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JOB AID 

Creating and Launching a Request for Quote 

Purpose: This job aid guides Department Buyers through creating and launching a Request for Quote in 

eMarketplace. Follow each step in sequence to ensure your request is properly configured and successfully 

delivered to suppliers. 

To learn how to create a Request for Offer, please visit the Cal PCA LMS. 

SEARCH & ADD ITEMS TO CART 

Use the eMarketplace shopping experience to locate the needed items or services, add them to your cart, and 

prepare the cart for a request. 

 

Step 1: Navigate to eMarketplace. 

Open your browser and go to the eMarketplace landing page. 

Step 2: Select a Shopping Tile. 

Click the Shopping tile that most closely relates to the items or services you are searching for. 
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Step 3: Filter your search results. 

Use the available filters to narrow your results: 

• Keyword 

• Contract Number 

• Supplier 

• Manufacturer 

• Acquisition Type 

• UNSPSC 

• Vendor Certification Type 

• Contract Type 

Step 4: Add item(s) to the cart. 

Once you have located the desired items or services, click “Add to Cart.” 

 

 

Before you continue 

Confirm the item, quantity, and contract information are correct before proceeding to checkout. 
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CHECKOUT & CREATE THE RFQ 

At checkout, confirm the contract and start the RFQ creation process. 

 

Step 5: Proceed to checkout. 

Click “Checkout.” Verify that the correct Contract ID is selected before continuing. 

Δ 

 

Step 6: Click Create RFO. 

On the checkout screen, click the “Create RFO” button to initiate the request process. 
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Step 7: Enter a cart name. 

Locate the Cart Name field and enter a descriptive name of your choice for this cart. 

 

 

Step 8: Save the cart. 

Click “Save” to preserve your cart name and continue. 

TIP 

Use a cart name that will help you recognize the RFQ later, especially when you are working with multiple carts. 
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VERIFY CART & INITIATE LAUNCH 

Review the cart contents, select the items, and use the Actions menu to begin launching the RFQ. 

 

Step 9: Verify the Items & Services grid. 

Review the Items & Services grid to confirm that all items added to your cart are displayed correctly. 

 

 

Step 10: Select all items in the grid. 

Click the checkbox in the top-left corner of the grid to select all items at once. 
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Step 11: Open the Actions menu. 

With all items selected, click the “Actions” button to view available options. 

Step 12: Launch the RFO. 

From the Actions dropdown, select “Launch Request” to proceed. 

 

Important 

Make sure the intended items are selected before choosing Launch RFO. 

 

RFO DETAILS 

Complete the RFO setup information, bidding dates, attachments, and item-level details. 

 

 

Step 13: Select a Bid Response Mode. 

In the RFO Details section, choose one the following Bid Response Mode: 

• Buyer Selected Items - No Substitutions (Request for Price) 

 
 

 

Important 

The other bid response modes (Buyer Selected Items – Substitutions Allowed & Supplier Selected Items) are used 

for creating Requests for Offers. Please use the Cal PCA LMS to learn how to use these modes. 
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Step 14: Enter an RFO summary. 

In the Summary field, write a brief description of the RFO to provide context for suppliers. 

 



 

 

CREATING AND LAUNCHING AN RFQ | Rev. 10/2026          8 

Step 15: Attach supporting documents. 

If applicable, attach any relevant documents to the RFO (for example, specifications or a scope of work). 

 

 

Step 16: Set begin and end dates. 

Select a Start Date and End Date to define the bidding period for the RFQ. 

Step 17: Review item details. 

In the Items section, confirm that all quantities are accurate. Attach item-level documents or add comments as 

needed. 

 

 

Review carefully 

Before selecting suppliers, verify quantities, dates, and supporting documents are complete and accurate. 
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SELECT SUPPLIERS 

Choose the suppliers that should receive the RFQ and confirm their contact information. 

 

Step 18: Select suppliers. 

In the Suppliers section, click “Select Suppliers” to open the supplier selection panel. 

 

 

Step 19: Choose supplier(s) if applicable. 

Check the box next to each supplier name you wish to include in this RFQ. 
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Step 20: Save supplier selection. 

Once all desired suppliers are selected, click “Save & Close” to confirm. 

Step 21: Verify Main Contact. 

Confirm that the Main Contact field is pre-populated for every selected supplier. 

 

 

Important 

Do not launch the RFO until the Main Contact field is populated for every selected supplier. 
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REVIEW, SAVE & LAUNCH 

Perform a final review, save the RFQ, and launch it to the selected suppliers. 

 

Step 22: Review all information. 

Carefully review all RFQ details for accuracy, including items, quantities, dates, and suppliers. 

Step 23: Save the RFO. 

Click “Save” to save your completed RFQ before launching. 

 

 

Step 24: Launch the RFO. 

Click “Launch RFO” to officially send the RFQ to the selected suppliers. 
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Step 25: Confirm Open for Bidding. 

Verify that the RFO status displays “Open for Bidding” at the top of the screen. This confirms the RFQ has been 

successfully sent to all selected suppliers. 

 

 

Step 26: Browse all RFOs. 

To view all submitted RFOs at any time, navigate to Sourcing > Browse RFOs. 
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Your RFQ launch is complete 

You have searched for items, created the RFQ, completed the RFQ details, selected suppliers, reviewed the 

information, and launched the RFQ for bidding. 

Notes & reminders 

Always confirm the correct Contract ID before creating the RFQ. Ensure all Main Contact fields are populated 

before launching. The RFO status must display “Open for Bidding” to confirm successful submission. 

 

Resources 

To view submitted RFOs, go to Sourcing > Browse RFOs. 

For questions, contact the eMarketplace team at eMarketplace@dgs.ca.gov. 
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