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RFQ Training Module Overview 
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Description:  This training module will take you step-by-

step through the Request for Quote (RFQ) 

document in the Regional Business 

Application (RBA) IT-Solutions Shop (ITSS) 

component as well as the integrated RBA & 

e-Buy Solicitation Process. 

Navigation:  If the tutorial opens up in your web browser, simply click your mouse or your space bar to advance to 

the next slide. Use the “Backspace” key to go back. If the tutorial opens in the PowerPoint application, click on 

“F5” to view the tutorial. Use the spacebar or click your mouse to advance to the next slide.  To go back, click on 

the “Backspace” key.  



RFQ Glossary 
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Term Definition 

RFQ Request For Quote - If RFQ is published in ITSS, then contractors will submit 

quotes in ITSS. If the RFQ is published in e-Buy then contractors will submit 

quotes in e-Buy. 

RFI Request For Information – Checking the „Sources Sought‟ option on the 

BOMSOW/Order Mod for an RFQ being published in e-Buy delineates a RFI. 

Contactors will not be required to provide dollar amounts on their quote 

responses and a Market Analysis cannot be generated from the RFI once 

closed. 

Sources Sought If „Publish in e-Buy‟ on a BOMSOW/Order Mod is set to Yes, this option 

determines whether users would like it to be an RFI (Sources Sought  = Yes) or 

RFQ (Sources Sought = No). 

Quote Due Date & 

Time 

The date  and time that the bidding process ends. 

No Bid Option for Contractor to notify CSR they are not participating in specified RFQ. 

Quote Summary for 

Unregistered 

Contractors 

ITSS page that is generated after RFQ process is closed on an e-Buy published 

RFQ. Lists quote information submitted by Contractors who weren‟t registered 

in ITSS at the time the RFQ was closed. 

Faxed Quote Quote that CSR submits on Contractor‟s behalf after the RFQ has been closed. 



ITSS RFQ Privileges 
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user Role | Action Create Edit View 

GSA user 
   

Client 
 

Contractor 
* 

*Contractors may only view pre-award if on BOMSOW Contractor List 
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RFQ / Awarded Order Package View / GSA user / View mode 

Click on the RFQ link in the Order 

Package View to open an existing 

RFQ in view mode 



Within the Pre-Award Workflow Context 
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The user indicates on the BOMSOW if they would 

like to publish the RFQ in e-Buy. Publishing an 

RFI/RFQ in e-Buy complies with Section 803 

(Defense Authorization Act of 2002) which requires 

Department of Defense (DoD) agencies to seek a 

broad range of competition. 

If the RFQ is published in 

ITSS then contractors will 

submit quotes in ITSS. 

 

If the RFI/RFQ is published 

in e-Buy then contractors 

will submit quotes in e-Buy. 



e-Buy Overview 

 ITSS & e-Buy are integrated to allow: 

 GSA to publish ITSS RFQs & RFIs in e-Buy 

 Contractors to view & bid on opportunities from ITSS in e-Buy 

 

 e-Buy provides compliance with Section 803 which 

requires DoD agencies to seek a broad range of 

competition. All e-Buy registered contractors can view/bid 

on all RFQs published in e-Buy. 

 

 Web Services technology allows the RBA (and other 

external applications) to post RFQs to e-Buy and to import 

e-Buy quotes back into the application: 

 This e-Buy feature is called e-Buy Connect. 
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RBA & e-Buy Solicitation Process 
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Create a Request for 

Information (RFI) in 

ITSS by setting 

Sources Sought = Yes 

on the BOMSOW 

Create a Request for Quote 

(RFQ) in ITSS by setting 

Sources Sought = No on 

the BOMSOW 



Publishing an RFQ in ITSS 
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On BOMSOW, 

If No is selected, then the 

RFQ will be published in ITSS 

Contractor selection occurs on the BOMSOW via 

the Contractor pick list. 

 

Desired contractors must be selected (highlighted 

in blue) in order to be issued the RFQ. 

Create an RFQ by clicking 

the Request Quote button 

on the top of the submitted 

BOMSOW 



Request for Quote (RFQ) – Quotes Requested status / Top 1/2 of form / GSA user / Edit mode 
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All task items (both active 

and inactive) on the 

BOMSOW are displayed 

on the RFQ for contractor 

bidding 

Click the BOMSOW link to 

review requirements as 

well as all task item details 

RFQ status 



Request for Quote (RFQ) – Quotes Requested status / Bottom 2/2 of form / GSA user / Edit mode 
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The RFQ close date 

and  time 

Restrict the client‟s view 

privileges to quotes to:  

• View all quotes 

• View no quotes 

• View only the winning quote 

Allow all GSA users 

in the region to view 

the quotes or only the 

users on the COI 

If CSRs on the order want to be automatically 

emailed when a quote is submitted then click 

Yes to “Notify Cust Reps…” (does not apply for 

RFQs published in e-Buy). 



Publishing an RFI/RFQ in e-Buy 

12 

If Yes is selected, then the 

RFQ will be created in ITSS 

and subsequently published 

in e-Buy via e-Buy Connect 

Contractor selection 

occurs in e-Buy after  

creating the RFQ in ITSS 

Create an RFQ/RFI by clicking 

the RFQ button on the top of 

the submitted BOMSOW 

Create an 

RFI by 

selecting 

Yes 



Request for Quote (RFQ) – Quotes Requested – RFQ Published in e-Buy / Top 1/2 of form / GSA user / Edit mode   
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If Sources Sought is No then the 

solicitation has been issued as an RFQ. 

 

If Sources Sought is Yes then the 

solicitation has been issued as an RFI. 

Task Items 

on the RFQ 

will be sent 

to e-Buy as 

line items 



Request for Quote (RFQ) – Quotes Requested – RFQ Published in e-Buy / Bottom 2/2 of form / GSA user / Edit mode   
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RFIs/RFQs published in e-Buy 

can only close on the hour 

Pick Quote Due Date wisely: 

RFIs/RFQs published in e-Buy 

cannot close early; they can 

only be extended 

This setting not available for 

RFIs/RFQs published in e-Buy.  

CSRs will not be notified when 

Contractors submit quotes in e-Buy. 



RFQ submission to e-Buy Connect 
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1. A popup will notify the 

user that data is being 

transmitted to e-Buy 

 

2. ITSS will display a 

confirmation page 

 

3. e-Buy Connect will 

open in a new browser 

window where GSA 

user completes the 

RFQ submission 



Contractor selection in e-Buy Connect 
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RFIs/RFQs display task item data as line items in e-Buy. 

 

The e-Buy Line Items table headers reflect e-buy line item information 

(Mfr. Part No/ NSN/ Item, Manufacturer, Product/Service Name, etc).  

When ITSS exports task item data, e-Buy imports the task item data 

and fits it into the table.  Therefore, the e-Buy line item table headers 

do not necessarily reflect the ITSS task item data displayed. 



Contractor selection in e-Buy Connect 
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Add contractors by 

clicking Add Category 

After adding contractors to the 

RFQ, click Submit RFQ. Based 

on e-Buy data validations, the 

GSA user may be prompted to 

submit the RFQ again. 



RFQ Summary – You are finished publishing the RFQ in e-Buy 
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RFQ Summary Page only loads when 

RFQ has been fully submitted. Email 

notifications have now been sent to the 

selected contractors by e-Buy Connect. 

Click Close Connect 

Session link to close 

the browser window 

Default message to 

Contractors that they must  

be registered in AAS 

Business Systems (AASBS) 



Closing the RFQ and Next Steps 
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RFQs will close automatically on 

RFQ Close Date/Time or can be 

closed by GSA users if the RFQ 

is not published in e-Buy 

Contractors are only able 

to submit and edit quotes 

in ITSS if the RFQ status 

is Quotes Requested 

The Market Analysis comes 

after the RFQ has closed and 

quotes are available for analysis 



Within the Post-Award Workflow Context 
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If task items are added to or removed from the 

order and an RFQ is created for the Order Mod 

then the Contracting Officer (CO) is not required to 

issue a bilateral Purchase Order (PO) 

Create an RFQ for an 

Order Mod to capture 

task item quote 

amounts for new or 

modified task items 



RFQ Status Glossary 
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Status Definition 

Quotes Requested RFQ close date is later than current date. 

 

Quotes Requested - RFQ 

Published in e-Buy 

Publish in e-Buy option on BOMSOW has been set to „Yes‟ and RFQ 

close date is later than current date. 

Closed RFQ close date is earlier than current date.  GSA user can create a 

Faxed Quote or Market Analysis.   

GSA Recommended If Client Approval required on Market Analysis, Quote has been 

selected by GSA. 

GSA  Approved Market Analysis has been submitted and no Client or Approving 

official is required. 

GSA Rejected  Market Analysis has been rejected by selecting “No Contractor 

Selected.” RFQ cannot be edited, reopened, or have another Market 

Analysis created from it. 

Approving Official Approved If GSA Approving Official required, GSA Approving Official has 

approved Market Analysis. 

Approving Official Rejected If GSA Approving Official required, GSA Approving Official has 

rejected Market Analysis. 

Client Approved If Client Approval required, Client has approved Market Analysis. 

Client Rejected If Client Approval required, Client has rejected Market Analysis. 



Federal Acquisition Service 

U.S. General Services Administration 

Questions & Support 

 For questions regarding AAS Policy please contact 

randy.matlack@gsa.gov or robert.niewood@gsa.gov 

 For questions regarding the RBA RFQ training module 

please contact RBA Technical Support:  

 Phone: (877) 472-4877 

 Email: AASBS.helpdesk@gsa.gov 
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