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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:
— How to create and submit an RFI
— How to manage your RFIs
» Amending an RFI
= (Canceling an RFI
» Transferring an RFI
— How to view RFI responses from Vendors
— How vendors view RFIs from Requestors
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= The RFI Process

» Amending an RFI

= (Canceling an RFI

» Transferring an RFI

= Vendor View of RFI Responses

= Requestor View of RFI Responses
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I CAUTION

Please NOTE:

UNCLASSIFIED

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

= The RFI process runs best in Firefox, Internet Explorer 9 or 10 and

Google Chrome.

mozilla Internet Explorer 9 Internet Explorer

Firefox

Google Chrome

Not Recommended

UNCLASSIFIED

Windows®

Internet Explorer8
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The RFI Process
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Step 1 — Access the RFI Manager FHess =

Contact Us | Feedback | FAQ | Sitemap | My Account | Shopping Cart | Logout

CHESS*

tomer Support: 1-888-232-4405 (Hours: 8-5 EST)

Welcome: Joanna Corcoran
Last Login: Wed, 05 Jun 2013 10:57:41 GMT
Army's designated "primary source” for commercial IT
COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Report a Bug

Click on
“RFQ/RFP/RFI”
on the Main
All Software Agreements

- Menu or under
Other Links
Servers, Networking, VTC Microsoft

ITS-SB
Unified Capabilities Product List Army Software Downloads

conean C QU cressrors Bed

Product & Prices

T e 1

PC/Notebook/Printer/NTC

Online RFP Tool

Other Links

CHESS 101 Briefing

RFQ/RFP
Schedule Ordering Guides Waivers
Exceptions RFQ Tutorials Policy
Mission Featured News FAQS
Be the Army's "Primary Source” to
sunnnrt the Warfinhtar's Tnfarmatinn

How Can I Request A Waiver?

https://chess.army.mil
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Step 2 — Log into the IT e-mart tHess *

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

@Authenticate ’-:l\ e [B v [ mm v Page~v Safetyv Tools v ﬂv ?

ContactUs | Feedback | FAQ | Sitemap | Login | Register Customer Support:

ARMY u

ol
|
CHESS r Army's designated "primary source” for commercial IT

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Hardware Di LogOn You will need to log
Please enter your user name and password. Reaister if you don't have an account. in to access the RFI

Contracts Account Information process.
Email
ADMC-2
ITES-2H Password After logging in
ou will be
DoD UC APL y
Log On Non-Army returned to the

Ordering Guides home page - click

Consoitaed By CAC Login to AKO/DKO on the RFQ/RFP

Army link again.

By clicking the Login button above, you agree to comply with the Terms of Use listed at the bottom of this page.

RFQ

Waivers

Log In

een 2-5 AM EST and the 2nd & 4th Tuesday of the month between 7-12 PM
posted as a banner atthe top of the page.

-ﬁ_&}ﬁ& 5 Scheduled Web site OQutages: Saturdays betw
w EST. Any other non-scheduled outages will

https://chess.army.mil
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Step 3 — Create an RFI

Contact Us | Feedback | FAQ | Sitemap | My Account | Shopping Cart | Logout

Customer Support: 1-888-232-4405 (Hours: 8-5 EST)

ARMY . Welcome: User User
= " Last Login: Tue, 07 May 2013 12:07:06
IIII 1 . n_ - n . GMT
Army's designated "primary source” for commercial IT
COMPUTER HARDWARE,
ENTERFPRISE SOFTWARE AND SOLUTIONS e Dl't 3 B'LI

v e oot e v

Request For Information

'l RFI - Information

= Index Show B4 entries Search: Create  Transfer I
= Create ReferenceNumber 2 Request Name % CreatedOn Due Date £ Status £

BFQ - Hardware Mo data available in table

RFP - Services

Showing 0 to 0 of 0 entries

Waivers - Requests

Y You will automatically be

defaulted to the RFQ Page.
Ensure you are on the
“RFI- Information” tab

In order to expand
information click the
triangle to the left of the
line item you want to
expand

before creating an RFI.

Chess Home | FAQ | Report a Bug | Web Privacy | Security Policy

Version: 3.4 Build: 1

Revision:
UNCLASSIFIED

Then click the
“Create” button

o AKOE!

15222
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Step 4 — Select Type of Request cHess:

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Contact Us | Feedback | FAQ | Sitemap | My Account | Shopping Cart | Logout Customer Support: 1-888- 4405 (Hours: 8-5 EST)

CHeESS

Welcome: User User
Last Login: Wed, 08 May 2013 13:14:37

Army's designated "primary source” for commercial IT GM
COMPUTER HARDWARE,
ENTERPRISE SDFTWJ\RE AND SOLUTIONS R@ ort 2 Bu
Remeﬂ:For
RFI - Information Infgrmangn Create Request For Information
=] Index
=] Create — Contracts

RFOQ - Hardware

Program
REP - Services Select a program from

Waivers - Requects the drop down menu.

Clear Select All

Note: You must select either one or all.

Requestor Role
Request Name

Description

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 is someone the vendors can callfemail if there are questions 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

Attachments

Only the following file types will be accepted:

* Adobe Acrobat PDF (.pdf)

Excel (s & odsx)

TIFF Files (.4f)

WinZip Files (.zip )

Word (.doc & .docx)

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

.

=

UNCLASSIFIED RFI Tutorial |
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Step 5 — Select Vendors tHesS .

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Contact Us | Feedback | FAQ | Sitemap | My Account | Shopping Cart | Logout Customer Support: 1-888-232-4405 (Hours: 8-5 EST)

Welcome: User User

ARMY m
CHESS ': Last Login: Wed, 08 May 2013 13:14:37
[ - = =
. Army's designated "primary source” for commercial IT &ar

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Report a Bug

4[| RFI- Infgratign Create Request For Information

=] Index
=] Create — Contracts

» [ | REQ - Hardware

Program
» [ REP - Semvices

> [ Waivers - Requests W91QUZ-06-D-0013 : HP Enterprise Services
W91QUZ-06-D-0010 : IBM

W91QUZ-06-D-0017 : Lockheed Martin
W91QUZ-07-D-0004 : NCI Information Systems
W91QUZ-07-D-0005 : Northrop Grumman
W91QUZ-07-D-0002 : Pragmatics, Inc.

W01QUZ-06-D-0016 : Science Applications International Corporation
W91QUZ-06-D-"15 . 215, I

Select all vendors unless m

the requirement meets

one of the exceptions as —|

defined in FAR 16.505 (b)
or DFARS 216.505-70. Feq“%t i

L1

Description

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 is someone the vendors can call/email if there are guestions about
the requirement. NOTE: You are limited to 4000 characters. Use the file attachment feature below if you need more space

Characters left: 4000

Attachments

Only the following file types will be accepted:
Adobe Acrobat POF (.pdf)

Esccel (xls & od=x)
TIFF Files (.tif)
WinZip Files (.zip }
Word (.doc & .doox)

LRI

A nae fila

UNCLASSIFIED RFI Tutorial| 10




UNCLASSIFIED

_ PE
CHESS

Step 6 — Enter Information

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Contact Us | Feedback | FAQ | Sitemap | My Account | Shopping Cart | Logout

CHESS®

Customer Support: 1-888-232-4405 (Hours: 8-5 EST)

Welcome: User User
Last Login: Wed, 08 May 2013 13:14:37

Army's designated "primary source” for commercial IT GM
COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS ReEDrt a BLIg

2| RFI - Information Create Request For Information

=] Index
=] Create — Contracts
» [2) REQ - Hardware Proaram
|| RFP - Services

» | Waivers - Requests

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

(2) Name the RFI.

(3) Provide a brief
description about

what is needed. 7T——o__

UNCLASSIFIED

W91QUZ-06-D-0013 :
W91QUZ-06-D-0010 :
W91QUZ-06-D-0017 :
WO91QUZ-07-D-0004 :
W91QUZ-07-D-0005 :

W91QUZ-07-D-0002 :
W91QUZ-06-D-0016 :
W91QUZ-06-D-0015 :

Clear

HP Enterprise Services

IEM

Lockheed Martin

NCI Information Systems

Northrop Grumman

Pragmatics, Inc.

Science Applications International Corporation
STG, Inc.

Select All

Note: You must select either one or all.

Reguestor Role

Request Name

Description

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. Incdude POC information if there is someone the vendors can callfemail if there are questions about
the requirement. NOTE: You are limited to 4000 characters. Use the file attachment feature below if you need more space

Characters left: 4000

Attachments

Only the follewing file types will be accepted:
Adobe Acrobat PDF (.pdf)

Excel (.xls & adex)
TIFF Files (.tif)
WinZip Files (.zip )
Word (.doc & .docx)

LRI

A nar fila

RFI Tutorial| 11
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

LreEsLripan

Enter the details of your request. Provide a quanfity for each product. Include sufficient information/details about vour requirement so that the
vendar can provide you with an accurate quote. Include POC information if there is someone the vendors can call/email if there are questions about
the requirement. NOTE: You are limited to 4000 characters. Use the file attachment feature below if you need more space

[rhis is only a test

Characters left: 3981

— Attachments

Cnly the following file types will be accepted:
= Adobe Acrobat POF (.pdf)
= Excel (s & dsx)
= TIFF Files (iif)
= WinZip Files {.zip }
= Word (.doc & .docx)
You may upload with a maximum file size of 5 megabytes (MB) per file.

I Browse... | Clear
I Browse... | Clear
I Browse... | Clear

N Browse... | Clear
\ Browse... | Clear

— Dates \

Acknowledge Expected Date You may attach up to 5

5/10/2013 .

|R —— files of 5MB each.

| ;?f f;;;l;pe seuee (The system accommodates :l
Word, Excel, PDF, TIF, and

Lot i WinZip files)

| 5/18/2013

NOTE: Please DO NOT

add an attachment

with other vendor
pricing!

UNCLASSIFIED RFI Tutorial| 12
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Leseripuon
Enter the details of your request. Provide a quantity for each product. Indude sufficient information/details about your requirement so that the
vendor can provide you with an accurate quote. Indude POC information if there is someone the vendors can callfemail if there are questions about
the requirement. NOTE: You are limited to 4000 characters. Use the file attachment feiture below if you need more space
This is only a test
— Dates
Characters |sft: 3581 Acknowledge Expected Date
— Attachments | 5/12/2013] x |
M w2013 A
Only the following file types will be acce - _ - 2 |
B e Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa |
+ TIFF Files ( &)
* WinZip Files (.zip } L 2 3 4
+ Word (.doc & .docx) i 5 6 7T 3 9 10 M 3 4, 5 6 71 8
You may upload with a maximum fi
13 14 15 16 17 18 10 11 12 13 14 15
I 19 20 21 22 23 24 25 16 117 18 19 20 21 22
I 26 27T 28 29 30 3 23 24 25 26 27T 28 29
I 30
I Today Done
I Browse... ‘ Clear
To alter a date — Dates |
I‘lght Cth on \ Acknowledge Expected Date .
the field you
wish to change. \ R;jff;;;lixpected Date AC};(DOW]EdgE Expeci(:leg Datg: ]2) Days
Dates can not ~_ N S, espon]s)e rlc)pectel Date. ays
equal current S (518201 ue Date: 10 Days
date.
NOTE: Dates can be altered but we ask
you follow the time frame when
applicable.

UNCLASSIFIED RFI Tutorial| 13
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

LesLipuon

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 is someone the vendors can call/email if there are guestions about
the reguirement. NOTE: You are limited to 4000 characters. Use the file attachment feature below if you need more space

[I'his is only a test

Characters left: 3981

— Attachments

Only the follewing file types will be accepted:
= Adobe Acrobat PDF (.pdf)
Excel (.xls & .xdsx)
TIFF Files {.tif)
WinZip Files (.zip )
= Word (.doc & .docx)
You may upload with a maximum file size of 5 megabytes (MB) per file.

LI

I Browse... ‘ Clear
I Browse... ‘ Clear
I Browse... ‘ Clear
I Browse... ‘ | Clear |
I Browse... ‘ Clear

— Dates
Acknowledge Expected Date
| 5/10/2013 |
Respanse Expected Date
| 5/11/2013 |
Due Date
| 5/18/2013 |

Submit ncel

Click to submit RFI >

UNCLASSIFIED RFI Tutorial| 14
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View of successfully submitted RFI EHess =

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Contact Us | Feedback | FAQ | Sitemap | My Account | Shopping Cart | Logout

Customer Support: 1-888-232-4405 (Hours: B-5 EST)

- Welcome: User User

= “ Last Login: Wed, 08 May 2013 13:14:37

IIII . . - - . - GMT
Army's designated "primary source” for commercial IT

COMPUTER HARDWARE,

ENTERPRISE SOFTWRRE AND SOLUTIONS

Report a Bug
RFI 8 Created
Request For
4[| RFI - Information Request For Information
=] Index Show FlIEE4 entries Create  Transfer I
=] Create
RFQ - Hardware < Name < CreatedOn 2 Due Date % Status %
RFP - Services

5/8/2013 9:16 5/17/2013 8:00

Amend |
AM PM o L

Waivers - Requests

Showing 1 to 1 »f 1 entries

Once your RFI is
submitted your
screen will look

like this. A black

bar at the top
will indicate that

your RFI has

been created.

Chess Home | FAQ | Report a Bug | Web Privacy | Security Policy AK ARMY
ONLIE

Version: 3.4 Build: 1 Revision: 15222
UNCLASSIFIED

UNCLASSIFIED
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View of successfully submitted RFI FHess =

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Contact Us | Feedback | FAQ | Sitemap | My Account | Shopping Cart | Logout Customer Support: 1-888-232-4405 (Hours: 8-5 EST)

Welcome: User User

CHESS ':':_ Last Login: Wed, 08 May 2013 13:37:30
Army's designated "primary source” for commercial IT G

COMPUTER HARDWARE,
ENTERPRISE SDFTWJ\RE AND SOLUTIONS R(-_\ ot 2 Bu

e ot o i

Request For Information

F] RFI - Information

=] Index Show BUE4 entries Search: Create  Transfer I
=] Create t
RFQ - Hardware ReferenceNumber < ﬁ:?ne ] CreatedOn % Due Date % Status &
BEP - Services 5/8/2013 9:16 5/17/2013 8:00
Waivers - Requests 3 8 RFI Test AM M Cancelled Il
. 5/8/2013 9;19 5/17/2013 8:00 Amend |
1 9 RFI Test 2 M M Open Cancel O
~ Responses to current version 1/8 ‘
Contract Vendor Acknowledged Responded
W91QUZ-06-D-0002 Dell 5/6/2013 5/8/2013
5/8/2013 9:33 5/17/2013 8:00 Amend |
» 11 RFI Test 3 M PM Open Cancel |

For a more

detailed view

double click the NOTE: Yo.ur
RFI line item screen .w111
automatically

you would like to
update every 90

expand.
days and auto
archive outdated
RFT’s
;@9 sAE] Chess Home | FAQ | Report 3 Bug | Web Privacy | Security Policy

UNCLASSIFIED RFI Tutorial| 16
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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 requestor RFI Manager.

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

UNCLASSIFIED RFI Tutorial| 17
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

=  Once your RFI is submitted you will receive an email from CHESS like
the one below.

Y E

Classification: UNCLASSIFIED

Caveats: NONE

You have just successfully submitted a new RFI through the CHESS IT e-mart

titled: RFI-TEST

You may view the details of your request by logging into your RFI Manager:

Please check your RFI Manager regularly to see if you have received any

responses from the vendors. You will also receive an email when a response is
received.

Thank you for using the CHESS IT e-mart system! E
Please feel free to contact CHESS at: (888) 232-4405 if you have any

questions.

Classification: UNCLASSIFIED [ ]
Caveats: NONE =

UNCLASSIFIED RFI Tutorial| 18



UNCLASSIFIED
Lo
PES® EIS

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.

Y E

Classification: UNCLASSIFIED

Caveats: NONE

The CHESS IT e-mart has brought you a potential customer! By accessing the

RFI below, you are acknowledging the receipt of the RFI.

Please coordinate with the customer concerning their pending RFI by logging

into the RFI Manager.

Keep in mind that CHESS customers are awaiting your response, and your

timeliness in addressing their RFIs is greatly appreciated.

Thank you for using the CHESS IT e-mart system!

Please feel free to contact CHESS at: (888) 232-4405 if you have any

questions.

Classification: UNCLASSIFIED [ ]
Caveats: NONE | |

UNCLASSIFIED RFI Tutorial| 19
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Amending an RFI
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Amending an RFI tHess

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

UNCLASSIFIED RFI Tutorial]| 21
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Amending an RFI cHeSS &

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Contact Us | Feedback | FAQ | Sitemap | My Account | Shopping Cart | Logout

Customer Support: 1-888-232-4405 (Hours: B-5 EST)

mE Welcome: User User
L] |

-- l Last Login: Wed, 08 May 2013 13:14:37
e . - S " = GMT

Army's designated "primary source” for commercial IT
COMPUTER HARDWARE,
ENTERPRISE SOFTWRRE AND SOLUTIONS

Report a Bug
RFI 8 Created
Request For . .. .
4[| RFI - Information Request For Information
=] Index Show FLRIEY entries Search: Create  Transfer I
=] Create Request
RFQ - Hardware ReferenceNumber < Name ¢ CreatedOn Due Date < Status <
RFP - Services 5/8/2013 9:16 5/17/2013 8:00
Waivers - Requests ' E HAITE AM PM Ope Cancel U

Showing 1 to 1 of 1 entries

Ensure you are on the
“RFI-Information” tab
then click the
“Amend” link to the
right of your RFI.

PEF EIS

Chess Home | FAQ | Report a Bug | Web Privacy | Security Policy n AK ARMY
[ ITI’IEIﬁ

Version: 3.4 Build: 1 Revision: 15222
UNCLASSIFIED

UNCLASSIFIED
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Amending an RFI tHess

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Contact Us | Feedback | FAQ | Sitemap | My Account | Shopping Cart | Logout Customer Support: 1-888-232-4405 (Hours: 8-5 EST)

CHESS

Welcome: User User
Last Login: Wed, 08 May 2013 13:14:37

Army's designated "primary source” for commercial IT &
COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS Re:ort a BLIg
4 RFI - Information
= Index Amend
=] Create Requestor Role
oo e
RFP - Services R’_q;e uest Name
Waivers - Requeasts RFI Test |
Description
[This is only a test ‘
/ Characters Isf: 2000
/ — Dates
Acknowledge Expected Date
Update [ 5/10/2013 |
information in the r;;ff;;;l?med Bis |
Description field as Due Date
required. | 5/18/2013 |
— Attachments

Qnly the following file types will be accepted:
= Adobe Acrobat PDF (.pdf)
= Excel (xls & odsx)

TIFF Files (.tif)

WinZip Files (.zip )

Word (.doc & .deoox)

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

.

.

| oo | I
| Browse... | Clear
| Browse... | [ clear |
_ _ | Browse... | [NIGISar

UNCLASSIFIED RFI Tutorial| 23
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COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

WaIvers - Fequests

Description

This is only a test

Characters left: 4000

— Dates

Acknowledge Expected Date

| 5/10/2013

Response Expected Date

| 5/11/2013

Due Date

| 5/18/2013

This allows you to
attach new files.

— Attachments

COnly the following file types will be accepted:
Adobe Acrobat POF (.pdf)
= Excel (xls & xdsx)

N

TIFF Files {.tif)

WinZip Files (.zip )

Word (.doc & .docx)

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

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

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

/

I Browse... ‘ | Clear |
I Browse... ‘ Clear
I Browse... ‘ Clear
I Browse... ‘ Clear
I Browse... ‘ | Clear |

@@=

Click “Save” to subn

Sy
5

UNCLASSIFIED

nit RFI amendment

Chess Home | FAQ | Report 2 Bug | Web Privacy | Security Policy

Version: 3.4 Build: 1 Revision: 15222
UNCLASSIFIED

I AKOE!
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Amending an RFI cHeSS &

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Contact Us | Feedback | FAQ | Sitemap | My Account | Shopping Cart | Logout

Customer Support: 1-888-232-4405 (Hours: 8-5 EST)

ARMY

- Welcome: User User

= " Last Login: Wed, 08 May 2013 13:14:37

---- . a . " - GMT
Army's designated "primary source” for commercial IT

COMPUTER HARDWARE,

ENTERPRISE SDFTWJ\RE AND SOLUTIONS

Report a Bug
RFI 8 amended

Request For. .. .
4 || RFI - Information Request For Information

=] Index Create  Transfer I

=] Create

RFO - Hardware ReferenceNumber < < CreatedOn < Due Date < Status <

RFP - Services 5/8/2013 9:16 5/17/2013 8:00 Amend |

3 i Amend
Waivers - Requests E AM PM LPET Cancel U

Showing 1 to 1 of 1 entries

Once your RFI is
amended your
screen will look
like this. A black
bar at the top will
indicate that your
RFI was amended.

Chess Home | FAQ | Report a Bug | Web Privacy | Security Policy n AK ARMY
o DHLINE

Version: 3.4 Build: 1 Revision: 15222
UNCLASSIFIED

UNCLASSIFIED
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Canceling an RFI
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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

UNCLASSIFIED RFI Tutorial| 27
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Canceling an RFI cHeSS &

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Contact Us | Feedback | FAQ | Sitemap | My Account | Shopping Cart | Logout

Customer Support: 1-888-232-4405 (Hours: B-5 EST)

mE Welcome: User User
L] |

-- l Last Login: Wed, 08 May 2013 13:14:37
e . - S " = GMT

Army's designated "primary source” for commercial IT
COMPUTER HARDWARE,
ENTERPRISE SOFTWRRE AND SOLUTIONS

Report a Bug
RFI 8 Created

Request For . .. .
4 RFI - Information Request For Information

=] Index Show LIRS entries Search: Create  Transfer I

=] Create Request

RFQ - Hardware ReferenceNumber < Name < CreatedOn < Due Date ¢ Status <

RFP - Services f . . i

R 2 RFI Test 5/8/2013 9:16 5/17/2013 8:00

Open —
Waivers - Requests AM PM ? (“Concel Y

Showing 1 to 1 of 1 entries

Ensure you are on the
“RFI - Information” tab
then click the “Cancel”
link to the right of your

RFI.

PEF EIS

Chess Home | FAQ | Report a Bug | Web Privacy | Security Policy AK ARMY
ONLIE

Version: 3.4 Build: 1 Revision: 15222
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Canceling an RFI CHeSS =

moEE
om
COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Contact Us | Feedback | FAQ | Sitemap | My Account | Shopping Cart | Logout Customer Support: 1-888-232-4405 (Hours: 8-5 EST)

ARMY

Welcome: User User

"" Last Login: Wed, 08 May 2013 13:14:37

IIII . . w . n - GMT
Army's designated "primary source” for commercial IT

COMPUTER HARDWARE,

ENTERPRISE SDFTWERE AND SOLUTIONS

Report 3 Bug
T
Request For . .. .
4 [ | RFI - Information Request Cancellation
=] Index ] ) .
= Create Cancellation Confirmation
— Are you sure you would like to cancel this request?
RFQ - Hardware
BFP - Services Cancel Reason
Waivers - Requests [Change in Requirement v]
Cancel Comments
Characters left: 4000
Choose a @m
Cancel Reason NOTE: Once you o
from the select “Yes”you | PEF EIS
drop down will not be able T
menu and then Chess Home | FAQ | Report a Bug | Web Privacy | Security P to edit your 1 {I]#}#j
click “Yes” to Version: 3.4 Build: 1 Revision: 15222 RFI. It will be e baioed
. UNCLASSIFIED
submit. cancelled.
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CHESS i

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Customer Support: 1-888-232-4405 (Hours: 8-5 EST)

ARMY

CHESS i

COMPUTER HARDWARE,
ENTERFRISE SDFTWJ\RE AND SOLUTIONS

4 RFI - Information
= Index
=] Creste
RFQ - Hardware
RFP - Services

Waivers - Reguests
Showing 1 to 1 of 1 entries

NOTE: Once
RFI is cancelled
you will have to

submit a new
RFI if you have

a new request.

UNCLASSIFIED

Army's designated "primary source” for commercial IT

Chess Home | FAQ | Report a Bug | Web Privacy | Security Policy

Version: 3.4 Build: 1 Revision: 15222

Welcome: User User
Last Login: Wed, 08 May 2013 13:14:37
GMT

Report a Bug

R T

Request For Information

Search: Create  Transfer I
Request o e ~ o
Name [+ CreatedOn % Due Date & Status <
/! : :
RET Test 5/8/2013 9:16 5/17/2013 8:00 S ]

AM PM

Once your RFI is
cancelled the Status

column will change to
“Cancelled”
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The Transfer feature allows you to:

» Transfer an RFI at any time in the process to another user
= User 1s 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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How a Requestor Transfers an RFI tHesSs =

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Contact Us | Feedback | FAQ | Sitemap | My Account | Shopping Cart | Logout Customer Support: 1-888-232-4405 (Hours: 8-5 EST)

Welcome: User User

CHESS "" Last Login: Fri, 10 May 2013 12:54:19
IIII r . o n - GMT
Army's designated "primary source” for commercial IT

COMPUTER HARDWARE,
ENTERPRISE SOF'IWJ\RE AND SOLUTIONS
Report a Bug

R T

Request For Information

a RFI - Information

=] Index Show EURIR4 entries Search: Create _Transfer I
=] Create Request *
RFQ - Hardware ReferenceNumber £ Name s CreatedOn % Due Date % Status &
RFP - Services 5/8/2013 9:16 5/17/2013 8:00
Waivers - Requests ' 5 RFI Test AM PM Cancell O

N 9 RFI Test 2 i}:HZOB 9:19 3#:.??2013 8:00 fen Jé;nnecr:lj | I:l

5/8/2013 9:33 5/17/2013 8, Amend |
» 11 RFI Test 3 e Ir Open e [
Ensure you are on the NOTE: If you click on
“RFI - Information” tab .
. multiple checkboxes
click the checkbox under the .
you will be able to
Transfer column found to the .
 oht of RFI and th transfer multiple
Ir1 (0} our an en
g , YOu " RFTI’s to one person
click “Transfer.
T
Chess Home | FAQ | Report 3 Bug | Web Privacy | Security Policy n ARMY
Version: 3.4 Build: 1 Revision: 15222 m
UNCLASSIFIED
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EHess i

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Contact Us | Feedback | FAQ | Sitemap | My Account | Shopping Cart | Logout

ARMY

CHESS i

COMPUTER HARDWARE,
ENTERFRISE SDFTWR.RE AND SOLUTIONS

BT -

Contracts

RFI

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

Customer Support: 1-888-232-4405 (Hours: 8-5 EST)

Welcome: User User
Last Login: Fri, 10 May 2013 12:54:19

rce” for commercial IT GMT
Report 3 Bug
crirt oot

Transfer

DoD UC APL
Transfer To )
N

Ordering Guides |

Consolidated Buy

d

Save to List

RFQ Submit contact
information about
end user. This
o information is
maintained by
CHESS, but not
shared with
vendors.

Waivers

Chess Home | FAQ | Report a Bug | Web Privad]

Version: 3.4 Build: 1 Revision: 15
UNCLASSIFIED

Then click “Save” to -
Transfer the RFL. < AKOE |

s
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CHESS

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Customer Support: 1-888-232-4405 (Hours: 8-5 EST)

CHESS *

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Army's designated "primary source” for commercial IT

Consolidated Buy

Requests Transferred to User, Another {user@anotheruser.com

Request For Information

RFI - Information

Welcome: User User
Last Login: Fri, 10 May 2013 12:54:19

GMT

Report a Bug

o

=] Index Show FUEY entries Create  Transfer I
=] Create Request
RFQ - Hardware ReferenceNumbey < Name b+ CreatedOn < Due Date $ Status &
RFP - Services 5/8/2013 9:16 5/17/2013 8:00
3 8 RFI Test | C lled
Waivers - Requests = AM PM ancelle O
5/8/2013 9:19 5/17/2013 8:00 Amend |
» 9 RFI Test 2 AM PM Open Cancel O
Showing 1 to 2 of 2 eatries

Once your RFI is
Transferred your
screen will look
like this. A black
bar at top will
indicate that your
RFI has been
created.

NOTE: The RFI
that was
transferred will no
longer appear in
your list of RFT’s.

Chess Home | FAQ | Report a Bug | Web Privacy | Security Policy

Version: 3.4 Build: 1 Revision: 15222
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Vendor View

of
RFI Submissions
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Vendor View of RFI Response tHess

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Contact Us | Feedback | FAQ | Sitemap | My Account | Shopping Cart | Logout Customer Support: 1-888-232-4405 (Hours: 8-5 EST)

Welcome: Vendor

ARMY »
] ~ : : i 7.
I I Army's designated "primary source” for commercial IT L2stLogin: Wed, 08 May 2013 13:33:27
COMPUTER HARDWARE, GMT
ENTERPRISE SDFTWRRE AND SOLUTIONS e ort a Bu

T T

Request For Information

a RFI - Information

WI1QUZ-06-D-0002 : ADMC-2 i

=] Index =
RFQ - Hardware e Search: |
RFP - Services ReferenceNumber 2 :g'llnem = CreatedOn % Due Date % Status +
/ : : ]
> g RFT Test 2 5/8/2013 9:19 5/17/2013 8:00 Responded es ond | No
AM PM id
/ : - ]
, 1 RFT Test 3 5/8/2013 9:33 5/17/2013 8:00 Open gs ond |
AM PM Bid
Showing 1 to 2 of 2 entries

Snts Yendors [0f 185 In order to respond to a

10747 see a screen particular RFI the Vendor
U0EN3] Ol 139 VL must click the “Respond”

link to the right of the RFI.

Chess Home | FAQ | Report a Bug | Web Privacy | Security Policy n nKumm'
Version: 3.4 Build: 1 Revision: 15222 = —
UMCLASSIFIED
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Vendor Responds to an RFI EtHesSs *

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Contact Us | Feedback | FAQ | Sitemap | My Account | Shopping Cart | Logout Customer Support: 1-888-222-4405 (Hours: 8-5 EST)

Welcome: Vendor

‘ - II i . - " . i e
Army’s designated "primary source” for commercial IT Last Login: Wed, 08 May 2013 13:33:27

COMPUTER HARDWARE, GMT
ENTERPRISE SDF'IWKRE AND SOLUTIONS RE ort 2 Bu

o T N

Request For
RFI - Information RESDOI’Id to Request
=] Index
RFQ - Hardware — Response
RFP - Services ‘TEX’E
Characters left: 4000
— Attachments
A VendOI‘ uses an Online Only t:egcllcwli:ng file (t\/p[ilgs will be accepted:
= Adobe Acrobat PDF (.
form to submit a + Bl (s & i)
. “ S You may attach up to 5
response, (bid or “no ; ez Fes(2p) y p
bid”) but Will Submit You may upload with a maximum file size of 5 megabytes (MB) per file. files Of 5MB each.
’ 1d | (The system accommodates
proposal documents Word, Excel, PDF, TIF, and
directly to the RFI | WinZip files)
Requestor. I Browse... | | Clear |
| Browse... ‘ Clear
I Browse... ‘ | Clear |

/( Respond| )cancel

Click “Respond” to submit RFI response

g_&! s F‘ Chess Home | FAQ | Report 2 Bug | Web Privacy | Security Policy AK ARMY
%m_. ﬁ o OMLINE

Version: 3.4 Build: 1 Revision: 15222
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Vendor Responds to an RFI CHess:

COMPUTER HARDWARE,

ENTERPRISE SOFTWARE AND SOLUTIONS

Contact Us | Feedback | FAQ | Sitemap | My Account | Shopping Cart | Logout Customer Support: 1-888-232-4405 (Hours: 8-5 EST)
ARMY mmm Welcome: Vendor
CHESS “:-

. Army's designated "primary source” for commercial IT Last Login: Wed, 08 May 2013 13:33:27

COMPUTER HARDWARE, GMT
ENTERPRISE SOFTWARE AND SOLUTIONS Report a Bug

= comsitr s

Request For Information

a RFI - Information

~
=] Index =
EFQ - Hardware florll Mhoiioe Search: |
RFP - Services ReferenceNumber < :!:'r]nem = CreatedOn & Due Date < Status <
5/8/2013 9:19 5/17/2013 8:00 Respond | No
3 9 RFI Test 2 aM PM Responded Bid
5/8/2013 9:33 5/17/2013 8:00 Respond | No
3 11 RFI Test 3 AM PM Open Bid

Showing 1 to 2 of 2 entries

Once a response is
submitted the Status will
change to “Responded.”

Chess Home | FAQ | Report a Bug | Web Privacy | Security Policy n AK ARMY
[T | ﬁ'ﬁm"i

Version: 3.4 Build: 1 Revision: 15222
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Requestor View
of
RFI Responses
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View RFI Response tHess &

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS

Contact Us | Feedbadk | FAQ | Sitemap | My Account | Shopping Cart | Logout Customer Support: 1-888-232-4405 (Hours: 8-5 EST)

Welcome: User User
Last Login: Wed, 08 May 2013 13:37:30
GMT

Army's designated "primary source” for commercial IT

COMPUTER HARDWARE,
ENTERPRISE SOFTWARE AND SOLUTIONS
Report a Bug

T

Request For Information

a RFI - Information
=] Index Search: Create  Transfer I
=] Create
RFQ - Hardwiare ReferenceMumber < ml:ﬁt = CreatedOn < Due Date = Status <
RFP - Services 5/8/2013 9:16 5/17/2013 8:00
Waivers - Reguaste » -] RFI Test AM M Cancelled |
g g RET Test 2 iﬁfzma 9:19 g:ql?;'zom 8:00 open ,é;nnirglj | 0
-~ Responses to current version (1 .‘ﬁ
Ensure you are Contract Vendor Acknowledged W
on the “RFI - W91QUZ-06-D-0002 Dell 5/8/2013 [s2013
1 22 5/8/2013 9:33 5/17/2013 8:00 Amend |
Informatlf)n .tab y o1 RFI Test 3 " o Open Cancel U
when reviewing Showing 1 to 3 of 3 entries
responses.
Double click on
the RFI you

1/8 indicates number of

vendors that have responded.
(Ex: Out of 8 Vendors 1 responded)

want to review
and filter down
to see responses.

Chess Home | FACQ | Report 3 Bug | Web Privacy | Security Policy
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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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