W

day, Novernber 08, 2011,6:42 PM (EST)

Please enter your user name and password. Reaister if you don't have an account.

After logging in
you will be
returned to the
home page - click
on the RFQ/RFP
link again

I AKO:
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Contact Us | Feedback | FAQ | Sitemap | My

ARMY - Welcome: Joanna Corcoran
CHESS B Last Login: Tue, 05 Feb 2013 08:22:11 GMT
. Army's designated "primary source” for commercial IT
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RFQ/RFP 1 i RFQ / RFP Manager

To manage all aspects of your requests,select the appropriate tab below

Overview depending on your requirements(RFQ-Hardware / RFP - services / Software). Tutonals
Learn Mare
RFP » Response Times £} rFQ £} rFP
RFQ
RFQ-Hardware RFP-Services
Create Sent) Responses Expired Search
Select
113 2
Create

EM‘ J Scheduled Web site Outages: Saturd

o ys between 2-5 AM EST and the 2nd & 4th Tuesday of the month between 7-12 PM Lo
w EST. Any other non-scheduled outages will be posted as a banner atthe top ofthe page. P
Chess Home | FAQ | Web Privacy | Security Policy n AK ARMY
e
This page was modified on: Wednesday, Movember 09, 2011,6:42 PM (EST) &= —
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(& New RFP M v B v [ @ v Pagev Safetyr Toolsv (@~

close or Esc Key

our list of software products or the DoD Enterprise Software Initiative website.

Select Type of Request

If you are looking for software DO NOT create an RFQ/RFP. Use the "Software” link at top on
the navigation menu.

Select the type of request that you would like to make from the list below:
* Request a Quote for Hardware (RFQ)
" Request a Proposal for Services (RFP)

 Software

Create New Request >>

Response Times: Depending on the texqs of contract, most vendors have between 5-10 days to respond to
an RFP and 3-5 days to respond to a RFQNN most cases the vendor(s) response will be much quicker.

If you need the specific response time, contad\the CHESS POC for the contract in question. Contract POC
information is available under the "Hardware" an"Services” links at the navigation menu.

Select “RFQ for Hardware” and “Create New Request”
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ENTERFRISE SOFTWARE AND SOLUTIONS o

I e
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RFQIRFP li RFQ / RFP Manager

To manage all aspects of your requests,select the appropriate tab below

Overview depending on your requirements(RFQ-Hardware / RFP - services / Software). Tutonals
Learn More E
RFP » Response Times [} rFQ (£} RFP
RFQ
RFQ-Hardware RFP-Services

Create Sent Responses Expired Search

Create Request For Quote @ Help

To request a quote from a vendor or vendors, fill out and submit the form below. Please be sure to provide
information for all of the required fields. The vendor(s) will be notified via email of your request.

Depending on the terms of contract, most vendors have between 3-5 days to provide you with a guote. In most
cases though, the vendor(s) response will be much quicker.

Large volume and quantity discounts are available on many contracts, so ask for additional discounting

s opportunities when requesting your quote.
S 1 You can check the status of your request or read a vendor's response at any time by clicking on the "RFQ's/RFP's"
elect a link in the "My Account” panel at right.
category * = Required Field
from the Recipients:
drop -
down Lot Tl
W31QUZ-06-D-0006 Transource
menu W91QUZ-06-D-0003 COW-G
Select Contracts to add to Submission | W31 QUZ-06-D-0004 Hewletr Packard

W91QUZ-06-D-0002 Dell
W91QUZ-06-0-0005 ITG

) W91QUZ-06-0-0009 NCS

MNote: You must select either one or all. 4| W31QUZ-06-D-0007 Emtec Federal
W91QUZ-07-D-0010 Iron Bow
W91QUZ-07-0-0008 GTSI

WS T N7 =N NNNS CTA-E

List:
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RFQ

Select all vendors unless
the requirement meets

defined in FAR 16.505 (b)
or DFARS 216.505-70.

UNCLASSIFIED
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RFQ-Hardware RFP-Services

Create Sent Responses Expired Search

Create Request For Quote @ Helo

To request a quote from a vendor or vendors, fill out and submit the form below. Please be sure to provide
information for all of the required fields. The vendor(s) will be notified via email of your request.

Depending on the terms of contract, most vendors have between 3-5 days to provide you with a quote. In most
cases though, the vendor(s) response will be much quicker.

Large volume and guantity discounts are available on many contracts, so ask for additional discounting
opportunities when requesting your quote.

m

(T

You can check the status of your request or read a vendor's response at any time by clicking on the "RFQ's/RFP's
link in the "My Account” panel at right.

* = Required Field

Recipients:

Select a category: *| Audio Visual El
W31QUZ-06-D-0001 Telos
WS1QUZ-06-0-0006 Transource
W91QUZ-06-D-0003 CDW-G

o W91QUZ-06-D-0004 Hewlett Packard
E_eltfct Contracts to add to Submission W51GUZ-06-D-0002 Dell
ISC: W31QUZ-06-D-0005 ITG

D
D
D
D
D
D
W31QUZ-06-D-0003 NCS
Note: You must select either one or all. 4| W91QUZ-06-D-0007 Emtec Federal
W31QUZ-07-0-0010 Iron Bow
W91QUZ-07-D-0008 GTSI
W91QUZ-07-D-0009 CDW-G
W91QUZ-07-D-0007 IEM
|55|E°1 M|| |®E|E°‘ A"| W31QUZ-07-D-0011 Werld Wide Technology
D

W91QUZ-07-0-0006 Dell

Request Details:

Enter a name for your Request: *

Enter quote Request:
Enter the details our request.
Provide a auantitv for each oroduct. -

RFQ Tutoriall| 9
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Request Details:

Enter the details of Enter a name for your Request: ¥ (I) Name the RFQ
your request. Provide a Enter quote Request
quantity fOI‘ each Enter the details of -,,-::-ur request. (free text)
Provide a quantity for each product.
pI‘Oduct. Include Include sufficient information/details
. . about your requirement so that the :
sufflclent vendor can provide you with an (2) Enter requlrement
. . . accurate quote. Include POC
lnfOI'matl()n/detallS information if there is someone the ' and contact
vendors can call/email if there are 3 1
about your questions about the requirement. information
g NOTE: You are limited to 4000
requlrement so that characters. Use the file attachment nype or cut & paste
the vendor can provide feature below if you need more space. into the blOCk)
yOll With an accurate Characters left: 4000
quote. Include POC A ATacheeria

information for

someone the Vendors Only the following file types will be accepted:

Word (.doc & .docx)

can call/email if there Excel (.xls & .xlsx) E
g Adobe Acrobat PDF (.pdf)
are questions about the TIFF Files (.ti)
. WinZip Files (.zip )
reqUIrement- You may upload with a maximum file size of 5 megabytes (MB) per file.
o . Files t load:
NOTE: You are limited res o fploa
to 4,000 characters. Use Comments: |
the file attachment | Browse.. | (3) Attach up to 5
feature below if you Attach vour fle: [ Browse.. | documents (up
need more space. Attach Your file: [ Browse.. | to 5MB per file)
Attach Your file: [ Browse... |
Attach Your file: | Browse.. |

rantact and Chinninn Tnfarmatinn- T
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Attach Your file: | Browse... | -
Attach Your file: [ Browse.. |
Attach Your file: [ Browse.. |
Attach Your file: [ Browse.. |
Attach Your file: [ Browse.. |

Contact and Shipping Information:

Add your contact Information to this v
request: |"ES El

Qriginator State, Zip:

Multiple shipping addresses: *|N-:|

(1) Select CONUS or Shieeing: *[conus
OCONUS

(2) Enter Shipping
Information Shipping Instructions:

[ 5]

(free text)

Enter countries, multiple addresses or
any other special instructions that
would assist the vendor. NOTE: You are
limited to 4000 characters.

Characters left: 4000

Submit Request| | Back To RFQ Manager

m

;QN/L:: Scheduled Welf site Outages: Saturdays between 2-5 AM EST and the 2nd & 4th Tuesday of the month between 7-12 PM
% ; EST. Any othey/non-scheduled outages will be posted as a banner at the top of the page.

Chess Home | FAQ | Web Privacy | Security Palicy ! ARMY

(3) Click to submit RFQ = | D AK O

This page was modified on: Wednesday, Movember 09, 2011,6:42 PM (EST)
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RFQ
RFQ-Hardware RFP-Services

Create Sent Responses Expired Search
Request for Quote Success
The following RFQs were created successfully.
Request ID:RFQ-20130205-100026-100009-257472562
Request Name: TEST RFQ FOR CHESS

Contract:W91QUZ-06-D-0001 (ADMC-2) Telos

m

Request ID:RFQ-20130205-100026-100036-257472563

Request Name: TEST RFQ FOR CHESS
Contract:W91QUZ-06-D-0006 {ADMC-2) Transource

Request ID:RFQ-20130205-100026-100002-257472564

Request Name: TEST RFQ FOR CHESS

. Contract:W91QUZ-06-D-0003 (ADMC-2) CDW-G
View shows all of the

vendors that will

receive the RFQ Request Name: TEST RFQ FOR CHESS

Contract:W91QUZ-06-D-0004 (ADMC-2) Hewlett
Packard

Request ID:RFQ-20130205-100026-100020-257472565

Request ID:RFQ-20130205-100026-100006-257472566

Request Name: TEST RFQ FOR CHESS
Contract:W91QUZ-06-D-0002 (ADMC-2) Dell

Request ID:RFQ-20130205-100026-100037-257472567

Request Name: TEST RFQ FOR CHESS

UNCLASSIFIED RFQ Tutorial| 12
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= (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 RFQ Tutorial| 13



Viewing RFQ Responses




UNCLASSIFIED

US ARMY

F'E@S EIS

View RFQ Responses EHess +

moEE
om
COMPUTER HARDWARE,

ENTERPRISE SOFTWARE AND SOLUTIONS

» Loginto RFQ/RFP Manager

» RFQ responses will appear under the RFQ Responses Tab
=  (Click on the RFQ ID to open vendor response

RFQ-Hardware RFP-Services

Create Sent Responses Expired Search

RFQ VenDetails se or Esc Key

i RFQ Vendor R Detail ;
Clle RFQ ID fOI' m RFQ ID: 2574481670 IO e
Response Details

Propsal Name: test
Responder
Company: Dell
Created by: Patrick Dunlop

\ 2

Email: patrick.a.dunlop2.ctr@us.army.mil
1< << Page (g 10f 1 >>>| [Refresh Grid]
Response
RFQ ID: 257 167 Vendor Response ID 257442617
0, Eq Date: 9/13/2012 Reference Number: RFQ ID: 257448168 - e e IR
257448167 eference Number Q ID: ; - : ’ ;
Vendor Response Test received. Phone number reading (123) 123-1234; zip code reading
= 4 S Comments PO/12345. No attachment, if one was loaded.
Grand Total: Contact: Melissa Vaclavik Proposals Senior

Analyst Dell | U.S. Army, in support of CHES Srandiol:

' H H . Melissa Vaclavik Proposals Senior Analyst Dell | U.S. Army, in support of
RFQ s Direct: 5;2 513-8271 email: Contact Information CHESS RFQ's Direct: 512-513-8271 email: Melissa_Vaclavik@Dell.com
Melissa_Vaclavik@Dell.com office hours: 7:0 office hours: 7:00am to 4:00pm (CST)

to 4:00pm (CST) Attachments by Customer:

Request Name: test;

Acknowledge: YES Responded: YES
Due Date:

Expired Date:

UNCLASSIFIED
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Deleting an RFQ tHess

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

= RFQs can be deleted in the Sent view by clicking on the DeleteFromMyList link

2

€ Edit M~ B v =] o= v Page~ Safety~ Tools~v @~
_— L2 | -
_ To manage all aspects of your requests,select the appropriate tab below
Overview depending on your requirements(RFQ-Hardware / RFP - services / Software). Tutorials
Learn More
RFP » Response Times % rFQ 3 rFP
RFQ
RFQ-Hardware RFP-Services =

Create Sent Responses Expired Search

1 1 of 1 >> >| [Refresh Grid]

RFQ ID: 257472561
Program: ITES-2H Contract: W91QUZ-07-D-0006

Request Name: TEST RFQ FOR CHESS
Acknowledge: NO Responded: NO

Expected Response Date: 2/5/2013 Expected Acknowledge Date: 2/5/2013

Program: ITES-2H Contract: W91QUZ-07-D-0011

Pannact Nama- TECT RPEN ENR MHECS
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Issuing a Re-Quote cHeSS &
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= Re-Quotes can be issued after a vendor response has been received
=  Open the RFQ Response by clicking on the RFQ ID link

RFQ-Hardware RFP-Services

Create Sent Responses Expired Search

RFQ

|< << Page | 1 of 1 >> >| [Refresh Grid]
RFQ ID: 257448167
Qu1s Fr Date: 9/13/2012 Reference Number: RFQ ID: 257448168 -

257448167

Grand Total: Contact: Melissa Vaclavik Proposals Senior
Analyst Dell | U.S. Army, in support of CHESS
RFQ's Direct: 512-513-8271 email:
Melissa_Vaclavik@Dell.com office hours: 7:00am
to 4:00pm (CST)

Request Name: test;

Acknowledge: YES Responded: YES

Due Date:

Expired Date:

UNCLASSIFIED RFQ Tutorial| 17



UNCLASSIFIED

@ Y

PE ErTERPRISE INFSRHATON EVETERS

Issuing a Re-Quote conta tHess
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=  (Click on “ReQuote” to open the re-quote view

RFQ-Hardware RFP-Services

Create Sent Responses Expired Search

|< << Page §il 1 of 1 >> >| [Refresh Grid]

RFQ ID: 257464505

Program: ADMC-2

Contract: W91QUZ-06-D-0001 Vendor: Telos

Request Name: 1141 test

Acknowledge: NO Responded: NO

Date Expired: 1/25/2013 Date Acknowledge Expected:1/26/2013

Date Response Expected: 1/24/2013

ReQuote Trapsfer

RFQ ID: 257464504

Program: ADMC-2
Contract: W91QUZ-06-D-0001 Vendor: Telos

Request Name: 1141 test

UNCLASSIFIED RFQ Tutorial| 18
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= Update the RFQ and submit e

Requast:

= Normal RFQ process i1s repeated === *

Request:

Enter the datails
raquast. Be as spacific as vou
can and include

make modsl manvfacturer part
numbar & quantitiss, 2tc This
will assist the vendor in giving
wou the proper quota.

NOTE: You are limited to
4000 characters.
mors space,
attachment feature below.

Characters 12ft:4000

[ Add Attachment |
Attach a file:

Contact and Shipping Information:
Add your contact Information , | _
. Yes w
to this raquest:

Originator State, Zip: n'a
Nultiple shipping addresses: *¥ No -

Shippine: * CONUS ~ CONUS -

Shipping Instructions: -
1141 sesc -

Enter countries, multipls

instructions that would assist
the vendor. NOTE: You ar=
limitad to 4000 characters.

Characters laft: 4000
| Submit Requote Request ] | Back to RFQ Manager ]
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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
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