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GSA eBuy RFQ Process
The Tutorial
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Please note: 

THE EBUY SYSTEM IS JUST A TOOL

ALL APPLICABLE PROCUREMENT 

GUIDELINES, PROCESSES, CONTROLS, 

AND APPROVALS STILL APPLY.
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Within this Tutorial…
• Getting Your User ID
• Get Set! Step 1: Assign Category and Select Vendors
• Down to Details, Step 2: RFQ Information
• Polish & Publish, Step 3: Refinement & Release 
• Rigorous Clarity, Step 4: Q&A
• Appendix: Online GSA Resources
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Are you ready?
Getting your 
user ID
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Getting a User ID
• To begin, you must first have 

a user id issued by GSA.
• Open your browser and go to 

the eBuy welcome page.
(https://www.ebuy.gsa.gov/ad
vantage/ebuy/start_page.do )

• Click on the red bullet to 
submit a request to register.
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Getting a User ID
• Complete the member 

registration form (pictured at 
right).

• Please note that your user id 
is case sensitive!

• Click on the register button to 
submit your request.
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Getting a User ID
• You will then see the below message.
• Click send email to validate your government email address. 
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Getting a User ID
• Access your Outlook and validate your email to proceed.
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Get Set!
Step 1: Assign 
Category and 
Select Vendors



February 22, 2018

Setting up your RFQ
• Please note that you will not have the option to save your 

RFQ until you have reached the point where you attach a 
document. 

• You can run through the next steps, make decisions, and 
come back when you are ready or fill in dummy information 
to save your current progress. 

(AS LONG AS YOU REMEMBER TO COMPLETE WITH 
REAL INFORMATION BEFORE RELEASE!)
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Setting up your RFQ
• Open the eBuy welcome 

page and login using the 
information previously 
chosen.
(https://www.ebuy.gsa.gov/ad
vantage/ebuy/start_page.do )

• Remember that your user id 
and password are both case 
sensitive.
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Setting up your RFQ
• This will bring you to your 

eBuy homepage. 
• Choose Prepare an RFQ 

from the top tab options.
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Setting up your RFQ
• eBuy will now walk you through the steps of the process.
• You can perform a search, although in my experience, it is 

much easier to go right where you need to by clicking View 
Federal Supply Schedule Listing.
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Setting up your RFQ
• You will now see a listing of GSA supply schedules.

• Click on Schedule 70.
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Setting up your RFQ
• You must now select the most applicable of 24 Categories.

(There will be subcategories on the next page.)

You can select more than one category!
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Setting up your RFQ
• The subcategory selection will affect your vendor base. 
• Example: 132 51 has 3272 contractors available.
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Setting up your RFQ
• If I select CAD/CAM Services by clicking on the left, now 

1132 vendors are listed. 
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Setting up your RFQ
• Please note that you can sort by 9 different Socio-Economic 

factors such as small business, veteran owned, women 
owned, etc. 

Please note that the Small 
Business designations are 

Federal Small Business 
and do not necessarily 

equal NYS Small Business.
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Setting up your RFQ
• Once you have made your selections, check the box to 

Select all vendors and Submit.
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Setting up your RFQ
• Click Yes to continue.

• Please note that if your vendor list is over 2,000, you will not 
be able to view your list after the release of the RFQ. Please 
print ahead of time for your Procurement Record.
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Down to Details
Step 2: 
RFQ Information
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Down to Details
• In this step you will proceed filling out the basic information 

of your solicitation.
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Down to Details
This RFQ number is GSA’s RFQ 

number and will not match 
your own number

This is where you enter 
the RFQ number 
assigned by OGS.
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Down to Details
Complete this box with the 

Title of your RFQ.

Make your selection depending 
on whether the conclusion of 
your contract will be based on 
term, deliverable, or delivery.
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Down to Details
If your RFQ is for specific 
products, complete this 

section. If not, leave blank.

If you left the last section blank, 
complete a brief description of what 
your RFQ is for. This will be the only 

information the vendor can see 
without opening documents.
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Down to Details

Click on the Attach 
Documents link to 
begin adding the 

pertinent documents to 
your solicitation
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Down to Details Click on the Browse 
button to identify the 
document you wish to 

upload.

NOTE: Documents will be listed in the order they are uploaded. 
This order cannot be changed unless you delete and upload 

again in a new order
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Down to Details

Select the desired 
document and click 

Open.

RFQ

SOW

T’s & C’s
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Down to Details
This optional step 

allows you to alter the 
name of the document 
that will be available on 

eBuy.

Upload the file by 
clicking the button 

above.
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Down to Details
Congratulations!

You have uploaded your first document!
Repeat steps until all needed documents have 

been uploaded or return later to add additional 
documents. 

Select Go Back to RFQ Basic 
Info when done uploading.
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Down to Details
Your uploaded documents 

appear here.

The next step is to input the 
shipping address/contact 

information.
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Down to Details
If you have previously entered 

shipping information, it is available 
for you to select / update.

If not, you will need to Create a 
New Address.
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Down to Details
Complete all fields then select 

Submit – Continue.
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Down to Details
Review your details and select 

continue.
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Down to Details
The eBuy system may present a 

warning at this time.

Consider the warning, address / dismiss 
it and select continue again.
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Down to Details

NOTE:

Congratulations! You can finally 
save your draft solicitation!

Submit = releasing your RFQ 
to the public. This should 
not be done until Step 3.

Forwarding is tended for internal  staff only!

Never click Cancel, 
“X” out of or close the window to cancel.
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Down to Details
• Once saved, you can now access this RFQ quickly and 

easily by clicking on My RFQs tab upon entry to the 
eBuy system.
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Polish & Publish
Step 3: 
Refinement & 
Release
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Select the due date and time. The minimum requirement 
for an RFQ to be open is 2 days; but the default is 5 days. 

Polish & Publish

Be sure to allow the contractors sufficient 
time to submit a quote.
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Careful 
consideration 
should be 
given to all 
aspects of 
the 
solicitation. 

Polish & Publish
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Polish & Publish

Once the solicitation is complete 
and ready to be sent to the 

vendors, click Submit RFQ to 
publish your RFQ.



February 22, 2018

Rigorous Clarity
Step 4: 
Q&A
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Once out 
of the 
system 

and 
returning, 
Click on 
My RFQs

Rigorous Clarity
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A listing of your open RFQs will appear. The RFQ will 
also appear on this page for anyone to whom this 
has been forwarded to.

Rigorous Clarity

Select the RFQ by clicking on the RFQ number.
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This is the 
same page 

quotes will be 
shown on 

once 
submitted.

Click on “No Quote” 
to view the reason 
submitted by the 

responding vendor.

Rigorous Clarity On the RFQ Detail 
page, you can view 
any “No Quotes” 
received so far.
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Click on the RFQ 
number to return to 
the RFQ information 

page.

Rigorous Clarity
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Here you can 
see all the 

existing 
attachments. 

Rigorous Clarity
Click here to 
see all the 

notified 
vendors
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Click send Q&As, Upload 
the document(s) and 
submit it.

Rigorous Clarity

This will release the newly uploaded files to all the 
notified vendors as well as any vendors that have shown 
interest within the eBuy system. 
Please remember any updated file needs to be uploaded 
along with the Q&A. 
Consider whether the due date needs to be adjusted to 
reflect the changes. 
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Online GSA 
Resources
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Online GSA Resources
• Cooperative Purchasing FAQ’s http://www.gsa.gov/portal/content/202313

• GSA Contractor Listing http://www.gsaelibrary.gsa.gov/ElibMain/contractsOnline.do?scheduleNumber=70&listFor=A

• GSA SOW Library http://www.gsa.gov/portal/content/195713


