Federal User & DoD Contractor Access to Reimbursable Report Role Request
1. Go to https://amps.dla.mil/oim 
2. Click on Click HERE for access to AMPS.
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3. Select your EMAIL CERT  for your CAC Card.
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*If do not have an AMPS account already you will need to register in AMPS to create an account. If you have an account already go to page 6 to skip registrantion.*

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

[image: ]
5. [image: ]Select Accept.

6. Select I work for another Federal Agency.
  [image: ]







7.  Fill out the AMPS User Registration – User Information then select Next.
[image: ]
8.  You will need to set your Security Information and create a password following the requirements listed then select Next.
[image: ]
9. Review you information in the Summary to make sure it is correct the select Create Account.
[image: ]

10.  System will generate your USER ID copy it then select Login to AMPS.
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Requesting the Reimbursable Role
1. Click on Click HERE for access to AMPS.
[image: ]

2. Select Request Role.
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3. Select Accept.
[image: ]
IMPORTANT: For this role only
***identify “Supervisor” in the Supervisor Last Name field. 
***Identify “RBI” in the Supervisor First Name. 
***Identify ReimbursableReportSupervisor@dla.mil in the email field. 
***Identify “1-800-225-5352” for the phone #.

4. Fill in the Required External Supervisor with the information above or the role will not go through, then select Next.
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5. Select the arrow to the left of DLA Enterprise Business System(EBS) to bring up selections.
[image: ]

6. Select EBS Production.
[image: ]
7. In the Select Role box in the bottom left select EBS Prod External-Disp Svcs External Reimbursable Report User JD-2100 and use the middle right arrow to move role to the Selected Roles box.
[image: ]

8. Role should be in right Selected Roles box, and then click on next.
[image: ]

9. Please state your Justification for the role and then click next.
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10.  Review you have the correct role as EBS Prod External-Disp Svcs External Reimbursable Report User JD-2100 and then select Submit.
[image: ]

11. Your SAAR will be generated and you are now pending access. The Security Officer and Data Owner will have to approve your access and you will receive an email when that information is approved.  Now correct your Supervisor Information on the My Information page.
[image: ]
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First Time User? Click Here to Register

Use this option to register if you have never had a DLA accourt o if you have access
to0 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 inthe past but cannot remember
your DLA assigned User ID.

Forgot your Password? Click Here
Use this option ifyou have registered with AMPS inthe past but cannot remember

your password.
veerm[ ]
Password
Login

Need Help? Contact the DLA Enterprise Help Desk at DLAEnterpriseHelpDesk@dla.mil,
ortoll free 855-DLA-0001 (855-352-0001)
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DLA Privacy Act Statement

Authority: 5 U.S.C. 301, Departmental Regulations; 10 U.S.C. 133, Under Secretary of Defense for Acquisition, Technology, and Logistics; 18 U.S.C. 1029, Access device fraud; E.O. 10450, Security Requirements for Government Employees, as amended; and E.O. 9397 (SSN), as
amended.

Principal Purpose(s):  Information is used to validate a user's request for access into a DLA system, database or network that has its access requests managed by AMPS.
Routine Uses:  Data may be provided under any of the DoD "Blanket Routine Uses" published at htp://dpcld.defense.gov/Privacy/SORNsIndex/BlanketRoutineUses.aspx.

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 verification cannot be accomplished.

Rules of Use:  Rules for collecting, using, retaining, and safeguarding this information are contained in DLA Privacy Act System Notice S500.55, entitled "Information Technology Access and Control Records” available at
http://dpcld.defense.gov/Privacy/SORNsIndex/tabid/5915/Category/11156/defense-logistics-agency.aspx.
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AMPS User Registration

Attention DLA New Hires: New DLA employees who can self-register should choose the T am a New DLA Employee button from
the User Type column below. This option starts the New IT User process. In preparation for completing this process, have your offer
letter from Human Resources (HR) available for reference. Information needed to complete the New IT User process is available only
in this letter. Please contact DLA HR using the information provided in the offer letter if you have any questions.

Attention Non-DLA Users: Non-DLA users—also called external users—should choose one of the following User Type buttons:

« Iwork for another Federal Agency
+ Tam a Supplier or Vendor to DLA
« Tam a member of the Public

This action starts the external user AMPS registration process.

Attention current DLA Users: If you are a current DLA employee, DO NOT CHOOSE any options on this screen. Exit this screen
immediately and contact the Enterprise Help Desk at the number listed below for assistance with logging in to AMPS.

If you have a CAC or PIV Card: AMPS supports certificate-based authentication using the Common Access Card (CAC) issued by
the DoD, or the Personal Identity Verification card (PIV) issued by supported External Certificate Authority (ECA) and Federal Bridge
Certificate Authority (FBCA) vendors. To set up your login to AMPS with either of these authentication methods, you must insert your
CAC or PIV card in your computer’s Smart Card reader during registration. This action ensures that AMPS can capture and store
your authentication credentials from your card. You can then log in to AMPS without a User ID and Password.

Select Your User Type:
User Type Description

[Suppliers and Vendors: click this button if you are a Supplier/Vendor with a Commercial and
am a Supplier or Vendor to DLA| |Government Entity (CAGE) code. Supplier/Vendors work for a company or organization that supplies
items or parts to DLA.

[Public: click this button if you are a member of the public who wants access to DLA applications
1am a member of the Public| [available to the general public. During registration, you will be required to provide a few facts about
| you and your organization to register and request access to publicly available DLA applications.
DLA New Employee Registration: click this button if you are a new DLA employee and have been
instructed to register for a DLA user account. The registration process enables you to create an

1am a New DLA Employee [account request by entering your name, an external email address, and other information about your

lemployment. At the end of the registration process, your account request is submitted for approval.

[ ou will be notified when the approval process is complete.

Please contact the Enterprise Help Desk at 855.352.0001 or DLAENterpriseHelpDesk@dla.mil if you have any questions concerning the use of this System.

Cancel
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AMPS User Registration - User Information

Please fill out the information below to create your account in AMPS.

M

'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 will 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

Middle Name
* Last Name

* Email
* Title

Contact Information

* Offici

Telephone
Official Fax
DSN Phone
DSN Fax

Mobi

site

Melissa

Trask

| I

Customer Support Specialist
1/6/2015 &

269-961-4374

Security Officer Information

* Security Officer Email ___Jedia.mil
* Security Officer First Name [~}
* Security Officer Last Name [}

* Security Officer Phone |269-961

* User Type
* Grade

* Country of Citizenship

Office/Cube
* Street

PO Box

* City

* State

* Postal Code
* Country

Supervisor Information
* Supervisor Email
* Supervisor First Name
* Supervisor Last Name

* Supervisor Phone

Civilan V]
— ™
us ]

74 Washington AVE N

Battle Creek

Michigan ]
49037

UNITED STATES v

—— edami

[E—
1
269-961-C)
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AMPS User Registration - Security Information Cancel| Back
Please enter your security questions and a password which will be used to access AMPS, following the guidelines listed below for each.
Set Security Questions
o o Please set your security questions, using the following
Gr=tena fules:
* Answer 1 1) You must choose 3 different questions
. B 2) The answers to each question are not case senstive
Question 2 3) Spaces and other punctuation are allowed
* Answer 2 4) Each answer must be between atleast 3 and 40
characters long
* Question 3 5) Each answer cannot be a word contained in the
* Answer 3 Q=T
Set Password
Enter New Password Please set your password, using the following rules:
1) Minimum length of 15 Characters
Confirm Password 2) Maximum length of 32 Characters

3) Minimum of 4 Alphabetic Characters

4) Minimum of 2 Numeric Characters

5) Minimum of 2 Lowercase Characters

6) Minimurm 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:&" /' *\[1()%{}@$?

11) Must not contain your login name, first name, last
name or email address
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|Account Management and Provisioning System (AMPS)

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.

User Information

First Name Melissa
Middle Name
Last Name Trask
2 —
Title Customer Support Specialist
Cyber Awareness 1/6/2015

Training Date
Contact Information
official 269-961-C—)
Telephone
Official Fax
DSN Phone
DSN Fax
Mobile
site
Security Officer
Security Officer Email [ ji@dia.mil
Security Officer First )
Name
Security Officer Last [ ]
Name

‘Security Officer Phone 269-961{_)

Security Information
Question 1 What is the city of your birth?
[ ——
Question 2 What is your favorite color?
Answer 2 xxxxsxnk

Question 3 What is your mother's maiden name?

Answer 3 Frxecees

User Type Civilian
Grade [}
Country of Citizenship US

Office/Cube
Street 74 Washington AVEN
PO Box
City Battle Creek
State Michigan
Postal Code 49037
Country UNITED STATES

Supervisor Information
‘Supervisor Email [ Jedla.mil
Supervisor First Name [}

Supervisor Last Name [
‘Supervisor Phone 263961}

Password *rxxsees
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AMPS User Registration - Confirmation

Your new AMPS account will be ready momentarily.

P e e o o b e Toioens

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

AMPS News: 01Nov1S: ALL EMPLOYEE ONBOARDING is now accomplished through “New IT User Enrollment”
on the AMPS Home menu under Requests. ~
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Click HERE for access to AMPS. User Guides and Job Aids

« This link provides access through CAC autheftication for CAC-enabled users.
« Other users, vendors, and members of the plibiic will be presented with a

Right-click a title and click "Save Target AS" to save the PDF file to a preferred
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55 How to Register for an AMPS Account - External Users Only
93 Password Policies and Security Questions-External Users

5 Complete and Submit a Role Request — External User

Use your Email Gert
on your CAC.

@AMPS User Guide: Procedures for Users and Administrators PREVIEW Ver. 3.0
‘ @AMPS Information and Troubleshooting Guide Ver. 2.3
5 Approving an AMPS Role Request — Supervisor (External)
< >

See the AMPS Documentation screen--available from the main menu--for a complete list of user documentation, links, and tutorials.
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DLA Privacy Act Statement

: 5U.S.C 301, Departmental Regulations; 10 U.S.C. 133, Under Secretary of Defense for Acquisition, Technology, and Logistics: 18 U.S.C. 1029, Access device fraud; E.O. 10450, Security
Requirements for Government Employees, as amended; and E.O. 9397 (SSN), as amended.

Principal Purpose(s):

Routine Uses:

Information is used to validate a user's request for access into a DLA system, database or network that has its access requests managed by AMPS.
Data may be provided under any of the DoD "Blanket Routine Uses" published at http://dpcid.defense. gov/Privacy/SORNsIndex/BlanketRoutineUses. aspx.

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 verification cannot be accomplished.

Rules of Use: _Rules for collecting, using, retaining, and safeguarding this information are contained in DLA Privacy Act System Notice S500.55, entitied "Information Technology Access and Control
Records" available at http:;//dpeld.defense. gov/Privacy/SORNsIndex] tabid/5915/ Category/11156/defense-logistics-agency.aspx.
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Your request has been submitted to your supervisor for approval. The following SAARS have
been created:

SAAR  Role Status
666536 EBS Prod Exteral - Disp Svcs External Reimbursable Report User JD-02100  SUBMITTED
AMPS will notify you by email message regarding the status of each SAAR.

1f you have questions about this request, please contact the Enterprise Help Desk:

Email: DLAEterpriseHelpDesk@dla.mil
Phone: 855.352.0001
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