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= This briefing will introduce the Request for Information (RFI) process.

= RFI will allow the customer to request information ahead of time prior to a
validated requirement.

» Requests for Information (RFI's) 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 RFI
— How to create a draft RFI
— How to manage your RFIs
= Amending an RFI
= Canceling an RFlI
= Transferring an RFI
= Sharing an RFI
— How to view RFI responses from Vendors
— How vendors view RFIs from Requestors
— How to print an RFI

— How to transfer an RFI into a Request for Quote (RFQ) or a Request for
Proposal (RFP)
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Please NOTE:
= The RFI 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

Not Recommended

@ee e’

mozilla Explor Internet Explorer

Firefox

@ internet Explorer8

Google Chrome
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Step 1 - Register EHess
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= |f you do not have an account with the CHESS IT e-mart you must first
register in order to gain access to the RFI Manager.

CHESS

Army’s designated Primary Source for commercial IT

Contact Us | Feedback | Sitemap | Lot in | Register
Click “Register” at

the top left section of

Conszolidated Buy

CHESS Mission Statement

the VWarfighter's

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
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— 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 ghess

COMPUTER HARDWARE,
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You will need to login
to access the RFI

Login process.

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

will be returned to the

Ignore certificate | homteh pa|;\?|:e| I— C||(ICk on
e INKS.
Email Address:
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 RFI Manager EtHeSS =
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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
Information” or click
“Request for
Information: RFI”
under Hardware,
Software or Services.

Hardware —Kn Software / ' Services

Software Agreements = ITES-25 Contracis

DoD ESI ITS-SB Contracts
ITES-5W B o 1 FIUPUSaL ma .
License Tracker for Software: LTS Request for Information: RFI
AIT-RFID Contracis Cerfificate of Networthiness
Unlied [:apahlih&s Fmdtx:l List AGM Software IJuensmg

Rﬁqu&gt for Information: RFI Reqﬁéstﬂrlﬁmmahm RFI

UNCLASSIFIED RFI Tutorial| 9



UNCLASSIFIED

PEG EIS

PEC_ ERTERRSE NFORMATION BYSTENS

Step 5 - Create an RFI cHess i

COMPUTER HARDWARE,
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Request For Information

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

Responses Transfer

Tesiing RFI Drafi

To create an RFI from any

RFx page, hover over the

“RFI-Information” button
and select “Create”.
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Step 6 - Select Type of Request tHesSs

COMPUTER HARDWARE,
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CHESS

Army's designated Primary Source for commercial IT
Contact Uz | Feedback | Silemap | Report a Bug | My Account | Logout | Admin Tools | License Tracker
RFI

Consolidated Buy About CHESS

Create Request For Information

RFI - Information RFG - Hardware| Software RFP - Services Reverse Auction - Hardware\ Software Transfer

Save As Draft

Programs Select a program from the

-Select-  [x] | & drop down menu.

Clear  Select All

Mote: You must select either one or all.
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Step 7 - Select Vendors
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CHESS

Army's designated Primary Source for commercial IT

Contact Us | Feedback | Sitemap | Report a Bug | My Account | Logout | Admin Tools | License Tracker
RFI

Hardware i Conszsolidated Buy Resources About CHESS

Create Request For Information

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

Save As Draft

Programs
ITES-2H E|

Select all vendors
Vendors unless the

W91QUZ-07-D-D006 : requirement meets
W91QUZ-07-D-0007 :
W31QUZ-07-D-0008 - one of the

W31QUZ-07-D-0009 - X
W91QUZ-07-D-0010 : eXf_:eptlc_ms as
WI10QUZ-07-D-D011 - defined in FAR

16.505 (b) or
/ DFARS 216.505-70.

Mote: You must select either one or all.
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Step 8 - Enter Information tHess i

COMPUTER HARDWARE,
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Requestor Role
Contract Specialist |E| (1)

Request Hame

(2)

Agency and Activity
- Belect - |E| (3)

Description

Enter the detailz 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 accuraie
quote. Include POC information if there is someone the vendors can call/email if there are questiong about the requirement. NOTE: You are limited to 4000 characters. Use the file
attachment feature below if you need more space

Characters l=ft- 4000 (4)

(1) Select your role from the drop down menu.

(2) Name the RFI.

(3) Select you Agency (e.g. Army) and Activity (e.g. PEO EIS).

(4) Provide a brief description about what is needed.
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Step 9 - Add Attachments tHess
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ENTERPRISE SOFTWARE AND SOLUTIONS

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

~| Attachments

Cnly the following file types will be accepted:
- Adobe Acrobat POF [ pdf)
» Excel [ds & xlsx)
- TIFF Files {.tif)
= WinZip Files (.zip )
= 'Word {.doc & .doomx)

You may upload with a maximum file size of 5 megabytes (MEB) per file.

\

\ Browse... Clear

Browse...

Browse...

X ——
\ Browse..
=

You may attach up to 5

Hles of SMB each. NOTE: Please DO NOT
(Jvfrjyztfcn;,ag%c’,:mﬂg :rt]zs add an attachment with
WinZip files) other vendor pricing!
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~| Dates

Acknowledge Expecied Date (Date the vendor iz expected fo look at the customer requirement as per the Base Agreement)
1482016

Responze Expected Date (Date the vendor is expected to respond back to your requirement as per the Base Agreement)
172002016

Customer Required By Date (Date that you need to have a response back from the vendor)

1/20/2018|

™~

3 ° ooy 2150

Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
1 2 1 2 3 4 5 6B

5 4 5 6 7 8 9 T 8 9 10 11 12 13

0 1M 12 13 14 15 16 14 15 16 117 18 19 20

To alter the
“Customer

Required by

Date” click

on the field.
The date cannot

equal the
current date.

17 18 19 M ;@ ;3 N 113 M B % A

24 25 26 21 28 20 30 & 2

Date Time Frames

M

Today

Done

Acknowledge Expected Date: 2 Days
Response Expected Date: 10 Days
Due Date: 10 Days

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

NOTE: “Customer Required by Date” can be
altered but we ask you follow the time
frame when applicable.
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Step 11 - Submit RFI EHess
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~| Dates

Acknowledge Expecied Date (Date the vendor is expected to look at the customer requirement as per the Base Agreement)
1/&/2016

Response Expected Date (Date the vendor is expected to respond back to your requirement as per the Base Agreement)
172002016

Customer Required By Date (Daie that you need to have a response back from the vendaor)

1/20/2015

~| Contact Information

Submitting POC:
First Mame: William
Last Mame: Cody

Commercial Phone:

Email address: william.m.cody14.cir ail_mil

——

Cancel Submit )

Zv

Click to submit RFI /

UNCLASSIFIED
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View of successfully submitted RFl ghess

COMPUTER HARDWARE,
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CHESS Welcome: William Cody g _:

Amy’s designated Primary Source for commercial IT
Contact Us | Feedback | Sitemap | Report a Bug | My Account | Logout | Admin Tools | License Tracker

RFI
‘ About CHESS

Consolidated Buy ‘

RFI 141939 Created

Request For Information

Transfer

I

Actions Responses Transfer

2016-01-20 | Amend || cancel | 06 i

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

submitted your
screen will look
like this. A
bar at the top of
the page
will indicate that
your RFI has
been created.
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View of successfully submitted RFl ghess &

COMPUTER HARDWARE,
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Request For Information

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

¥ | 141939 TEST RFI \2015-1]1-05 16:36 2016-01-20 Open m | m | 0/g i
/
b \ LB ITIEEESUL NOTE: Your
S screen will
g . Version History - 1
Click the tl’lang|e ory automatica”y
to the Version Response History - 1 update every 90
left to expand, days and auto
view responses Submitting POC archive outdated
and version :
h | StO r MName William CGody Email william.m.c R Fl S
y Agancy ARMY Activity PEQ EIS
F Role Confract Specialist
or a more
deta”ed V|eW Request Mame TEST RFI
- Description TEST RFI
double click the o
RFI | | ne Item Program ITES-2H Status Open
you WOUId |Ike to Created On 1162016 Reference Mumber 141939
eX p an d Th e Acknowledged False Last Updated 1062016
- - Date Acknowledged Acknowledgment Expected 162016
inf
(.) rm at ! O n to th e Date Responded Responded False
right will display. :
Customer Required By Date 1202016 Response Expected 172012016
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The RFI Process After Submission tHess
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» Requestor and vendor will receive RFI notification via email from CHESS IT
e-mart.

= The vendor responds to the RFI.

= The requestor receives email notification that RFI responses have been
posted to the RFI Manager.

= The requestor logs back into the RFI Manager to view responses.
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Email to Requestor tHess =

COMPUTER HARDWARE,
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= Once your RFI 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 Information (RFI) through the CHESS IT e-
mart. Details of your request are below:

Title: TEST RFI
Program: ITES-2H
Reference Number: 141535
Description: TEST RF
Date Created: 1/6/2016
Customer Required By Date: 1/20/2016
Vendors Selected: Unicom
COVW-G
Dell
IBM
World Wide Technology
Iron Bow

You may also view the details of your Request by logging into your Request Manager.
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Email to Vendor(s) tHess

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

= Each vendor receives an email, which looks similar to this one, alerting
them of your RFI.

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

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

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

Your Point of Contact Is:
William Cody
Email: william.m.codyld.ctr@mail.mil < Caution-mailto:william.m.cody14.ctr@mail. mil =
Phone:

Organization:

Tl Fallmiarivme mvadlivmm s #lam Aadmils AF $laic em a3
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Creating a Draft RFI
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Step 1 - Save as Draft

COMPUTER HARDWARE,
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CHESS

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

Hardware i Consolidated Buy Resources About CHESS

Create Request For Information

RFI - Information RF& - Hardware\Software RFP - Services Reverse Auction - Hardware| Software Transfer

Save As Drafi

Programs
ITES-2H E|

If you are working an
RFI and are not quite
Vendors ready to submit

WI10UZ-07-D-0006 - click the “Save As

W910QUZ-07-D-0007 - "
WI10UZ-07-0-0003 - Draft” button.
W910QUZ-07-0-0009 -

WI1QUEZ-07-D-0010 :
WITQUZ-07-D-0011 :

Clear Select All

Mote: You must select either one or all.
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Step 2 - View RFI Drafts tHess .

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

CHESS Welcome: Wilam Cody g e

Armmy's designated Primary Source for commercial IT
Contact Us | Feedback | Sitemap | Report a Bug | My Account | Logout | Admin Tools | License Tracker
RA RFG RFI

Hardware Conzsolidated Buy About CHESS

Request For Information

( RFl - Information RFQ - Hardware Software RFP - Services Reverse Auction - Hardware! Software

Responses Transfer

Hover over the “RFI-Information” button and
select “Draft” for a list of your Draft Requests.
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Step 2 - View RFI Drafts continued tHeSS %

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

List of Draft Request

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

Created Responzes Transfer

141977 RFITEST #2 2016-01-05 17:05 2016-01-22

On this page all the Drafts RFI'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 RFQ - Hardware\ Software RFP - Services Reverse Auction - Hardware\Software

Created Responzes Transfer

141977 RFITEST #2 2016-01-05 17:05 2016-01-22

Select “Edit Draft” whenever you need to make
changes to your RFI.
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Edit Draft RFI

RFI - Information RF& - Hardware\ Sofbware RFP - Services Reverse Auction - Hardware\Software Transfer

You are editing the draft. This request has not been submitted yet

Save As Drafi

Programs

- Belect - |E|

Previous Selection(s)

Program: ITES-2H Make any necessary changes to your RFI scroll
Vi i . p—_ . an o
vendor(s). down and click “Finalize/Submit.” You also have
W910QUZ-07-D-0006 - Dell* . ) .,
W91QUZ-07-D-0007 - IBM the option to “Delete the Draft” as well.
W910QUZ-07-D-0008 - Unicom \
Wa1QUZ-07-D-0009 - CDW-G — Contact Information
W910QUZ-07-D-0010 - Iron Bow
WTCQHLZ-07-D-0011 : World Wide Technology

Firzt Name: William

Last Name: Cody

Commercial Phone: I

Email address: william.m.cody 14. cir@mail mil

A\

< Finalize / Submit || )Delete Draft

UNCLASSIFIED
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COMPUTER HARDWARE,
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View of successfully submitted RFl ghess

Your request is submitted.

Request For Information

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

RFI - Information

Ref # Mame Created Due Actions Responses Transfer

2016-01-08/17-05 2016-01-22 Open | Amend || | 0/6

» | 141877 RFI TEST #2

Once your RFlis

submitted your

screen will look
like this. A

bar at the top of
the page

will indicate that

your RFI has been
submitted.
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Amending an RFI
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Amending an RFI tHess
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The Amendment feature allows you to:
» Update an RFI at any time in the process

» Clarify the details of a request
= Notify vendors of updates or new deadlines
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Amending an RFI tHess =

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Ensure you are on the
“RFI-Information” Index by
hovering over “RFI-Information”
and then clicking “Index”

Request For Information

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

Responses Transfer

141939 TEST RFI 2018-01-05 16:38 2016-01-20

Click “Amend” on the RFI you
wish to Amend.
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Amending an RFI tHess

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Requestor Role

Contract Specialist |E|

Request Name
TEST RFI

Agency and Activity

ARMY E FEO EIS E

Deescription
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
guote. Include POC information if there iz someone the vendors can call/femail if there are questions about the requirement. MCTE: You are limited o 4000 characters. Use the file

attachment feature below if you need more space
TEST RFI Amended | 5

Characters l=f: 3283

Update information
in the Description
field as required.
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MNotice: Please ensure uploaded attachments DO NOT contain vendor proprietary information (competitor pricing, discounts, etc.). This iz unfair competition.
Instances of this will be reported to the CHESS Product Leader (PL).

~| Attachments

- Adobe Acrobat PDF (_pdf)
= Excel (s & xlsx)

- TIFF Files {.tif)

= WinZip Files {.zip )

= WWord (.doc & .docx)

Cnly the following file types will be accepted:

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

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

(The system accommodates
Word, Excel, PDF, TIF, and
WinZip files)

is to be submitted

| || Browse...
| Browse. ..
This allows you to Browse..
attach new files.
*NOTE: Your original Browse...
files are still
Browse. . Cle
attached. Only add e
additional —
attachments if those r ]
files need to be Cancel <\ Submit
updated or a new file ———————

Click “Submit” to Amend your RFI
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Amending an RFI tHess =

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Request For Information

RFI - Information RF{Q - Hardware\ Software RFP - Services Reverse Auction - Hardware!\ Software

Actions Responzes Transfer

| 141839 TEST RFI 2016-01-06 16:35 2016-01-20 Open m | | 0/

NOTE: The Status
column will not
change for the RFI
you recently
amended.

UNCLASSIFIED RFI Tutorial| 34
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Cancelling an RFI
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

The Cancel feature allows you to:

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

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Request For Information

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

- I

Ref # Name Created Due Actions Rezponzes Transfer

» | 141839 TEST RFI 2016-01-05 16:35 2016-01-20 Cpen m | | 06 i
» | 141838 TEST 2016-01-06 16:35 2016-01-20 Cpen Amend ( Cancel I' Share G |

Ensure you are on the
“RFl-Information” Index
page then click the
“Cancel” link to the right
of your RFI.
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Cancellation Confirmation

Are you sure you would like to cancel this request?

Cancel | Change in Requirement |E|

Reason

Cancel

Comments

N

Choose a
Cancel Reason
from the
drop down
menu and then
click “Submit”

> Cancel

NOTE: Once you
select “Submit”
you will not be
able to edit your
RFIL. It will be
cancelled.
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Cancelling an RFI cHess i

Request cancelled

Request For Information

RF - Information RFQ - Hardware\Software RFP - Services Reverse Auction - H: rdware\Software Transfer
B ==
Ref # Name Created Due Actions Responses Transfer
» | 141939 TEST RFI 2016-01-06 16:36 2016-01-20 Open mll 06 i
| 141938 TEST 2016-01-06 16:35 2016-01-20 Cancelled 0
A
ESITE Oncel'lthg Once your RFl is cancelled the
'S .(I:Iaace ? Status column will change to
youbW|.t ave to “Cancelled” and a bar at the top
;:l .][m a r;]ew of the page will indicate that
'Tyou have your RFI has been cancelled
a new request.
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Transferring an RFI
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The Transfer feature allows you to:

= Transfer an RFI at any time in the process to another user
= User is able to transfer multiple RFI's at once to another user

» The person who submitted or anyone with administrative authority may
transfer/reassign the RFI
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Request For Information

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

(]

Ref # Name Created Due Status Actions

»| 141946 | TESTRFI#2 2016-01-07 11-39 2016-01-21 Open mll 7 ‘H'
‘r| 141939‘ TEST RFI 2016-01-06 16:36 2016-01-20 ‘ Open | mll ‘ 06

NOTE: If you click on
Ensure you are on the multiple checkboxes
“RFI-Information” Index page you will be able to
click the checkbox under the transfer multiple RFI's
Transfer column found to the to one person
right of your RFI and then
click “Transfer.”
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Once you start typing
this field will auto
populate with a list of
users pertinent to your
Transfer Request search

Transfer to l,

User: | Corcoran, Joanna (joanna.m.corcoran.ctrigms

i

Submit contact
information about C |
end user. This s

information is
maintained by

CHESS, but not
shared with vendors.

Then click “Save” to
Transfer the RFI.
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Message from webpage @
The RFI # 141546 has been transferred to Joanna Corcoran (joanna.m.corcoran.ctr@mail.mil).
i Transfer completed Thank you for using the CHESS IT e-mart system!
Please feelfree to contact CHESS at: (838) 232-4405 if you have any questions.
oK
"PLEASE NOTE THIS IS PROPRIETARY INFORMATION AND SHOULD MOT BE SHARED WITH OTHER
VEMNDORS."
N
NOTE: The RFI that
was transferred will
Once your RFl is Transferred no longer appear in
a confirmation message like your list of RFI's.

this will show indicating that
your RFI has been
transferred. An email
confirmation will be sent to
you and the user the RFI has
been transferred to.
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Sharing an RFI
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If you have someone on your team that you wish to share your RFI information
with you can click the “Share” button on the RFI line item. This will allow the
person read only access.

Request For Information

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

Reszponses Transfer

141977 RFI TEST #2 2016-01-08 17:05 2018-01-22

Start typing the

last name of the Click the “Share”
Share Request(s) ] .
person you wish to button to provide
. > share with and a read only access to
User: | Corcoran| <— list will populate to anyone in our
choose from then CHESS IT e-mart

click Submit. \ database.
Cancel
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Request For Information

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

Actions Reszponses Transfer
»| 141977 | RFITEST#2 2016-01-08 17:05 2016-01-22 Open MII 116
o ' ' Message from webpage | 22| ' '
Corcoran, Joanna (Joezhood@acl.com) can now view the request
l"x 141876

Once you have entered the
name of the person you
wish to share your RFI with, a
confirmation screen will appear.
Click OK to continue.
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Vendor View
of
RFI Submissions
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

CHESS e veormeseors 1

Armmy's designated Primary Source for commercial IT
Contact Us | Feedback | Sitemap | Report a Bug | My Account | Logout
RA
Services Consolidated Buy About CHESS

Request For Information

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

5 I -

Ref # Name Created Reszponse Submitted Actions

RFI TEST #2 2016-01-08 17:05 2016-01-22 ¢ Respond . Mo Bid -

In order to respond to a
Once Vendors log in, they particular RFI the Vendor must
will see a screen that looks click the “Respond” link to the
like this. right of the RFI.
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Vendor Responds to an RFI tHess

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

~‘ Response |

Response Comment
| | A Vendor uses an online
form to submit aresponse,
- (bid or “no bid”), but will
submit proposal
Lieclliic documents directly to the
‘ RFI Requestor.

Charschers = 4000

~{ Attachments l

Only the following file types will be accepted:

Adobe Acrobat PDF (.pdf) YOU may attaCh up tO 5

* Excel (s & xlsx) i
| TFFFles (1D files of 5MB each.
. ::mzd“;;"e?':p". (The system accommodates
. ord (.doc doCK)

You may upload with a maximum file size of 5 megabytes (MB) per file. Word, Ex.cel,. PDF, TIF, and

| ” Browse... | WinZip files)

| || Browse... |

| || Browse.. |

| || Browse.. |

| ” Browse... |

M 113 ” M I
Vendor clicks “Respond” to submit RFI response — a"ce
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CHESS

Armmy's designated Primary Source for commercial IT
Contact L= | Feedback | Sitemap | Report a Bug | My Account | Logout
RFA

Consolidated Buy About CHESS

You have responded to the request with id = 141977

Request For Information

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

E I -

Once a Vendor hits submit

to respond to arequest a

bar at the top of the page

will indicate the response
was submitted
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CHESS

Armmy's designated Primary Source for commercial IT
Contact Us | Feedback | Sitemap | Report a Bug | My Account | Logout
RA

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

Y N -

Ref # Mame Rezponse Submitted Actions

> 141877 RFI TEST #2 2016-01-08 17:05 201e-01-22 Responded N fes

\

A Vendor needs to ensure they are on
the “Responded” page by hovering over
“RFI-Information” and clicking
“Responded” in order to see alist of
ALL responded requests.
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Requestor View
of
RFI Responses
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Request For Information

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

Search

Responses Transfer

v [ Y1950 RFI TEST #3 2016-01-07 11:59 2016-01-21 Open m m m - i
( - Responses -0/6
Contract Vendor Acknowledged Respcnded
Wa1QUZ-07-D-0006 Dell
Ensure you are on  nyz.07-0-0007 IBM /
the “RFI _

Information” Index RUZ07-D-0008 Unicom 0/6 indicates number of

page when reviewing [uz-07-D-0009 COW-G vendors that have responded.
(E.g.: Out of 6 Vendors 0 responded)

TEEPEIEET, SHEne QUZ-07-D-0010 Iron Bow

the RFI you want to

review by clicking  [uz-07-D-0011 World Wide Technology

the triangles to the
left and filter down
to see responses.

b Version Response History - 1
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Printing an RFI
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Printing an RFI

Request For Information

RFI - Information RFQ - Hardware\Software

RFP - Services Reverse Auction - Hardware\ Software
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Transfer

I -

Responzes Transfer

¥ | 141951 RFI TEST #4 2016-01-07 12:08 2016-01-21 Open mlm m 06 -
b Responses -0 /6
b Version History - 1
b Version Response History - 1

Click on the RFI
that you would

Maj . . Cody Email
like to print
Agency ARMY Activity
Role
Request Hame RFITEST #4
Description RFITEST #4
Program ITEZ-2H Status
Created On 172016 Reference Mumber

UNCLASSIFIED

william.m.cody 14 ctr@mail. mil

FPEC EIS

Confract Specizlist

Open

141931
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CHess i

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Submitting POC X

Hame

Agency

Request Mame

Description

Program

Created Cn
Acknowledged
Date Acknowledged
Date Responded

Customer Required By Date

Versions (Amendments)

Cancel Reason
Date Cancelled

Cancel Comment

UNCLASSIFIED

William Cody

ARMY

RFITEST #4

RFITEST #4

ITES-2H
172016

Falze

1212018

Emiail
Activity

Role

Status

Reference Mumber

Last Updated
Acknowledgment Expected
Responded

Response Expected

Scroll down and
Click the “Print”
button at the
bottom of the

page

william.m.cody 14 ctr@mail. mil
PEC EIS

Confract Specialist

Open
141951
172016
1112016
Falze

1212016

Create RFQ | Create RFF | Print '
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Transferring an RFI into a
RFQ or RFP
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Request For Information

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

Responzes Transfer

¥ | 141951 2016-01-07 12:08 2016-01-21 Open mlm m 06 -
b Responses -0 /6
b Version History - 1
b Version Response History - 1

Click on the RFI
that you would

Mal  like to turn into Cody Email william.m.cody 14_ctri@mail. mil
Ag an RFQ/RFP Activity PED EIS
Role Confract Specizlist
Request Hame RFITEST #4
Description RFITEST #4
Program ITEZ-2H Status Open
Created On 172016 Reference Mumber 141931
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Submitting POC X

Hame William Cody Emiail william.m.cody 14 ctr@mail. mil
Agency ARMY Activity PEC EIS
Role Confract Specialist
Request Mame RFITEST #4
Description RFITEST #4
Program ITES-ZH Status Open
Created Cn 172016 Reference Mumber 141931
Acknowledged Falze Last Updated 172016
Date Acknowledged Acknowledgment Expected 11172016
Date Responded Responded Falze
Customer Required By Date 1212016 Response Expected 12172016

Versions (Amendments)

Cancel Reason
Date Cancelled

Cancel Comment

UNCLASSIFIED

Click the “Create
RFQ” or “Create

RFP” button at the T Tl TR

bottom of the page.
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Create Request For Quote Create Request For Proposal

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

Save As Draft Save As Draft

Product Category: Programs

Fizase Select Product Categary

Clear Select All

Clear Select All Note: You must select either one or all.

Note: You must select either one or all

Request Mame
Request Name | RFITEST #4 |
| RFITEST#4 | Activity and Agenay
Activity and Agency [

|z|||-SeIec'.- E‘

[ -seee- [7|[ - seect- =l Proceed to fill in the

Descriztion a ropriate fields and Frovide & quantity for each product. Include sufficient information/details about your requirement so that the vendor ean provide you with an sccurste
Entter the details of your request. Provide 3 quantity for each product. Include sufficient information/details about your requirement =o that the vendor p p p there is someone the vendors can callemail if there are questions about the reguirement. NOTE: You are limited to 4000 characters. Use the file
quote. Include POC infarmatian if there is someone the vendors can calliemsil if there are questions sbout the requirement, NOTE: You are limited to i i it ped more space
e click the “Submit

RFITEST#4 button to submit your
RFQ or RFP. -

Cnarzcars

er: 3989

Notice: Pleass ensurs uploaded sttachments DO NOT contain vendar propristary i

nformation (competitar pricing, discounts, =

his is unfair competition

Noti se ensure uploaded attachments DO NOT contain vender proprietary information (competitor pricing, discounts, etc.). This is unfair competition Instances of this will be reported to the CHESS Product Leader [PL),
Instan: of this will be reported to the CHES§ Product Leader (PL).
| LAt |
Att;
Only the following file types will be accepted:

Only the following file types will Ee accepted: .. Adcbe Acraat POF (pd

* AQODS ACIODAL POF [pan -+ EmiEn h

- Exoal i & XK - T Fiee (11

. .'|1-|= Files (1) * WlnZp Flles (2ip)

+ WniZlp Flies (21p ) « Ward {doc & doa)

* WOrd [d0e & 0o N

SRR ) ) ’ You may uplozd with a maximum file size of 5 megabytes (ME) per file.

You may upload with a maximum file size of 3 megabytes (ME] per file.
| [oom= | | [ | [
| [[srowse- | | = | =2
| =3 | || Erowse... |
| pr— | [ Erowse..- |
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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
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