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Federal Agency Users & 
Contractors 

Public Users DLA Employees 

Use CAC Card & create User ID 
& password 

Create User ID & password Use CAC Card 

Requires supervisor name & 
security officer  & IA Trg 
completion date 

Requires less data for the 
AMPS registration process 

Requires the entire DLA 
AMPS registration process 

https://business.dla.mil  https://business.dla.mil  https://pep1.bsm.dla.mil/irj  

Only request the RTD and ETID 
Roles 

Only request the RTD and 
ETID Roles 

Request BOTH the Internal 
Portal RTD role (JD-854) 
and/or ETID role (JD-856) 
PLUS the required RTD & 
ETID roles 

RTD Customer Role (DDS-413) 
and/or ETID Customer Role 
(DDS-514) 

RTD Customer Role (DDS 
413) and/or ETID Customer 
Role (DDS 514) 

RTD  Customer Screener 
(DDS 369), RTD Customer 
ASO (DDS 370), ETID 
Customer (DDS-520) 

Summary:  RTD Web & ETID 
Internal Portal External Portal 

https://business.dla.mil/
https://business.dla.mil/
https://pep1.bsm.dla.mil/irj
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Federal Agency Users & 
Contractor 

Public Users DLA Employees 

Use CAC Card & Create user ID 
& password 

Create User ID & password Use CAC Card 

Requires supervisor name & 
security officer  & IA 
completion date 

Requires less data for the 
AMPS registration process 

Requires the entire DLA 
AMPS registration process 

https://business.dla.mil  https://business.dla.mil  https://pep1.bsm.dla.mil/irj  

If you do NOT work with Small 
Arms (SASP), request BO Non_ 
SASP Customer (DDS-601). If 
you work with SASP, request 
BO SASP Customer (DDS-600). 
Most customers will request 
DDS-601. 

If you do NOT work with 
Small Arms (SASP), request 
BO Non_ SASP Customer 
(DDS-601). If you work with 
SASP, request BO SASP 
Customer (DDS-600). Most 
customers will request 
DDS-601. 
 

If you do NOT work with 
Small Arms (SASP), request 
Disp Svcs DSS Business 
Objects User (NON-SASP) 
JD-225.  If you do work with 
SASP, request JD-224.  Most 
DLA customers will request 
JD-225. 

Summary:  Disposition Services Reports 
Internal Portal External Portal 

https://business.dla.mil/
https://business.dla.mil/
https://pep1.bsm.dla.mil/irj
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Process for Non-DLA Customers 

• Step 1: Create an account in the DLA Account Management and 
Provisioning System (AMPS).  
– AMPS is a web-based account management system that provides 

system users with an automated tool for requesting user accounts 
and passwords for DLA systems. Once your AMPS account has 
been successfully created, you will be notified via email.  

• Step 2: Submit a role request via AMPS.  
– After creating your AMPS account, you will need to submit a role 

request which specifies the application. You will be notified via 
email once your role request has been completed.   

• Step 3: Complete the registration.  
– You will be able to log into the DLA Enterprise External Business 

Portal. You will be prompted to complete a required Customer 
registration form when you log into RTD & ETID. 
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Process Federal User & 
Contractor 

Public User DLA User 

Begin  https://amps.dla.mil  https://amps.dla.mil  https://amps.dla.mil  

User Type: Registration Federal Agency User / 
Contractor 

Public NA (DLA Employee) 

Application Disp (DLA Disp Svcs) 
For MOST Roles 

DISP (DLA Disp Svcs) 
For MOST Roles 

If JD# select “BSM” 
If DDS# select “DISP” 

Environment Production Production Production 

Sub-Category Default NA Default 

Roles DDS-413 (RTD),  
DDS-514 (ETID),  
DDS-600 (Reports-SASP),  
DDS-601 (Reports-non 
SASP) 

DDS-413 (RTD),  
DDS-514 (ETID),  
DDS-600 (Reports-SASP),  
DDS-601 (Reports-non 
SASP) 
 

JD-854 (RTD Portal) 
JD-856 (ETID Portal) 
DDS-369 (RTD Screener) 
DDS-370 (RTD ASO) 
DDS-520 (ETID Cust) 
JD-225 (Reports Non-
SASP) 
JD-224 (Reports SASP) 

Where Access RTD, ETID 
& Reports? 

https://business.dla.mil  https://business.dla.mil  
 

https://pep1.bsm.dla.mil/irj  

How? DoD CAC or User ID & 
Password 

User ID & Password DoD CAC 

Process SUMMARY 

https://amps.dla.mil/
https://amps.dla.mil/
https://amps.dla.mil/
https://business.dla.mil/
https://business.dla.mil/
https://pep1.bsm.dla.mil/irj
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AMPS Login Using a DoD CAC 

1. Go to the AMPS URL: https://amps.dla.mil.  If you have a DoD Common Access 
Card (CAC) when you begin the registration, AMPS will capture your registration 
information.  That means you won’t have to remember your user ID & password. 

2. Select your DOD Email certificate, click ‘OK’ and enter your PIN if prompted 
 

https://amps.dla.mil/
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AMPS Login Without a CAC Card 

1. If you do not have a DoD CAC Card, go to the AMPS URL: https://amps.dla.mil.   
2. Select “First Time in AMPS”.  In the future, you will login using the user ID & 

passwords which will be created during the registration process. 
 

https://amps.dla.mil/
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Government Information Use and Consent 

1. Click ‘OK’ to accept the Use and Consent terms for the U.S. Government 
Information System 
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1. Select “Federal Agency User/Contractor” OR “Public”. 

AMPS First Time User 
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1. Select “New Account” 

AMPS New Account 
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1. Select “Continue 

AMPS Privacy Act Statement 
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AMPS Registration 
1. Complete ALL items identified with a red *.  These are mandatory fields and must be 

completed.  An error message will appear if all fields with a red * are not filled out.  Make 
sure that the country field identifies “United States of America” if you are in CONUS. 

2. When you identify your User Type (i.e., Military, Civilian, or Contractor) the screen will 
refresh and ask for additional information. 

3. Click ‘Next’ to continue 
4. NOTE:  Less info is requested for Public Users. 



13 

1. Supervisor information is required for Federal Agency Users and Contractors. 
2. Complete the required fields with your Direct Supervisor’s information 
3. Select “Continue 

Supervisor Information 



14 

1. If you are a DoD Contractor, you will be asked to provide information about your 
Contracting Officer. 

2. Select “Continue” 

Contracting Officer Info 
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1. Your Security Officer’s Information is required for Federal Agency Users & 
Contractors. 

2. Complete all required fields identified with an * and select “Continue”  

Security Officer Information 
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1. Note to Common Access Card (CAC) Users: If you have a CAC in your PC when you 
start the registration process, AMPS will capture your CAC information. This means 
that you will not need to remember your user ID and password to access AMPS as 
long as you have a CAC in your PC. However, you will still need to enter this 
password and authentication questions during this registration. This will allow you to 
access AMPS without a CAC if necessary. 

2. Enter a password in the “Password” text box.  If it does not meet the criteria, you will 
receive an error message. 

3. Enter the same password in the “Confirm Password” text box and select “Continue”. 

AMPS Password 
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1. When your password is accepted, AMPS will open a page in which you will answer 
a series of questions. These answers will be recorded and used to authenticate 
your identity if you should forget your password at some point in the future and 
need assistance from the Help Desk. 

2. Answer the questions and select “Continue” 

AMPS Authentication Questions 
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1.  AMPS will display a page indicating that the registration process is complete. 
Make note of your User ID.  

2. Select ‘Leave AMPS Registration’  
3. You will receive an e-mail indicating that your AMPS account has been created and 

your AMPS access has been granted. 
4. Note: If any of the personal information provided when creating an AMPS account 

should change, (i.e. Supervisor or contact information), it is the responsibility of 
the user to update this information in AMPS. 

AMPS Registration is COMPLETE 
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AMPS Main Menu 
1. Select “Application Roles” to review your current approved roles and then select  

‘Request Role’ to begin your AMPS Request 
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Application Selection 
1. Select the radio button labeled ‘DISP’ if the role # begins with “DDS-”.  Select 

“BSM” if the role # begins with “JD-”.   
2. NOTE:  If you work for DLA, you will see a different list of applications.   
3. Select ‘Next’ to continue  
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Environment Selection 
1. Select the radio button labeled ‘Production’ 
2. Click ‘Next’ to continue  



22 

Sub Category Selection 
1. Select the radio button labeled ‘Default’ 
2. Click ‘Next’ to continue  



Roles for Users Outside of DLA 

• ROLES:  Customers who do NOT work for DLA 
• RTD Customer (DDS 413) 
• ETID Customer (DDS 514) 
• Reports 

•NOTE:  You don’t need the reports access until your 
servicing Disposition Services Site transfers to EBS 
(see page 4 for dates) 
•NOTE:  Most customer will request DDS-601.  
Only those who work with Small Arms (i.e., SASP) 
will request DDS-600. 
• BO Non-SASP Customer (DDS-601) 
• BO SASP Customer (DDS-600) 
• Reimbursable Report (JD-2100) 

Presenter
Presentation Notes
In 2006 as a result of the GAO Audits we identified our critical roles and the required knowledge/training.  The goal was consistency:  employees would have the same knowledge and core training regardless of where they worked.  In 2009 we transferred the data from our own data base to LMS.  This was a significant step.  Last year and this year, there are relatively few changes.  RBI will have a significant impact on training and knowledge requirements.  Our goal is to make the current IDP Open Season as easy and painless as possible for everyone.

As you know, we have a set of on-line classes that are required for all employees.  These are all available on-line and  we track completion of this training in the R&A each month.  As you can see, we have simply added an existing on-line training that is required to get and keep a Gov Credit Card.  This training is required every 3 years.  Including this training on this role will eliminate all the confusion and surprises.  Employees can plan ahead and get this completed prior to the due dates identified in LMS.  We have already input all the completions for training done in Nov so this training won’t be due for 3 years.  Employees who are not eligible for a Gov credit card can waive this training in LMS.  Encourage your employees to get this training done!!!  



Roles for DLA Users 
• RTD 

• RTD Portal (JD-854) 
• RTD Customer Screener (DDS-369) 
• RTD Customer Accountable Supply Officer (DDS-

370) 
• ETID 

• ETID Portal (JD-856) 
• ETID Customer (DDS-520) 

• Reports.  NOTE:  You don’t need the reports access until 
your servicing Disposition Services Site transfers to EBS 
(see page 4 for dates) 
• Business Objects Non-SASP (JD-225) 
• Business Objects SASP User (JD-224) 
• NOTE:  Most customers do not work with Small 

Arms (SASP) and will request JD-225 

Presenter
Presentation Notes
In 2006 as a result of the GAO Audits we identified our critical roles and the required knowledge/training.  The goal was consistency:  employees would have the same knowledge and core training regardless of where they worked.  In 2009 we transferred the data from our own data base to LMS.  This was a significant step.  Last year and this year, there are relatively few changes.  RBI will have a significant impact on training and knowledge requirements.  Our goal is to make the current IDP Open Season as easy and painless as possible for everyone.

As you know, we have a set of on-line classes that are required for all employees.  These are all available on-line and  we track completion of this training in the R&A each month.  As you can see, we have simply added an existing on-line training that is required to get and keep a Gov Credit Card.  This training is required every 3 years.  Including this training on this role will eliminate all the confusion and surprises.  Employees can plan ahead and get this completed prior to the due dates identified in LMS.  We have already input all the completions for training done in Nov so this training won’t be due for 3 years.  Employees who are not eligible for a Gov credit card can waive this training in LMS.  Encourage your employees to get this training done!!!  



1. This page will display the roles available to you through AMPS.   
2. Select your desired role from the list on the left and click the > button to move the 

role to the list on the right.  You don’t need the Reports Role until later. 
3. Ensure ‘Authorized’ and ‘Unclassified’ are selected 
4. Enter a brief explanation of why you are requesting the role in the ‘Justification for 

Access/ Comments’ box  
5. Click ‘Next’ to continue  

25 

Role Selection 
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Information Disclosure Agreement 
1. An information screen will display. This information screen lists the authority and 

rules under which information is collected and used.  
2. Click the ‘Next’ button to continue 
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User Information 
1. AMPS will open a page to collect information pertaining to your identification, work 

and citizenship status, location and contact information. Most of the fields will be pre-
populated based on your profile. Check to verify that the information is correct  

2. Note: Fields with a red asterisk (*) are required. The Social Security Number 
information is encrypted and will only be seen by the Security Officer, who will 
compare it with information on file  

3. When you identify your User Type (i.e., Military, Civilian or DOD Contractor) the screen 
will refresh and additional information will be requested. 

4. Click ‘Next’ to continue 
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Optional Information 
1. AMPS will open a form that will allow you to type additional information about your 

request that would be helpful in setting up your account. Completing the Optional 
Information box is optional.  

2. Complete the DoDAAC(s) information box if you have the appropriate information. 
3. Select “Next” to continue 
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Validation of Supervisor Information 
1. Supervisor info is required for Federal Agency users and contractors.  Review the 

supervisor listed to make sure that your direct supervisor is identified. 
2. If the information is correct, click ‘Next’ to continue 
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Validation of Contracting Officer Information 

1. Contractor Users Only: Next page, AMPS will open a screen to validate information 
about your Contracting Officer. Ensure the information listed is correct. 

2. If the information is correct, click ‘Next’ to continue 



31 

Validation of Security Officer Information 
1. Your Security Officer’s info is required for Federal users and contractors. AMPS 

will validate information about your Security Officer. Ensure the information listed 
is correct. 

2. If the information is correct, click ‘Next’ to continue 
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Information Assurance Officer Info 
1.DO NOT complete the fields on the Information 

Assurance Officer Information screen. 
2. Click the ‘Next’ button 
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Terms & Conditions 
1. AMPS will open a page to display the Terms and Conditions and Non-Disclosure 

Agreement. Read the User Acceptance Statement and the Non-Disclosure Statement 
2. Click the ‘I Agree’ checkbox to indicate that you agree to the Terms and Conditions 

whereby the information about you is collected and that you are satisfied with the 
protection provided by the Non-Disclosure Agreement 

3. Click the ‘Next’ button to continue 
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Error Messages 
1. Error messages will display in red if there is any missing information in your 

request. In the example below, fields were left blank, resulting in the errors listed.  
To eliminate the error messages, use the ‘Back’ button at the bottom of the page 
(do not use the internet browser Back button) to go back to the screens where the 
information was omitted. Once you have filled in all of the missing information 
continue with your request. 

2. Click the ‘Next’ button to submit the completed request 
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Role Request Confirmation 
1. Note your SAAR number for future reference 
2. Click ‘Submit’ to submit your AMPS Request 
3. An email confirmation will be sent to you 
4. Congratulations! You submitted your AMPS Request! 



EMAIL Confirmation 
1. This is an example to show you what the email notification will look like.  Select 

“Display as HTML” so you can quickly see the information. 



EMAIL Confirmation 
This email appears in HTML Format and is much easier to read. 
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Accessing RTD, ETID & Reports 
If You Work Outside of DLA 

1. Go to the DLA Enterprise External Business Portal at https://business.dla.mil  
2. Click on “Registered Users Login Here” 
3. If you have a CAC Card, select a certificate, click ‘OK’ and enter your PIN if 

prompted. Both your email & Non-email CAC certificates will work.  If you do not 
have a CAC Card, you will be prompted for your USER ID & password. 
 

https://business.dla.mil/
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DLA Enterprise EXTERNAL Business Portal 

Welcome to the DLA Disposition Services Information Page 
This information page allows the military services, federal government and state/local 
governments to use web-based applications to search our inventory for reuse and transfer of 
items, or the general public to participate in our sales program or bid on contracts to provided 
services. Military service members can also use these applications to turn in useable or scrap 
property or obtain environmental/hazardous disposal guidance.  

CREATE AN ACCOUNT TO ACCESS THE FOLLOWING: 
You must create an account to access the applications listed below. Please read and follow 
these step-by-step instructions  and then create an account by clicking here. Account approval 
time varies. 
 
 Electronic Turn-In Document (ETID): Submit, update, and review documents required for 

turning in property and scrap from the military services 
 Reutilization, Transfer, Donation (RTD): Access our inventory of property available to military, 

federal, state and local agencies, and qualified organizations 
 Reports: Access DLA Disposition Services Customer Reports. 

CLICK THE LINKS BELOW FOR INFORMATION ON THE FOLLOWING:  
Sales: to access property available for sale to the general public 
Hazardous Waste Contracts: for information about disposing of hazardous property or bidding 
on contracts for hazardous waste removal 
Scheduler: request an appointment to bring scrap or usable property to a nearby DLA 
Disposition Services Field Office 
 
Not familiar with our services? Please visit our  website for more information about our disposal 
solutions and property available.  

 

 

DLA DISPOSITION SERVICES 

https://business.dla.mil 

You can select “DLA Disposition Services”  from the drop down list of DLA systems for 
information about RTD, ETID, etc.  You can login from this page. 

https://business.dla.mil/


40 

Use & Consent Agreement 
1. You will select “Accept” for the “Use & Consent Agreement”. 
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EXTERNAL Portal Homepage 
You will see links to the applications you have been granted access to. 
 Select “Disposition Services” for RTD, ETID & Reimbursable Report 
 Select  “Business Objects” for Reports 
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RTD Web Registration Form 
1. This is the RTD Registration Form.  Some of the data may be pre-populated.  Review 

and complete the required registration process and select “Submit”.  For ETID, you 
will be asked to update your profile. 
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Accessing RTD, ETID & Reports 
If You Work for DLA 

Go to https://pep1.bsm.dla.mil/irj. 
You may select either CAC certificate. 
 

https://pep1.bsm.dla.mil/irj
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Use & Consent Agreement 
You will select “Accept” for the Use and Consent Agreement 
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Internal Portal Homepage 
You will select the “Disposition Services” Tab 
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Internal Portal 
You will see your approved roles 
(i.e., RTD or ETID) 
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View of ETID 
This is an example of ETID.  Select “Update my Profile”   
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View of ETID Registration 
This is the beginning of the ETID profile.  Review and  
Update your data 
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Sources of Info 

• DLA Customer Interaction Center:  If you have a question about  
navigation, policy or procedure, call 1-877-DLA-CALL (1-877-352-2255) 
or send an email to DLAContactCenter@dla.mil.  Accessible 24 hours 
a day, 7 days a week. 

• Enterprise Help Desk:  If you have an access problem or a technical 
issue call 1-855-352-0001 or send an email to 
enterprisehelpdesk@dla.mil.   Accessible 24 hours a day, 7 days a 
week. 

• DLA Enterprise External Business Portal (https://business.dla.mil ) will 
have a link to a job aid  

• DLA Disposition Services Web Page 
(http://www.dispositionservices.dla.mil)   will have a link on the home 
page that will include job aids and additional customer information 

mailto:DLAContactCenter@dla.mil
mailto:enterprisehelpdesk@dla.mil
https://business.dla.mil/
http://www.dispositionservices.dla.mil/
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