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Process 

• Step 1: Request the applicable EBS Internal Portal Role 
– JD-854 for RTD Web 
– JD-856 for ETID 

• Step 2: Submit a role request via AMPS.  
– DDS-369 RTD Customer Screener 
– DDS-370 RTD Customer Accountable Supply Officer 
– DDS-520 ETID Customer.   

• Step 3: Complete the registration.  
– Log into the EBS Internal Portal. You will be prompted 

to complete a required customer registration form. 
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Going into AMPS 
Go to the AMPS URL:  https://amps.dla.mil  
Select your DOD EMALL Certificate 

https://amps.dla.mil/
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Going into AMPS 
Click ‘OK’ to accept the Use and Consent terms for the U.S. 
Government Information System 
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• In order to access the web applications, 
you must have the following AMPS 
roles 
– JD-854:  to access RTD Web 
– JD-856:  to access ETID 

Internal Portal Roles 

IMPORTANT:  Customers who DO NOT work for 
DLA will NOT request these roles.  These roles are 
ONLY for DLA Employees. 
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Requesting the DLA EBS Internal 
Portal Role  

This is the AMPS Home Page.  Select “Request Role” 
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Select the Group 
Select DLA Enterprise Application 
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Select the Application 
Select BSM 
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Select the Environment 
Select Production, then Next 
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For RTD use JD-854-EBS Prod Additional–EBS Portal Disp Svcs RTD User JD854B 
For ETID use JD-856-EBS Prod Additional–EBS Portal Disp Svcs ETID User JD856B 
IMPORTANT:  Only request 1 role at a time. 

Select the Role 
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Selection of Role Continued 
The role will appear on the right side. 
Fill in the justification. Select Next. 
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Information Disclosure Agreement 
This screen shot shows the Information Disclosure Agreement.   
Select Next to confirm. 
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Select Your DLA Organization 
Your current organization should appear on this screen.  Update if necessary.   
Select “Next”  
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Information about YOU 
Complete all items with an *.  Most of the fields will be populated based on the 
Information in your profile.  Select “Next” 
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Optional Information 
Select Next 
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Update Supervisor 
Make sure your current, direct supervisor is identified. 
To change your supervisor, select the “Change Your Supervisor” box.   
You will get a screen to Identify the first and last name of your 
Supervisor and a search key.  If your current supervisor 
Is identified simply select “Next”. 
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Acceptance of Terms & Conditions 
Affirm that you agree with the Terms and Conditions and Non-Disclosure  
Agreement and select Next 
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Complete your Request 
Select Submit to complete your Request.  Note the SAAR# 



19 

EMAIL Confirmation 
Convert all AMPS EMAILS to HTML  
So you can quickly see and understand the info 
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AMPS EMAIL Notification 

This shows the same AMPS EMAIL notification converted to HTML 
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Process 
• Step 1: Request the applicable EBS Internal Portal Role 

– JD-854 for RTD Web 
– JD-856 for ETID 

• Step 2: Submit a role request via AMPS.  
– DDS-369 RTD Customer Screener 
– DDS-370 RTD Customer Accountable Supply Officer 
– DDS-520 ETID Customer.   

• Step 3: Complete the registration.  
– Log into the EBS Internal Portal. You will be 

prompted to complete a required customer 
registration form. 
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Go into AMPS 
Go to AMPS at https://amps.dla.mil.  When prompted select your DOD EMALL Certificate. 
Click ‘OK’ to accept the Use and Consent terms for the U.S. Government Information System. 

https://amps.dla.mil/
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Requesting Access 
This is the AMPS Home Page.  Select “Request Role” 
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Select The Group 
Select DLA Enterprise Application 
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Select the Application 
Select DISP, DLA Disposition Services Application (RTD, ETID, etc.) 
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Select the Environment 
Select Production 
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Select the Sub Category 
Select RTD or ETID 
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Select The Role 
Select the specific role and  
Then the > to move the role  
To the right side of the page. 
Identify your reason for requesting 
Access in the Justification  

IMPORTANT: Each request should  
Only include RTD OR ETID but not 
BOTH.  For more Information on the  
RTD and ETID Roles please go to the  
next page. 
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• ETID Role is available now 
– DDS-520 (ETID Customer) Customers who 

create and submit ETID documents 
• RTD Roles are not available in AMPS 

yet 
– DDS-369 (RTD Customer Screener) can 

search for property and submit requisition 
requests which go to the ASO 

– DDS-370 (ASO) The Accountable Supply 
Officer can search and submit requisitions 
and also approve those submitted by the 
screeners. 

RTD and ETID Roles 
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Information Disclosure Agreement 
Select Next 
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Select Your DLA Organization 
If the customer is OCONUS, he/she should  
Select DLA Europe & Africa or DLA Pacific 
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Information about YOU 

Complete all items with an *. 
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Optional Information 
Select Next 
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Update Supervisor 
Identify if you need to change your supervisor or select Next 
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Acceptance of Terms & Conditions 
Affirm that you agree with the Terms and Conditions and Non-Disclosure  
Agreement and select Next 
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Complete your Request 
Select Submit to complete your 
Request.  Note the SAAR# 
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Accessing the Internal Portal 

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

https://pep1.bsm.dla.mil/irj
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View of the Internal Portal 
You will select “Accept” for the Use and Consent Agreement 
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View of the Internal Portal 
You will select the Disposition Services Tab 
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Future View of the Internal Portal 

You will see RTD Web or ETID based on your approved roles. 
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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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