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Purpose 

CHESS IT e-mart RFQ Process 

–How to create and submit an RFQ (pgs 3-12) 

–How to view RFQ responses from vendors (pg 15) 

–How to manage your RFQ’s 

Deleting and RFQ (pg 16) 

 Issuing a Re-Quote (pgs 17-19) 

 



Create and Submit an RFQ 
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Step 1 – Access the RFQ Manager 

https://chess.army.mil 

Click on 

“RFQ/RFP” link 

https://chess.army.mil/
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Step 2 – Log into the RFQ Manager 

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 

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) 
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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 
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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.  



Viewing 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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Deleting an RFQ 

 RFQs can be deleted in the Sent view by clicking on the DeleteFromMyList link 
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Issuing a Re-Quote 

 Re-Quotes can be issued after a vendor response has been received 

 Open the RFQ Response by clicking on the RFQ ID link 
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 Click on “ReQuote” to open the re-quote view 

Issuing a Re-Quote cont’d 



UNCLASSIFIED R F Q  T u t o r i a l |  19 

UNCLASSIFIED 

 Update the RFQ and submit 

 Normal RFQ process is repeated 

Issuing a Re-Quote cont’d 
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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

