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AMPS Overview

• Account Management and Provisioning System

• AMPS is a “parent” system where a request for access to 
the Reutilization, Transfer, and Donation (RTD) system is 
submitted

• RTD is the “child” system where the actual requests for 
property happen

3Source:  DLA Disposition Services RTD Office
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Creating Account

https://amps.dla.mil/oim

4Source:  DLA Disposition Services RTD Office
As of March, 2022

If you have any questions while completing this guide 
please send an email to Katie.Moravek@dla.mil or 

DispSvcsRTD@dla.mil

Select “Click HERE
for access to AMPS”
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Creating Account
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Click “OK”
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Creating Account
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If this is your first time 
in AMPS, click “First 
Time User? Click Here 
to Register”
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Creating Account
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Select "Public" user type
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Creating Account

8Source:  DLA Disposition Services RTD Office
As of March, 2022

Click “Accept”
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Creating Account
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Enter all of your 
information next 
to the asterisks
(required fields)
and then click 
“Next”.

Phone number will have 
“.” in between numbers. 
Example 555.555.5555
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Creating Account
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Select 3 security questions and type
in the answers. Then create a 
password. Please make sure to
follow the rules listed to the right. 
Once finished click "Next".
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Creating Account
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Click “Create 
Account”
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Account Confirmation/Username

12Source:  DLA Disposition Services RTD Office
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The confirmation page 
provides the username.  
Make sure to save this 
as it is needed to log into 
RTD.

Then click “Login to
AMPS” to request the 
required role for RTD 
access.
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Requesting Role
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Click “Click HERE for 
access to AMPS”
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Requesting Role
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Type in your User ID 
and Password and 
then click “Login”.
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Requesting Role
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Click “Request Role”



WARFIGHTER ALWAYSWARFIGHTER ALWAYS

Requesting Role
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Click “Accept”
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Requesting Role
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This should say DLA 
External.  

Verify all your 
information is correct 
and click “Next”. If 
your information is 
not correct it and
then click “Next”.
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Requesting Role

18Source:  DLA Disposition Services RTD Office
As of March, 2022

Click “DLA Enterprise 
Applications” and the roles 
will show down below.

Or type 
“DDS-413” 
into the Role 
Name field. 
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Requesting Role
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Select “DLA Disposition Prod – RTD Customer
DDS-413” from the left and move it to the right
by clicking the arrow. Then click "Next".
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Requesting Role
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Type in your 
justification. 
Example: Need 
for FFP
Program. Then 
click "Next" in 
the upper right-
hand corner.
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Requesting Role
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Click “Submit”
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Approval

• Two emails will be received
– The first will be a notification of the role submittal
– The second will be a notification that the role request 

has been approved

• If an error message such as “User Authentication Failed” 
is received when trying to log into the RTD Web External 
Business Portal, a password reset in AMPS will be 
required

• Follow slides 43-47 for an AMPS password reset, if 
necessary

22Source:  DLA Disposition Services RTD Office
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RTD User Guide
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RTD User Guide

• RTD Web Overview

• Request Role

• Issues Logging into RTD

• RTD Password Reset

• Searching for Property

• Submitting Questions

• Setting Up a Want List

• Requisition Status
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RTD Web Overview

• RTD Web
– Reutilization, Transfer, and Donation

• Purpose:
– It is the portal to request excess military equipment

• Gaining Access:
– Username/Password is created in the Account 

Management and Provisioning System (AMPS)
– Request Role in RTD Web

25Source:  DLA Disposition Services RTD Office
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Request Role

RTD Web Link:  https://business.dla.mil/landing/index.jsp

26Source:  DLA Disposition Services RTD Office
As of March, 2022

Click on “DLA Enterprise 
External Business Portal”

https://business.dla.mil/landing/index.html
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Request Role

27Source:  DLA Disposition Services RTD Office
As of March, 2022

Enter Username and 
Password created in AMPS.

Then click “Log On”
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Issues Logging in to RTD

• If you get an error message “User Authentication Failed”, 
this indicates a password reset in AMPS

– Continue to the next slide

• If you do not have issues while logging into RTD, 
continue to slide 45

28Source:  DLA Disposition Services RTD Office
As of March, 2022
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RTD Password Reset

https://amps.dla.mil/oim

29Source:  DLA Disposition Services RTD Office
As of March, 2022

Select “Click HERE
for access to AMPS”
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RTD Password Reset

30Source:  DLA Disposition Services RTD Office
As of March, 2022

Type in your User ID and 
Password and then click 
“Login”.  If you’re unable to 
login, call the DISA Service 
Desk at 844-347-2457, or 
disa.global.servicedesk.mbx
.dla-ticket-request@mail.mil
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RTD Password Reset

31Source:  DLA Disposition Services RTD Office
As of March, 2022

Click on “My Information”
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RTD Password Reset

32Source:  DLA Disposition Services RTD Office
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Click on “Change Password”
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RTD Password Reset

• After clicking “OK”, a notification that the password was 
changed successfully will appear, and an email notification of 
the password change will be sent

• If the password reset in AMPS does not work, then call the 
Helpdesk for a password reset at 
disa.global.servicedesk.mbx.dla-ticket-request@mail.mil, or 
844-347-2457 

33Source:  DLA Disposition Services RTD Office
As of March, 2022

This box will appear. 

1. Enter old password
2. Enter new password
3. Confirm new password

4.   Click “OK”
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Request Role

34Source:  DLA Disposition Services RTD Office
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Read the Use and Consent 
information and then select 
“I Accept.”



WARFIGHTER ALWAYSWARFIGHTER ALWAYS

Request Role

35Source:  DLA Disposition Services RTD Office
As of March, 2022

Click on “Disposition Services”, 
then “RTD”.

If necessary, click on the box next 
to “Detailed Navigation” to 
populate “RTD.”
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Request Role

36Source:  DLA Disposition Services RTD Office
As of March, 2022

Click on “Request Role”
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Request Role

37Source:  DLA Disposition Services RTD Office
As of March, 2022

Click on applicable role 
and then “Submit”

Select “Firefighter (FF)”
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Request Role

38Source:  DLA Disposition Services RTD Office
As of March, 2022

Complete all required 
fields, and click Submit
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Role Approval

• When the role request is submitted, it goes to the FFP 
administrators for review/approval

• Once the role is approved (an email will be received), 
continue to the next slide to search for property

39Source:  DLA Disposition Services RTD Office
As of March, 2022
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Searching for Property

40Source:  DLA Disposition Services RTD Office
As of March, 2022

Log into RTD (same as when 
requesting role), and hover over 
“Firefighter” and Select “FF Search”
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Searching for Property

41Source:  DLA Disposition Services RTD Office
As of March, 2022

Search for property using 
any of the following criteria:
• National Stock Number 

(NSN)
• Federal Supply Class 

(FSC)
• Item Name, or a keyword 

from the Item Name

If you have more than one 
DODAAC, change between 
them by selecting the drop 
down
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Searching for Property

42Source:  DLA Disposition Services RTD Office
As of March, 2022

Search for property using 
any of the following criteria:
• DTID
• Supply Condition Code
• DLA Disp Svcs Site
• Miles from DoDAAC
• Miles from Zip Code

Press “Search” to view available 
property that meets the selected 
criteria
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Selecting Property

43Source:  DLA Disposition Services RTD Office
As of March, 2022

Condition Code, Item 
Name, DTID

DLA Disposition Services 
Site and National Stock 
Number

Click on Photo to view information about the property 
and to view photos (if available) in a larger view
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Condition Codes

If you click on the Condition Code of an item in RTD Web, it 
will bring up what the description is for all condition codes.

44Source:  DLA Disposition Services RTD Office
As of March, 2022
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Submitting Question

45Source:  DLA Disposition Services RTD Office
As of March, 2022

1. Questions can be submitted to the 
corresponding DLA Disposition Services 
site by selecting the question mark on 
the search results screen

2. Input the Question 
and select Submit 
Question 3. Once the site provides 

a response, an email will 
be received.  Log into 
RTD to view the 
response under 
Additional Property Data
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Adding to Shopping Cart

46Source:  DLA Disposition Services RTD Office
As of March, 2022

Click on the Shopping 
Cart icon to add the item 
to your cart
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Submitting Justification

47Source:  DLA Disposition Services RTD Office
As of March, 2022

1. Required to submit a justification –
enter a justification for the property 
being requested

2. Adjust the quantity if necessary

3. Click “Save to Cart”
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Shopping Cart

The Shopping Cart populates at the top of the page.

48Source:  DLA Disposition Services RTD Office
As of March, 2022

Click “Return to Search” 
to continue searching for 
property.

Click the Shopping Cart icon to remove 
the property from the cart.
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Check Out

49Source:  DLA Disposition Services RTD Office
As of March, 2022

Select “Check Out” when 
done searching for 
property

Select “Submit Requisition” to submit 
the Shopping Cart
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Setting Up a “Want List”

50Source:  DLA Disposition Services RTD Office
As of March, 2022

FFP can setup a “Want List” in RTD so 
that the system will automatically run a 
report using the specified Search 
Criteria.  The system will email the user 
at the selected intervals whenever an 
item that meets their criteria becomes 
available.

Select the “Want 
Lists” menu option 
to view “Active 
Want Lists.” 
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Setting Up a “Want List”

51Source:  DLA Disposition Services RTD Office
As of March, 2022

Specify the 
frequency 
of the 
report

Specify the Point of 
Contact info that 
would like to receive 
the email notification

Press “Create 
Want List” to 
submit
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Requisition Status

52Source:  DLA Disposition Services RTD Office
As of March, 2022

Click on “RTD Home” to 
view the Requisition Status 
queue
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DLA Disposition Services
CONUS Field Sites

53Source:  DLA Disposition Services RTD Office
As of March, 2022
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Locations

54Source:  DLA Disposition Services RTD Office
As of March, 2022

https://www.dla.mil/ddsr/
• Select Find a Location

• Use the United States dropdown

• Select site by state

• Provides phone number and email 
address
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Issues Logging into RTD
AMPS Password Reset

• User Authentication Failed means a password reset is 
required in AMPS

– Log into AMPS, click on My Information, then Reset 
Password

– If resetting your password on your own doesn’t work, contact 
the DISA Service Desk:

• 844-347-2457, or disa.global.servicedesk.mbx.dla-ticket-
request@mail.mil

• Step by step instructions with screenshots provided near the 
end of the presentation slides

55Source:  DLA Disposition Services RTD Office
As of March, 2022
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Issues Logging into RTD
Browser Issues

• For browser issues:
– Add “dla.mil” as a trusted site

56Source:  DLA Disposition Services RTD Office
As of March, 2022
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DISA Service Desk

DISA Service Desk
disa.global.servicedesk.mbx.dla-ticket-request@mail.mil

844-347-2457 

No longer the DLA Enterprise Helpdesk
The email address and phone number are out of service

57Source:  DLA Disposition Services RTD Office
As of March, 2022
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Questions?

Katie Moravek
Katie.Moravek@dla.mil

RTD Mailbox: 
DISPSVCSRTD@DLA.MIL

58Source:  DLA Disposition Services RTD Office
As of March, 2022
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