Frequently Asked Questions
Introduction (Common Questions)
Summary-Access Request Process for Federal Users/Contractors
Summary-Access Request Process for Public Users
Summary-Access Request Process for DLA Customers
Introduction
If I have questions, who should I call?  You may call--
· 1-877-DLA-CALL (or 1-877-352-2255)  or DSN 661-7766– DLA Customer Interaction Center which is available 24 hours a day, 7 days a week
If I need help, where do I send an email?  You may send an email to—

· DLAContactCenter@dla.mil 

I don’t know which role(s) to request?  

· Go to http://www.dispositionservices.dla.mil/ and select “Change is Coming”.  You will find job aids for Federal employees/contractors, public users & DLA employee customers.  The job aids will provide step-by-step instructions plus helpful hints.  
Where do I go to create my account and request my roles?  

· https://amps.dla.mil 

I have created an account & requested my roles.  Where do I go to access the new RTD and ETID applications?

· DLA Employees:  https://pep1.bsm.dla.mil/irj and log in using your CAC

· DoD and Federal Employees/Contractors:  https://business.dla.mil and log in using your CAC (if you work for DOD) or the User ID & Password you created during the AMPS registration process.
· Public Users (who do not work for the Federal Gov):  https://business.dla.mil and log in using your User ID & Password you created during the AMPS registration process
How do I log in?

· If you work for DoD, you can use your CAC Card.

· If you do NOT work for DoD, you will use the User ID and password you created during the AMPS registration.

What do I do if I forgot my password?

· Reset your password on the AMPS Home Page at https://amps.dla.mil 

· Call the AMPS Help Desk at 1-866-335-4357
What do I do if I have created my AMPS account and requested my roles but I cannot get to the new RTD or ETID Systems?  

· Go to https://amps.dla.mil and log in.  Select “Application Roles” to make sure you have been granted the roles you need to access the systems.

· Call the DLA Customer Interaction Center at DSN 661-7766 or 1-877-352-2255.

I created my account and requested my roles in March, 2012.  Do I need to take any additional steps?  

· If you are logging in using your AMPS User ID & Password, you will need to go to https://amps.dla.mil and reset your password.

What do I do if I receive a message that my account has been locked?

· Call the DLA Customer Contact Center at 1-877-352-2255 or DSN 661-7766.
· Send an email to DLAContactCenter@dla.mil 

If I have any questions once I begin using the new RTD & ETID Systems, what should I do?

· Call the DLA Customer Interaction Center at 1-877-352-2255 or DSN 661-7766.
· Send an email to DLAContactCenter@dla.mil 

I get timed out as I go through the AMPS process.  What do I do?

· We are sorry for the inconvenience.  Right now a lot of people are requesting access.  Try to go into AMPS during non-peak hours (i.e., early in the morning).  

I have both Firefox and Internet Explorer.  Which should I use to access RTD & ETID?
· We recommend Internet Explorer (IE 8 and below)

Summary-Access Request Process for Federal Users/Contractors
Step 1

· Go to AMPS at https://amps.dla.mil
· AMPS First Time User Page-Select “Federal Agency User/Contractor”

· Next page-select “New Account”

· Privacy Act Statement-select “Continue”

· Register a New AMPS Account-complete all required fields identified with an *

· External Supervisor –Identify current supervisor info requested

· Contractors will provide Contracting Officer info

· External Security Officer-provide info for the individual who is responsible for personnel security (i.e., has your security clearance data)

· AMPS Password Creation-follow instructions to create a password

· Authentication Questions-answer the 3 questions for personal identification

· Inbox Item Edit Screen provides your AMPS User ID.  Write this down.
Step 2

· Go to AMPS at https://amps.dla.mil 

· Select “Request Role” on the main page

· Application Access Screen-select “DISP”

· Environment-select “Production”

· Sub-Category-select “Default”

· Select Roles-highlight desired role, click on the single arrow pointing to the right.   Select 1 role for each request.  Provide a justification

· If you need RTD access-select DDS-413

· If you need ETID access-select DDS-514

· Next page-select “Next”

· Tell us about yourself-complete all required fields identified with an *.  Be sure to complete the citizenship, country, Social Security Number (no dashes), and date Information Assurance training was last completed (must be within the last 365 days).

· Optional Information-please enter your DODAAC in the box on the right side

· Supervisor Info-verify that current supervisor is listed

· Contracting Officer Info (complete if you are a Federal Contractor)
· Security Officer-verify that your personnel security specialist is identified

· Information Assurance Officer-LEAVE BLANK and select “Next”

· Accept Terms & Conditions and Non-disclosure Agreement-select “I agree” box AND select “Next”

· Final Screen-make note of your SAAR# and select “Submit”

Step 3:  Go to https://business.dla.mil, log in using your CAC (if you work for DOD) or your User ID and Password.  Select “Disposition Services” and then “RTD” or ETID” based on the roles approved.

Summary-Access Request Process for Public Users
Step 1

· Go to AMPS at https://amps.dla.mil
· AMPS First Time User Page-Select “Public”

· Next page-select “New Account”

· Privacy Act Statement-select “Continue”

· Register a New AMPS Account-complete all required fields identified with an *

· AMPS Password Creation-follow instructions to create a password

· Authentication Questions-answer the 3 questions for personal identification

· Inbox Item Edit Screen provides your AMPS User ID.  Write this down.

Step 2

· Go to AMPS at https://amps.dla.mil 

· Select “Request Non-DOD User Role” on the main page

· Application Access Screen-select “DISP”

· Environment-select “Production”

· Select Roles-highlight desired role, click on the single arrow pointing to the right.  Provide a justification.  Select 1 role for each request.
· If you need RTD access-select DDS-413

· If you need ETID access-select DDS-514

· Next page-select “Next”

· Tell us about yourself-complete all required fields identified with an *.  Be sure to complete the citizenship & country.
· Accept Terms & Conditions and Non-disclosure Agreement-select “I agree” box AND select “Next”

· Final Screen-make note of your SAAR# and select “Submit”

· Summary-Access Request Process for DLA Customers

Step 3:  Go to https://business.dla.mil, log in using your User ID and Password.  Select “Disposition Services” and then “RTD” or ETID” based on the roles approved.

Summary-Access Request Process for DLA Customers
Step 1

· Go to AMPS at https://amps.dla.mil 

· Select “Request Role” on the main page
· Group-select “DLA Enterprise Applications”
· Application Access Screen-select “BSM”

· Environment-select “Production”

· Sub-Category-select “Default”

· Select Roles-highlight desired role, click on the single arrow pointing to the right.  These are base roles needed to access the EBS Internal Portal.  IMPORTANT:  Select 1 role with each request.  You cannot select both JD-854 & JD-856 in the same request.  Provide a justification

· If you need RTD access-select JD-854 
· If you need ETID access-select JD-856 
· Next page-select “Next”

· Organization-make sure your DLA organization is accurate (i.e., DLA Distribution)

· Tell us about yourself-complete all required fields identified with an *.  Be sure to complete the citizenship, country, Social Security Number (no dashes), and date Information Assurance training was last completed (must be within the last 365 days).

· Optional Information-please enter your DODAAC in the box on the right side

· Supervisor Info-verify that current supervisor is listed

· Contracting Officer Info (complete if you are a DLA Contractor)

· Accept Terms & Conditions and Non-disclosure Agreement-select “I agree” box AND select “Next”

· Final Screen-make note of your SAAR# and select “Submit”

Step 2

· Go to AMPS at https://amps.dla.mil 

· Select “Request Role” on the main page

· Group-select “DLA Enterprise Applications”

· Application Access Screen-select “DISP”

· Environment-select “Production”

· Sub-Category-select “Default”

· Select Roles-highlight desired role, click on the single arrow pointing to the right.  These roles provide access to specific functions.  Provide a justification.  IMPORTANT:  select either RTD or ETID roles for each request.  You cannot select both RTD & ETID roles in the same AMPS request.
· If you need RTD access to screen property & submit requisitions-select DDS-369

· If you need RTD access to screen and/or approve property-select DDS-370
· If you need ETID customer access-select DDS-520
· Next page-select “Next”

· Organization-make sure your DLA organization is accurate (i.e., DLA Distribution)

· Tell us about yourself-complete all required fields identified with an *.  Be sure to complete the citizenship, country, Social Security Number (no dashes), and date Information Assurance training was last completed (must be within the last 365 days).

· Optional Information-please enter your DODAAC in the box on the right side

· Supervisor Info-verify that current supervisor is listed

· Contracting Officer Info (complete if you are a Federal Contractor)

· Accept Terms & Conditions and Non-disclosure Agreement-select “I agree” box AND select “Next”

· Final Screen-make note of your SAAR# and select “Submit”

Step 3:  Go to https://pep1.bsm.dla.mil/irj  log in using your CAC Card.  Select “Disposition Services” and then “RTD” or ETID” based on the roles approved.

