Step 1
Create an Account in AMPS



Registering in AMPS and Requesting for External ETID and RTD roles

1. Please go to https://amps.dla.mil/oim
(™5
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Welcome to the AMPS Gateway
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L How to Regster for an AMPS Account - External Users Only
1 AMPS User Guide: Procedures for Users and Admnistrators Ver 2.0.0 (1/9/15)

Generic Guidas

L AMPS: General Information Guade ver. 2.2

X Complete and Submit 3 Role Request - External User
| " Approving an AMPS Role Request ~ Supervisor {External)
5 Approving an AMPS Role Request — Secunty Officer (External)
| L Job Aid AMPS 1E11 Emulabon Mode, Verl.?

See the AMPS Docurnentabion screen—avaleble from the man menu—for & complete Bt of user documentation, Inks, and tutonaks,

Accessbilty/Soecton 508

2. Select First Time User? Click Here to Register.

Defense Logistics Agency

Single Sign-0On Authentication

No certificate was detected. If you have a valid DoD, Federal Bridge or ECA certificate and were not prompted to provide it, please contact the Enterprise Help Desk for further assistance
Otherwise, you may log in with your User ID and password below.

t Time User? Click Here to Register e
Use this option to register if you have never had a DLA account or if you have
access to an existing DLA application but have not registered in AMPS.

Forgot you riD? ¢ re
Use this option if you have registered with AMPS in the past but cannot remember
your DLA assigned User ID.

Forgot your Password? Click Here

Use this option if you have registered with AMPS in the past but cannct remember
your password.

User ID
Password

[Logn

Meed Help? Contact the DLA Enterprise Help Desk at DLAEnterpriseHelpDesk@dla.mil,
or toll free 855-DLA-0001 (855-352-0001)


https://amps.dla.mil/oim

3. Select your user type:
e DLA, DOD employee, DOD Contractor, or US Military personnel select Federal Agency User/ Contractor.

e Select Public if you are General Public, State and local government, or Federal Agency other than DOD.

AMPS User Registration

If you have a CAC or PIV Card: AMPS supports certificate based authentication using Common Access Cards (CAC) issued
by DoD or Personal Tdentity Verification Cards (PIV) issued by supported External Certificate Authority (ECA) and Federal Bridge
Certificate Authority (FBCA) vendors. You must have your CAC or PIV card inserted in your computer during registration if you
want to login using your CAC or PIV card. This wil allow you to login without a username and password.

Attention DLA Employees or Contractors: This process is for Non-DLA users only. If you are a DLA employee or
Contractor DO NOT continue with this registration. Your account in AMPS should have automatically been created when you
joined DLA. If you reached the AMPS login screen it means that there is a problem with your DLA account or the computer
that you are using to access AMPS. Ensure that you are accessing AMPS from the DLA network with your CAC. If the problem
persists, contact the Help Desk at the number listed below.

DLA, DOD employee, DOD Contractor, or US Military personnel

Select Your User Type:
User Type Description

this if you are a member of the Armed Services, a DoD civiian employee, a DoD
Federal Agency User/Contractor ||contractor, or a member of a Federal Agency. You wil need to provide information about
yourself as wel as your supervisor and local security officer as required by DD Form 2875.

Click this button if you are a Supplier/Vendor with a Commercial and Government Entiy

Suppier/Vendor (CAGE) code. A Supplier/Vendor is a person that works for a company or corporation that
supplies tems/parts to DLA. Supplier/Vendors are subject to a less stringent approval
process.

Click this button if you are a user desiring to register for an account with DLA to gain access

Public &tu DLA applications ava||ab|e to the general pubhc You wil be reqwred to provide a few

Please contact the Enterprise Help Desk

Cancel

4. The DLA Privacy Act Statement page, select Accept to continue.

mnmwnt Management and Provisioning System (AMPS)

DA Privacy Act Statement

Authority:  5U.5.C. 301, Departmental Regulabons, 10 U.5.C. 133, Under Secretary of Defense for Acquistion, Technology, and Logishes; 18 U.S.C. 1028, Access dewce fraud; E.O. 10450, Secunty Heg hs for Emgplay as
amended, and B 0 8387 (33N), as amended

Principal Purpose(s):  Informushon s used 1o vabdale 2 users request Tor acoess nlo 3 DLA system, database or nebwork thal has s access requests managed by AMPS

Blanked routine uses himl

Routine Uses:  [kala may be provdesd under any of the Doll “Blankel Routine Uses" publshed al bilp Gdpeks delense govipavscyi SOR

Disclosure:  Disclosure is voluntary, however, if you fail to supply all the requested information you will not gain access to the DLA - Account Management and Provisioning System (AMPS) database. Your identity / security clearance must be verified
prior to gaining access to the AMPS database, and without the requested information verific ation cannot be accomplished.

Rules of Use:  Rules for collecting, using, retaining, and safeguarding this information are contained in DLA Privacy Act System Notice 5500.55, entitled “Information Technology Access and Control Records” available at
hitp:idpelo. defense goviprivacy SORNsicompanent/diafindex himl

Accept



5. This is the AMPS User Registration please fill in the User Information that has the red Asterisks * next to it and select Next.

Cance|| Backl Nextl

AMPS User Registration - User Information

Please fil out the information below to create your account in AMPS.
AMPS has not detected a user certificate for you. If you have a certificate, and were not prompted to provide it when accessing AMPS, you may
contact the DLA Enterprise Help Desk for further assistance. All users wil have the ability to log in using a username and password once the

registration process is complete, regardless of whether you have a certificate or not.

User Information

* First Name | TOM User Type Public
Middle Name * Country of Citizenship US -
* Last Name | JONES

* Email

* Title

Contact Information

TOM.JONES@MAIL.COM
MR

* Official Telephone | 269-961-4000 Office/Cube
Official Fax * Street | 74 WASHINGTON AVE N
DSN Phone PO Box
DSN Fax * City |[BATTLE CREEK
Mobile * State |Michigan E
Site * Postal Code 49037
* Country (UNITED STATES E



You will need to Set Security Questions and create your password and select Next when complete. (Follow the set rule and guidelines

on the right)

Set Security Questions
* Question 1 | What is the city of your birth?
* Answer 1 |
* Question 2 | What is your favorite color?
* Answer 2
* Question 3 What is the name of your pet?

* Answer 3

Set Password
Enter New Password

Confirm Password

AMPS User Registration - Security Information

Enter 3 or more

characters.

Cancel ‘ Back [[Next

Please enter your security questions and a password which wil be used to access AMPS, folowing the guidelines listed below for each.

e set your security questions, using the following rules:
u must choose 3 different questions

=]
[=]

2) The answers to each question are not case senstive

3) Spaces and other punctuation are allowed

4) Each answer must be between atleast 3 and 40 characters
long

5) Each answer cannot be a word contained in the question

Please set your password, using the folowing rules:
1) Minimum length of 15 Characters

2) Maximum length of 32 Characters

3) Minimum of 4 Alphabetic Characters

4) Minimum of 2 Numeric Characters

5) Minimum of 2 Lowercase Characters

&) Minimum of 2 Uppercase Characters

7} Minimum of 2 Special Characters

8) Must begin with an Alphabetic Character

9) Must not use any of your previous 10 passwords
10) Cannotuse : &" /""" \[]() % {t@%?
11) Must not contain your login name, first name, last name
or email address



The AMPS User Registration — Summary select Create Account.

User Information
First Name
Middle Name
Last Name
Email
Title

Contact Information
Official Telephone
Official Fax

DSN Phone

DSN Fax

Mobile

Site

Question 1
Answer 1
Question 2
Answer 2
Question 3
Answer 3

Security Information

AMPS User Registration - Summary

Melissa

Trask
email@mail.com

MIS5

269,961.4000

Battle Creek, MI

What is the city of your birth?
ERERRER R

What is your favorite color?
EEEE LS LR

What is the name of your pet?
HEEREEEE

User Type
Country of Citizenship

Office/Cube
Street

PO Box

City

State

Postal Code
Country

Cancel‘ Back‘ Create Account

Please review the information below and use the back button to make any changes to the information. When
you are finished, use the Create Account button to complete your AMPS registration.

Public
us

74 WASHINGTON AVE N

BATTLE CREEK
Michigan

49037

UNITED STATES

Password #s#ss#&=



8. You will then receive the Confirmation that your account has been created. Select Login to AMPS to start the role request.

AMPS User Registration - Confirmation

Your new AMPS account wil be ready momentarily.
Please make note of your login name: [S1J0E%E

You may use your login name and password to log into AMPS via the link below.

I Login to AMP5S




Step 2
Request Roles in AMPS



Part 2: Request the AMPS RTD DDS-413 and ETID DDS-514 roles for External
Portal Access.

1. You will be directed to Welcome to AMPS Gateway page click on the Click HERE for access to AMPS.

P

1 gg'm‘ncy

ACCH . anagement and Provisioning System (AMPS)

Welcome to the AMPS Gateway

AMPS News: AMPS Release 15.1.0 was instaled on January 16, 2015.
Release Notes are located on the Release Motes tab of AMPS Help.

Click HERE for access to AMPS. User Guides and Job Aids i
This link id through CAC authentication for CAC-enabled .
° LS LLI P ODLES GRS UL authentication for enapled LSers Right-click a title and click "Save Target As" to save the PDF file to a preferred
= Other users, vendors, and members of the public wil be presented with a login location and apen the document.
screen.

i How to Register for an AMPS Account - External Users Only

¥ AMPS User Guide: Procedures for Users and Administrators Ver.2.0.0 (1/9/15)

m

¥ AMPS: General Information Guide ver. 2.2

i Complete and Submit a Role Request — External User

iApprowng an AMPS Role Request — Supervisor (External)
¥ Approving an AMPS Role Request — Security Officer (External)
i]ob Aid AMPS IE11 Emulation Mode, Verl.2 -

See the AMPS Documentation screen—avaiable from the main menu—for a complete list of user documentation, links, and tutorials.

Accessibiity/Section 508



2. Login to AMPS

First Time User? Click Here to Register

Use this option to register if you have never had a DLA account or if you have
access to an existing DLA application but have not registered in AMPS.

Forgot your User ID? Click Here

Use this option if you have registered with AMPS in the past but cannot remember
your DLA assigned User ID.

Forgot your Password? Click Here

Use this option if you have registered with AMPS in the past but cannot remember
your password.

User D
Password

/I

Need Help? Contact the DLA Enterprise Help Desk at DLAEnterpriseHelpDesk@dla.mil,
or toll free 855-DLA-0001 (855-352-0001)




3. Select Request Role.

H Defense Logistics Agency Account Management and Provisioning System (AMPS)

Home Home
% My Reports Home
(@) AMPS Help

v| My Profile

@ My Information v| Getting Started Help Topics

v|Requests

{3} Request Role
4 Pending Approvals w

@ How do Tuse AMPS?

|-



4. Fill in the information with red asterisk* then submit Next.

Defense Logistics Agency Account Management and Provisioning System (AMPS) Accessibility  Sign out  EMT0434 )
Home Home iﬁ Request Role @
F@ My Reparts (] ) e 15 C .

@ AMPS Help User Information Sclect Roles Justification Summary cnce) e
| My Profile User Information

‘ My Information )

User ID EMT0434 User Type Public

R ts
v g;"es * First Name Meissa * Country 5 -]

e - 0

4 Pending Approvals Middle Name Citizenship

* Last Name Trask
EDIPI/UPN

* Email email@mail.com

* Title | MISS

Contact Information
* Official Telephone | 269-961-4000 Office/Cube
ﬂ Official Fax * Street | 74 WASHINGTON AVE N
DSN Phone PO Box
DSN Fax * City | BATTLE CREEK
Mobile * Gtate | Michigan |Z|
Site | Battle Creek, MI [~ ] % postal Code | 49037
* Country |UNITED STATES E|
Organization Information / Update Organization

Organization Name DLA External

10



5. Select the arrow next to DLA Enterprise Application

n Defense Logistics Agency Account Management and Provisioning System (AMPS)

Home

E My Reports

(@) AMPS Help
~| My Profile

‘ My Information
v|Requests

ﬁ} Request Role

4 Pending Approvals

Home @ Request Role
[ —] ) el

User Information Select Roles Justification Summary
Browse Roles by Application

[ DLA Enterprise Applications

Click on the arrow

Cancel | Back | Next

Search Roles

Role Name
Role Description
Enterprise Application
Application
Environment |Z|
Primary Role E

Search | Reset

Select a Role
ﬂ [7] Display Admin Roles (for Supervisor and Approval Access)

signout EMT043¢ O

&

‘Role Name

No data to display.

| = | Selected Roles
<

11



6. Select Disposition Services tobring up the roles in the bottom left box.

Defense Logistics Agency Account Management and Provisioning System (AMPS) Accessibility Sign out  EMT043¢ O
Home Home @ Request Role @
F@ My Reports = | @ Cancel | Back | Next
(@ Aves Help User Information Select Roles Justification Summary

| My Profile Browse Roles by Application Search Roles

‘ My Information

4 {DLA Enterprise Applcat Role Name
v Rgl;:]t:est . DLA Dispostion Role Description
4% Pending Approvals Enterprise Application
Click here arpliaton
— Environment E
Primary Role E|

Select a Role

ﬂ [7 Display Admin Roles (for Supervisor and Approval Access)

|R0|E Name ‘ = |Se|ected Roles
No data to display. =

12



7. Roles will appear in the Select a Role box. Scroll through the available roles and select the role you will need for the application.

Roles and what they do:

*RTD Customer (DDS 413): To request equipment from the Disposition Services Sites.

*ETID Customer (DDS 514): To turn in equipment into the Dispositions Services Location via electronic 1348-1A.
*BO Non-SASP Customer (DDS-601): Used for reports and CFL customers. Most customers will request DDS-601.
*BO SASP Customer (DDS-600): Only those who work with Small Arms (i.e., SASP) will request DDS-600.

m Defense Logistics Agency Account Management and Provisioning System (AMPS)

Home

I_'_é My Reports

(@) AMPS Help
| My Profile

6 My Information

v|Requests

dj} Request Role

4 Pending Approvals

Accessibilty  Sign Out o
Home &# Request Role @
—8 Cancel | Back | Next
User Information Select Roles
Browse Rales by Application Search Roles
7 DLA Enterprise Applications Role Name
VLT Role Description
Enterprise Application
Application
Environment E
Primary Role E
Search | Reset
y 4
Select a Role

ﬂ [] Display Admin Roles (for Supervisor and Approval Access)

|Ru\e Name | > |Se|ected Roles
&> DLA Disposition Dev - BO NON_SASP Customer DDS-601 . L
L~ DLA Dispostion Dev - BO SASP Customer DDS-600
L~ DLA Dispostion Dev - ETID Customer DDS-517
L= DLA Dispostion Dev - RTD Customer DD5-410 ﬂ
L= DLA Dispostion Func - BO NON_SASP Customer DDS-601
L= DLA Dispostion Func - BO SASP Customer DDS-600
> DLA Disposttion Func - ETID Customer DDS-518
> DLA Dispostion Func - RTD Customer DDS-411
L~ DLA Dispostion Prod - ETID Customer DDS-514 T

m

13



8. Select the roles in the Role or Roles you need and use the right arrow in the middle them to the Selected Roles box on the right.

m Defense Logistics Agency Account Management and Provisioning System (AMPS) Accesshilty  SignOut  EMT0434 (O
Home Home @ Request Role @
B My Reports f—8 @ @ Cancel| Back | Next
@ AMPS Help User Information  Select Roles Justification Summary
| My Profile Browse Roles by Application Search Roles
‘ My Information
™ 7 DLA Enterprise Applications Role Name
) Request Role RS LT Role Description
44 Pending Approvals Enterprise Application
Application
Environment E
Primary Role E
Search | Reset

Select a Role
ﬂ [] Display Admin Roles (for Supervisor and Approval Access)
|RU|E Name | = I ‘Se\ected Roles
L= DLA Disposttion Func - BO SASP Customer DDS-600 allee

L> DLA Disposition Func - ETID Customer DDS-518
L DLA Disposition Func - RTD Customer DDS-411
L~ DLA Disposttion Prod - ETID Customer DDS-514 ﬂ
]

1> DLA Disposition QA - BO NON_SASP Customer DDS-601

L> DLA Disposition QA - BO SASP Customer DDS-600

|> DLA Disposition QA - ETID Customer DDS-519

L= DLA Disposttion QA - RTD Customer DDS-412 -

14



9. The roles should be in the Selected Roles box and select Next.

Defense Logistics Agency Account Management and Provisioning System (AMPS) Accessbilty  Signout EMT0434 O
Home Home {}ﬁ Request Role @
BB My Reports f—8 @ @ Cancel| Back| Next
@ AvPs ep User Information Select Roles Justificaton Summary

v|My Profile Browse Roles by Applcation Search Roles
‘ My Information
P— 7 DLA Enterprise Applications Role Name
yjReque DLA Disposition -
&) Request Role b Role Description
4 Pending Approvals Enterprise Application
Application
Environment D
Primary Role E
Search | Reset

Select a Role

ﬂ [T] Display Admin Roles (for Supervisor and Approval Access)

|R0|e Name Selected Roles
L> DLA Dispostion Func - BO SASP Customer DDS-600 s < = DLA Disposition Prod - RTD Customer DDS-413
[» DLA Dispostion Func - ETID Customer DDS-518 »» DLA Disposition Prod - ETID Customer DD5-514
k> DLA Disposttion Func - RTD Customer DDS-411
L= DLA Disposttion Prod - ETID Customer DDS-514 —ﬂ

L= DLA Dispostion Prod - RTD Customer DD5-413

> DLA Dispostion QA - BO NON_SASP Customer DDS-601 £
L DLA Dispostion QA - BO SASP Customer DDS-600

L~ DLA Dispostion QA - ETID Customer DDS-519

L DLA Disposttion QA - RTD Customer DDS-412 ad

15



10. You will need to input the Justification and select Next. (Example in the box)

Defense Logistics Agency Account Management and Provisioning System (AMPS) Accessibility  Sign Oout  EMT0434 (O
ALTPS|
Home Home \’4‘5@ Request Role @
F@ My Reports . 7‘_|—? —— Cancel Bac.
(@) AMPS Help User Information Select Roles Justification Summa
| My Profile Request Justification & Supporting Details
& My Information
# Justification Optional
x| Requests To order equipment for my department RTD or Information
({3 Request Role
4 Pending Approvals To turn in equipment that is no longer used by my unit.
ETID (DOD only)

Attachment 1 ‘ Browse..
Attachment 2 ‘ Browse
Attachment 3 ‘ Browse..

Attachments must be PDF fles, smaler than 2MB each

11. Final page is the Summary page explaining what roles you are about to select. Please select Submit to complete the request.

. Defense Logistics Agency Account Management and Provisioning System (AMPS) Accassibility Sign out EMT0434 )
Home Home #% rRequest Role &
@My Reports - - - ! B
(@) AMPS Help User Information Select Roles Justification Summary Cancel/fad

~| My Profile Role Request Summary
6 Ly D Please review the information below before submitting this request.
| Requests Use the Back button to change any information, and use the Submit button to complete this request.
3% Request Role
4o Rea User Melissa Trask User Type Public
4@ Pending Approvals User ID EMT0434

Organization DLA External

Requested Role(s) DLA Dispostion Prod - RTD Customer
DDS-413
DLA Disposttion Prod - ETID Customer
DDS-514
Justification
To order equipment for my
department RTD or e

ﬂ To turn in equipment that is no longer
used by my unit.

Attachments

16



12. The Role Request Confirmation page.

Home

?ﬁ My Reports

(@) AMPS Help
v| My Profile

i My Information
v|Requests

QS} Request Role

4¢ Pending Approvals

Lo

Defense Logistics Agency Account Management and Provisioning System (AMPS)

Home ﬁ Request Role
Role Request Confirmation

Your request has been submitted to your supervisor for approval. The following SAARs have been
created:

SAAR Role Status

440904 DLA Disposition Prod - RTD Customer DDS-413  SUBMITTED
440905 DLA Disposition Prod - ETID Customer DDS-514 SUBMITTED

AMPS wil notify you by emai message regarding the status of each SAAR.

If you have questions about this request, please contact the Enterprise Help Desk:

Emai: DLAEnterpriseHelpDesk@dla.mil
Phone: 855.352.0001

oK

17



13. Your roles should be complete and now continue to https://business.dla.mil to complete the 2™ half of the Disposition Services role
request.

DEFENSE LOGISTICS AGENCY A2 GUIDANCE

AMERICA'S COMBAT LOGISTICS SUPPORT AGENCY * 2014

* 3 —
I I | I I I l Tuesday, February 03, 2015

# — -
DLA Systems =

DLA Enterprise External Business AVAILABLE SERVICES MULTIMEDIA

Portal
First Time Users Click Here

LOGISTICS

Registered Users ¥ EXCELLENCE

Logll'l Here Wideo of the complete 50th

Anniversary and Hall of Fame
ceremony celebrated Oct. 26 at
the McMNamara Headquarters
Complex.

DLA's Areas of Focus

WARFIGHTER SUPPORT
STEWARDSHIP EXCELLENCE
WORKFORCE DEVELOPMENT

A whimsical look into the Defense
Logistics Agency's support to the
military. (Music and text only.)

DLA Enterprise External Business Portal
Provides industry and service personnel with centralized access to DLA Business Services.

Privacy/Security Statement | 508 Compliance Statement | Job-Aid | FOIA Privacy | Site Index | DLA Webmaster | Strategic Communication

18


https://business.dla.mil/

Step 3
Completing Account in RTD



RTD Web Access Request



If you have a CAC Card, select your email

certificate, click ‘OK’ and enter your PIN if

prompted. If you do not have a CAC Card,

you will be prompted for your USER ID &
password.



Use & Consent Agreement
























42






END OF GUIDE
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