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1.0 Introduction

This document provides ETA instructions for various users to access the Defense Personal
Property System (DPS). It provides the first time user of ETA step by step instructions on
how to register in ETA and request access to DPS. If you already have an ETA account, this
document explains how to request access to DPS. It also provides information on digital
certificates.

2.0 ETA Instructions for SDDC HQ to Access the DPS

Depending on the user role, SDDC-HQ users have access to some or all DPS modules to

| include: User Management, TSP Qualification, Counseling, Rate Filing (access to TSP
Rates), Best Value Scores, Shipment Management, SIT Facility Management, Invoicing,
Approvals & Costing, Surveys, Claims, Performance Actions, Reports & Analysis,
Consignment Guide and DPS System Management.

2.1 Instructions for users without an existing ETA account.

1. Go to the ETA Home Page (https://eta.sddc.army.mil).
2. Click on the Register for First Time link at the top of the page.

Electronic Transportation Acquisition |

\ Benizter far First Pne - Register far Addl Systems - Edit User Profile - Forgat Password - Contact ETA - Halp

Freight | Cargo Attention ETA Users:
Passenger

The Dol mandate for logging in with a digital
Personal Property  cenificate / CAC / smart card s on hold. Urtil &
firn dade has been detesmined, users may log inta
D ETA systams using a digdal cerdicata £ CAL § smart
card or & user ID and passwond

# Learn more shout digisl certilicates and ETA
» Register your digital certificate in ETA

Military Surface Deployment and Distribution Command
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3. The New User Registration page will be displayed.

Electronic Transportation Acquisition

This form is for first-time registrations only. If you already have an ETA
account, please do one of the following:

If you wish to apply for another system through ETA, do not fill out this form. Instead,
Reqgister for Additional ETA Systems.

« [f you have forgotten your password. Request a New Password.

= [f you have forgotten your user ID, Contact an ETA Administrator.

« If you wish to update your account info (e.g., address. phone number, etc.), Edit Your User
Profile.

New User Registration for ETA

Step 1 of 2
Estimated time of completion: both steps together will take about five minutes.

Please select one or mare systems below to register for by checking the square to the left of
the system name.

Select a role if there is a list of roles for the system for which you are requesting access. A role
determines the applications within a system that you will be allowed to use. You may only
choose one role per system.

Click an "Info" link in the right-most column to open a pop-up window with a description of that
system. There is a question mark icon next to systems that provide additional information. Click
the question mark in order to view this information.

Click the "Generate Request Form” button at the bottom when you've selected all systems, and
respective roles, for which you would like access.

4. Scroll down the page until Personal Property is displayed.

R Personal Property
Check System Description Roles Info

2 Dimensional

[0  20MSL Military ~Select2DMSL Role— v Infa
Shipping
Label

0O cwa gonural WVeb [ _Select CWA Role~ ¥ Infa
pplication
Defense C)
Personal ?

O DPS Property ~-Select DPS Role— v Infa
System
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5. Click on the box to the left of Defense Personal Property System (DPS). Select the
SDDC HQ role from the drop-down list on the right.

Defense
DPS Efg;g;?' —Select DPS Role— »|
System —Select DFS Fole—
Transportation Service Provider [TSF)
Europe TSP Representative/Business ParnerfAgent
| EwWEB Warkshop Military Service Headquarters
Briefings Transporation Office
DOD CustomerfService Member
Interim |SDDC Pacific/Eurape
Custamer SOOC HQ
O css Satisfaction | SDDCVPC
Survey SDDCRSKMO
COther DoD/Government Agency

—~ -

6. Click Generate Request Form at the bottom of the page.

| Generate Request Form | [ Clear Selections ][ ETAHome

This form is for first-time registrations only. If you already have an ETA
account, please do one of the following:

« If you wish to apply for another system through ETA, do not fill out this ferm. Instead,
Register for Additional ETA Systems.

+ [fyou have forgotten your password, Request a MNew Password.

« If you have forgotten your user ID, Contact an ETA Administrator.

+ If you wish to update your account info (e.g., address, phone number, etc ), Edit Your User
Profile.

Military Surface Deployment and Distribution Command
709 Ward Drive, BLDG 1990, Scott AFB, IL 62225
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7. The New User Registration form will be displayed.

%Electronic Transportation Acquisition ‘

New User Registration for ETA

Step 2 0f 2

« Please complete the following form.
« Fields marked with an asterisk (%) are REQUIRED elements. All

other fields are optional.

« Click the "Submit Request” button at the bottom when you are

finished.

+ Your selected applications are: DPS

First Name

Middle Initial

Last Name

Name Suffix (Sr., Jr., ll)
Rank / Grade

Job / Position Title
Mailing Address (Line 1)
Mailing Address (Line 2)
City

State

Country

Zip / Postal Code
Commercial Phone

DSN Phone

FAX Number

DSN FAX

Email Address

Activity / Company / Organization

Company Division

Trading Partner Type

DPS SDDC Alexandria Division

DPS SDDC Alexandria Function

DPS SDDC Manager of Above Function

[

SubmitRequest ][ Reset Form ]

E R R

| —Select State —

[UNITED 8TATES

=

Ext:[
Ext:[

P—
—_——

| —Please Select—

[=Plasss Selsc ¥

D Qualifications
[JRates

OBvs

OSurvey

OClaims

OQuality Assurance
I Electronic Billing
[OOperations
CReference

[OTelephone Surveyor

OTrouble Call
CFinancial
COlegal

O Data Analysis

[Na a

Issued: March 28, 2006
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8. Enter your information on the registration form making sure to complete all the
information marked with an asterisk (*) next to it. (Note: The email address you
provide on the registration form will be used to send you your ETA password. For
security reasons, an individual email address must be used.)

9. Select the appropriate division from the Trading Partner Type drop-down list.

Trading Partner Type FlosseSslec_________~
—Fi= — 1

POWERTRACK

FACTS

GEMERAL SERVICES ADMINISTRATION

COAST GUARD

[TRates

OBVS

OSurvey

MClaims

DPS SDDC Alexandria Division *

10. Select the appropriate division from the DPS SDDC Alexandria Division drop-down
list.

Trading Partner Type | —Please Select— v

DPS SDDC Alexandria Division * [ Ploase Seloc V]

SDGE-HelpDesk

SDIR
SOJA
DADD

11. Check the appropriate box (es) for the DPS SDDC Alexandria Function which
pertains to you. The functions are described below:

a. Qualifications - accesses information and performs functions with respect
to the qualification of a TSP (Transportation Service Provider) (SDPP-PO
users only)

b. Rates - accesses information and performs functions with respect to the
rates of a TSP (SDPP-PO users only)

c. BVS (Best Value Score) - views data and updates a TSPs BVS when
necessary (SDPP-PO users only)

d. Survey - analyzes survey results (SDPP-PO users only)

Claims - accesses claims information (SDPP-PO users only)

f. Quality Assurance - accesses shipment information, inspection reports,
TSP Financials, and performs assessments and review boards (SDPP-PO
users only)

@

Military Surface Deployment and Distribution Command
709 Ward Drive, BLDG 1990, Scott AFB, IL 62225
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Electronic Billing - accesses electronic billing information (SDPP-PO
users only)

Operations - accesses various operational data (SDPP-PO users only)
Reference - accesses and updates reference data (SDPP-IC-PP users only)
Telephone Surveyor - accesses Customer Satisfaction Survey (CSS)
information and inputs CSS responses as a result of customer contact
(SDG6-Help Desk only)

. Trouble Call - accesses shipment, survey, and claims information to

troubleshoot DPS user issues (SDG6-Help Desk only)
Financial - accesses TSP financial data and qualification information
(SDIR only)

. Legal - accesses DPS data needed for investigating legal issues/court cases

(SDJA only)
Data Analysis - accesses DPS reports for analytical purposes (SDG5,
Deployment and Distribution Analysis Division only)

12. Select “Yes’ next to DPS SDDC Manager if you serve as a manager in your
functional area.

13. When all applicable fields are entered, click Submit Request.

14. Confirm your email address is correct by clicking OK on the pop-up window that is
displayed.

15. A page will be displayed with a Request ID in red letters. This Request ID will
become your ETA User ID upon approval. Make a note of the User ID that is listed
on the page. A confirmation message containing the information on this page will be
emailed to you.

16. Your request will be forwarded to the SDDC Systems Response Center (SRC) for
approval. You will receive an email with your password once it has been approved.*

*1f you have not received an email within one week approving your request to the
application, please contact the SDDC SRC at 1-800-331-7348, DSN 328-3230.

2.2 Instructions for users with an existing ETA account

1. Go to the ETA Home Page (https://eta.sddc.army.mil).

Military Surface Deployment and Distribution Command
709 Ward Drive, BLDG 1990, Scott AFB, IL 62225
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2. Click on the Register for Additional Systems link at the top of the page. The
following screen will appear:

mz Electronic Transportation Acquisition

Forgot Password - Contact ETA - Help - Home

ETA Login
To log into ETA, you now have two optlions:

1. Use your uger ID and pazsword.
2. Use your digital certificate/zmart card.

Note: In the future you will be reguired to have a digital certificate in erder to log inte ETA or any ETA-protected system. We

are currently in a transition period in which you may use either method. Click here to learn more about digital certificates.
Click here to register vour digital certificate.

Option 1:

User ID

Password

Option 2 (Digital Certificate / Smart Card Uzers):

Click here to log in with vour digital certificate

3. Enter your ETA User ID and Password. (Note: If you have forgotten your ETA

password, click on the Forgot Password link at the top of the page and follow the on-
screen instructions to obtain a new password.)

4. Click Submit. The Register for Additional ETA Systems page will be displayed.

mz Electronic Transportation Acquisition

Register for Additional ETA Systems

Stepiof2
Esztimated time of completion: both steps together will take about five minutes.

=« Pleaze =elect one or more =y=tems below to register for by checking the =quare to the left of the sy=stem name.

=« Select a role if there iz a lizt of roles for the 2y=tem for which you are requesting access. A role determines the
applications within a sy=tem that you will be allowed to use. You may only choose one role per system.

» Click an "Info” link in the right-most column to open a pop-up window with a description of that system. There iz a
question mark icon next to systems that provide additional informatien. Click the question mark in order to view this
information.

» Click the "Generate Request Form™ button at the bottom when you've selected all systems, and respective roles,
for which you would like access.

« Applicatiens you are currently approved for: Mo Applications

Military Surface Deployment and Distribution Command
709 Ward Drive, BLDG 1990, Scott AFB, IL 62225
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5. Scroll down the page until Personal Property is displayed.

ik

Personal Property

Check System Description Roles Info

O zomst E,ﬂggfﬂ”;f;;;“‘"“w ~Select 2DMSL Role— + Info

Central Web
4 —! -—

O CWA Application Select CWA Role—- + Info
Defense Personal @

O oes Property System ~Select DPS Role- g =

o
M ewe Europe Workshop ~Select FWR Role— v

6. Click on the box to the left of Defense Personal Property System (DPS).
7. Select the SDDC HQ role from the drop-down list on the right.

Defense
DPS Efg;gg‘;‘ —Select DPS Fole— v
Systerm —zelect DFE Faole—
Transporation Service Provider (TSF)
Europe TSP Representative/Business ParnerfAgent
L EWWE Workshop ilitary Service Headguarters
Briefings Transporation Office
DOD Customer!Service Member
Interim 1500C Pacific'Europe
Custormer SOOCHO
B |8 Satisfaction  |SDDC VPG
Survey SODCRSMO
Other DoD{/Gowvernment Agency

— -

8. Click Generate Request Form at the bottom of the page.

O SER Enterprise --3elect SER Role—- Info
Repository
[ Generate Request Form %_J [ Clear Selections ] [ ETA Home

Military Surface Deployment and Distribution Command
709 Ward Drive, BLDG 1990, Scott AFB, IL 62225
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9. The Register for Additional ETA Systems Registration Form will appear. Update the
information as needed.

%Eleotronic Transportation Acquisition
Register for Additional ETA Systems

Step 2 of 2

Please complete the following form.

Fields marked with an asterisk («) are REQUIRED elements. All
other fields are optional.

Click the "Submit Request” button at the bottom when you are
finished.

You are currently approved for: ATCMDWBT
Your User ID: stok0049

First Name *
Middle Initial
Last Name *

Name Suffix (Sr.. Jr.., lll)
Rank / Grade
Job / Position Title

Mailing Address (Line *
1)

Mailing Address (Line

2)

City *
State #* | _ Seled Btate — v
Country * [ Select Country — -
Zip / Postal Code i
Commercial Phone #= Ext: |
DSN Phone [ Ext: |
FAX Number —
DSN FAX
Email Address =
Activity / Company / o
Organization
Company Division
Trading Partner Type —Flease Select— ~
DPS SDDC Alexandrla  » o o~ &
Division
O Qualifications
[ Rates
OBVS
0 Survey
OClaims

[0 Quality Assurance
DPS SDDC Alexandria * [Electronic Billing
Function [0 Operations

[ Reference

O Telephone Surveyor

[OTrouble Call

O Financial

OLegal

[ Data Analysis

DPsS sSDDC Manager of
Above Function

—Flease Select—

[ SubmitRequest | [ FesetForm |

Military Surface Deployment and Distribution Command
709 Ward Drive, BLDG 1990, Scott AFB, IL 62225
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10. Select the appropriate division from the Trading Partner Type drop-down list.

Trading Partner Type
DPS SDDC Alexandria Division

GEMERAL SERVICES ADMINISTRATION
COAST GUARD

OSurvey
MClaims

11. Select the appropriate division from the DPS SDDC Alexandria Division drop-

down list.

Trading Partner Type | -Please Select— v

DPS SDDC Alexandria Division

12. Check the appropriate box (es) for the DPS SDDC Alexandria Function which
pertains to you. The functions are described below:

a.

Qualifications - accesses information and performs functions with respect
to the qualification of a TSP (Transportation Service Provider) (SDPP-PO
users only)

Rates - accesses information and performs functions with respect to the
rates of a TSP (SDPP-PO users only)

BVS (Best Value Score) - views data and updates a TSPs BVS when
necessary (SDPP-PO users only)

Survey - analyzes survey results (SDPP-PO users only)

Claims - accesses claims information (SDPP-PO users only)

Quality Assurance - accesses shipment information, inspection reports,
TSP Financials, and performs assessments and review boards (SDPP-PO
users only)

Electronic Billing - accesses electronic billing information (SDPP-PO
users only)

Operations - accesses various operational data (SDPP-PO users only)
Reference - accesses and updates reference data (SDPP-IC-PP users only)
Telephone Surveyor - accesses Customer Satisfaction Survey (CSS)
information and inputs CSS responses as a result of customer contact
(SDG6-Help Desk only)

Military Surface Deployment and Distribution Command
709 Ward Drive, BLDG 1990, Scott AFB, IL 62225
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k. Trouble Call - accesses shipment, survey, and claims information to
troubleshoot DPS user issues (SDG6-Help Desk only)

I. Financial - accesses TSP financial data and qualification information
(SDIR only)

m. Legal - accesses DPS data needed for investigating legal issues/court cases
(SDJA only)

n. Data Analysis - accesses DPS reports for analytical purposes (SDG5,
Deployment and Distribution Analysis Division only)

12. Select Yes next to DPS SDDC Manager if you serve as a manager in your
functional area.

13. Click Submit Request.

14. Confirm your email address is correct by clicking OK on the pop-up window that is
displayed.

15. A page will be displayed with a Request ID in red letters. This Request ID will
become your ETA User ID upon approval. Make a note of the User ID that is listed on
the page. A confirmation message containing the information on this page will be
emailed to you.

16. Your request will be forwarded to the SDDC Systems Response Center (SRC) for
approval. You will receive an email with your password once it has been approved.*

*1f you have not received an email within one week approving your request to the
application, please contact the SDDC SRC at 1-800-331-7348, DSN 328-3230.

2.3 Digital Certificates

SDDC’s ETA system allows users to login using either a digital certificate or their
existing user ids and passwords. This allows our users, who already have or want to
purchase digital certificates, a chance to get accustomed to logging in using this new
method of access.

The DoD will require that all users of DoD systems use digital certificates as a means
of access to those systems. The date to completely transition is currently on hold.
When a date has been finalized, DoD military, civilians, and authorized contractors
will use their Common Access Card (CAC) for ETA logins (please note, in order to
use a CAC, you must have a CAC reader connected to your computer). Commercial
users (e.g., Transportation Service Providers) will have to obtain a digital certificate
from one of the External Certificate Authority (ECA) vendors.

For more information about Digital Certificates and ETA, go to the ETA Home Page
(https://eta.sddc.army.mil/) and click “Learn more about digital certificates and
ETA”.

Military Surface Deployment and Distribution Command
709 Ward Drive, BLDG 1990, Scott AFB, IL 62225
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3.0 ETA Instructions for SDDC Pacific & Europe to Access DPS

Depending on the user role, SDDC-HQ users have access to some or all DPS modules to
include: User Management, TSP Qualification, Counseling, Rate Filing (access to TSP
Rates), Best Value Scores, Shipment Management, SIT Facility Management, Invoicing,
Approvals & Costing, Surveys, Claims, Performance Actions, Reports & Analysis,
Consignment Guide and DPS System Management.

3.1 Instructions for users without an existing ETA account

1. Gotothe ETA Home Page (https://eta.sddc.army.mil).
2. Click on the Register for First Time link at the top of the page.

\ Electronic Transportation Acquisition

Bagizter for First Timee - Begister for Add] Systems - Edit User Profile - Fergat Password - Contact ETA - Help

Freight / Cargo Attention ETA Users:
Passenger
9 The Dol mandate for logging in with a digital
Personal Property  cerificate / CAC / smart card is on hold. Until &
Gen forrrt e has been delesmined, users may log infa
- ETA systams using & digital cerficate £ CAC F smart
card or a user ID and password

# Loarn more about digilal cerificates and ETA
= Reqister your digital cedificate in ETA

3. The New User Registration page will be displayed.

Electronic Transportation Acquisition ‘

This form is for first-time registrations only. If you already have an ETA
account, please do one of the following:

+ [fyou wish to apply for another system through ETA. do not fill out this form. Instead.
Register for Additional ETA Systems.

» [fyou have fargotten your password, Request a New Password

+ [fyou have forgotten your user ID, Contact an ETA Administrator.

+ If you wish to update your account info (e g.. address. phone number, etc ), Edit Your User
Profile.

New User Registration for ETA

Step 1 of 2
Estimated time of completion: both steps together will take about five minutes .

o Please select one or more systems below to register for by checking the square to the left of
the system name.

e Select a role if there is a list of roles for the system for which you are requesting access. A role
determines the applications within a system that you will be allowed to use. You may only
choose one role per system.

s Click an "Info” link in the right-most column to open a pop-up window with a description of that
system. There is a question mark icon next to systems that provide additional information. Click
the question mark in order to view this information.

« Click the "Generate Request Form” button at the bottom when you've selected all systems. and
respective roles, for which you would like access.

Military Surface Deployment and Distribution Command
709 Ward Drive, BLDG 1990, Scott AFB, IL 62225

Issued: March 28, 2006 15 Effective: December 3, 2007


https://eta.sddc.army.mil/register/icssregister.asp

| ETA Instructions

4. Scroll down the page until Personal Property is displayed.

K Personal Property

Check System Description Roles Info

2 Dimensional

[ 2DMSL Military “Select2DMSL Role~ v Info
Shipping
Lahel

O cwa Central Web .| {CWA Role— % Info
Application

Defense

Personal _ ~ @)
O DPs Property SelectDPS Role i 2

System

5. Click on the box to the left of Defense Personal Property System (DPS).
6. Select the SDDC Pacific/Europe role from the drop-down list on the right.

Defense
DPS Efg;ggi' —Select DPS Role— v
System —Select DPS Role—
Transporation Service Frovider (TSF)
Eurape TSF Representative/Business ParnerfAgent
¥ EWE Warkshap Military Service Headguarters
Briefings Transportation Office
D00 Customer/sService Member
Interim SDDC Pacitic/Europe
Custorner SDDCHO
B |Mes8 Satisfaction  |SDDCVPC
Survey S0DC RSMO
Other DoDyGovernment Agency
[ TR, - A

7. Click Generate Request Form at the bottom of the page.

| Generate Request Form ][ Clear Selections ][ ETA Home ]

This form is for first-time registrations only. If you already have an ETA
account, please do one of the following:

« [f you wish to apply for another system through ETA, do not fill out this form. Instead,
Reqister for Additional ETA Systems.

« [f you have forgotten your password, Request a New Password.

s [f you have forgotten your user ID, Contact an ETA Administrator.

« If you wish to update your account info (e.g., address, phone number, etc.), Edit Your User
Profile.

Military Surface Deployment and Distribution Command
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The New User registration form will be displayed.

%Electronie Transportation Acquisition ‘

New User Registration for ETA

Step 2 of 2

+ Please complete the following form.

« Fields marked with an asterisk (+) are REQUIRED elements. All

other fields are optional.

¢ Click the "Submit Request” button at the bottom when you are

finished.

« Your selected applications are: DPS

First Name

Middle Initial

Last Name

Name Suffix (Sr., Jr., lll)

Rank / Grade

Job / Position Title

Mailing Address (Line 1)

Mailing Address (Line 2)

City

State

Country

Zip / Postal Code

Commercial Phone

DSN Phone

FAX Number

DSN FAX

Email Address

Activity / Company / Organization
Company Division

Trading Partner Type

DPS SDDC Pacific/Europe Region
DPS SDDC Pacific/Europe Division

DP$S SDDC Pacific/Europe Function

DPS SDDC Manager of Above Function

[ Submit Request ][ Reset Form ]

%k % % %

*

:—Se\ev:t State — o
[unTED BTATES v
[ Ext: |

| Ext: |

—Please Select— bl
—Flease Selact— v

[~Please Salec +

JBVS

O Survey

OClaims

JQuality Assurance
[Electronic Billing
[]Operations

N.D .v.
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9.

10.

11.

12.

13.

14.
15.

16.

Enter your information on the registration form making sure to complete all the
information marked with an asterisk (*) next to it. (Note: The email address you
provide on the registration form will be used to send you your ETA password. For
security reasons, an individual email address must be used.)

Select the appropriate region from the DPS SDDC Pacific/Europe Region drop-
down list.

DPS SDDC Pacific/Europe Region * | pacific

Select the appropriate division from the DPS SDDC Pacific/Europe Division drop-
down list.

DP 5 5DDC Pacific/Europe Division * | SDPP-PO

Check the appropriate box for the DPS SDDC Pacific/Europe Function from the
check boxes. The functions are described below:

a. BVS (Best Value Score) - views data and updates a TSP’s BVS when

necessary (SDPP-PO users only)

b. Survey - analyzes survey results (SDPP-PO users only)

c. Claims - accesses claims information (SDPP-PO users only)

d. Quality Assurance - accesses shipment information, inspection reports,

TSP Financials, and perform assessments and review boards (SDPP-PO
users only)

e. Electronic Billing - accesses electronic billing information (SDPP-PO

users only)

f. Operations - accesses various operational data (SDPP-PO users only)
Select “Yes’ next to DPS SDDC Manager if you serve as a manager in your
functional area.

When all applicable fields are entered, click Submit Request.

Confirm your email address is correct by clicking OK on the pop-up window that is
displayed.

A page will be displayed with a Request ID in red letters. This Request ID will
become your ETA User ID upon approval. Make a note of the User ID that is listed
on the page. A confirmation message containing the information on this page will be
emailed to you.

Military Surface Deployment and Distribution Command
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17. Your request will be forwarded to the Surface Deployment and Distribution

Command (SDDC) Systems Response Center (SRC) for approval. You will receive
an email with your password once it has been approved.*

*1f you have not received an email within one week approving your request to the
application, please contact the SDDC SRC at 1-800-331-7348, DSN 328-3230.

3.2 Instructions for users with an existing ETA account

1. Goto the ETA Home Page (https://eta.sddc.army.mil).

2. Click on the Register for Additional Systems link at the top of the page. The
following screen will appear.

szlectronic Transportation Acquisition

Forgot Password - Contact ETA - Help - Home

ETA Login
To log into ETA, you now have two options:

1. Usewyour u=er ID and password.
2. Use your digital certificate/smart card.

MNote: In the future you will b required to hawve a digital certificate in order to log into ETA or any ETA-protected system. We

are currently in a transition period in which you may use either method. Click here to learn more about digital cerificates.
Click here to reqgister vour digital certificate.

Option 1:
User ID

Password

Option 2 (Digital Certificate / Smart Card Users):

Click here to log in with vour digital certificate

3. Enter your ETA User ID and Password. (Note: If you have forgotten your ETA

password, click on the Forgot Password link at the top of the page and follow the
on-screen instructions to obtain a new password.)

Military Surface Deployment and Distribution Command
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4. Click Submit. The Register for Additional ETA Systems page will be displayed.

szlectronic Transportation Acquisition

Register for Additional ETA Systems

Step1of2
Eztimated time of completion: both steps together will take about five minutes.

.

Pleaze =elect one or more 2ystems below to register for by checking the 2quare to the left of the zyztem name.
Select a role if there iz a lizt of roles for the =y=tem for which you are requesting access. A role determines the
applications within a system that you will be allowed to u=e. Y'ou may only choose one role per system.

« Click an "Info" link in the right-most column to open a pop-up window with a description of that sy=stem. There iz a
question mark icon next to systems that provide additional information. Click the question mark in order to view this
information.

« Click the "Generate Reguest Form™ button at the bottom when you've selected all systems, and respective roles,

for which you would like access.

.

« Applications you are currently approved for: No Applications

5. Scroll down the page until Personal Property is displayed.

Personal Property

Check System Description Roles Info

2 Dimensional

[0 2DMSL Military ~Select 2DMSL Role— v Info
Shipping
Label

Central Web

o CUiA Application

-Select CWA Role—- Info

Defense

Persanal - - @)
0O oDPs Praperty SelectDPS Role a3 5
System

6. Click on the box to the left of Defense Personal Property System (DPS).
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7. Select the SDDC Pacific/Europe role from the drop-down list on the right.

Defense
DPS Efg;g;?' [~Select DPS Pale— v
System —Zelect DPS Fole—
Transportation Service Provider (TSF)
Europe TSP Representative/Business ParnerAgent
O EvWE Workshop Military Service Headquarers
Briefings Transportation Office
|DOD Customer/Service Member
Interim C Pr
Customer
. |88 Satisfaction  |SDDCYPC
Surey SDO0C RSO
Other DoD{Government Agency

8. Click Generate Request Form at the bottom of the page.

O SER Enterprise ~Select SER Role— v Info
Repository
|_ Generate Request Form Q—J [ Clear Selections ] [ ETA Home
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9. The Register for Additional ETA Systems Registration Form will appear. Update
the information as needed.

%Eleoﬁonic Transportation Acquisition ‘

Register for Additional ETA Systems

Step 2 of 2

» Please complete the following form.

+ Fields marked with an asterisk (%) are REQUIRED elements. All
other fields are optional.

¢ Click the "Submit Request” button at the bottom when you are
finished.

+ You are currently approved for: ATCMDWBT
+ Your User ID: stok0049

First Name ¥
Middle Initial

Last Name o
Name Suffix (Sr., Jr., lll)

Rank / Grade

Job / Position Title

Mailing Address (Line 1) *

Mailing Address (Line 2)

City *

State * [ SelectState — v
Country * | Select Country — v
Zip / Postal Code |

Commercial Phone gaill Ext: |

DSN Phone \ Ext: |

FAX Number ]

DSN FAX [

Email Address *

Activity / Company / Organization |

Company Division

Trading Partner Type | —Please Select- v
DPS SDDC Pacific/Europe Region * [—Please Select v

DPS SDDC Pacific/Europe Division * | -Please Select- v

OBVS
OSurvey

- . % [Claims
DPS SDDC Pacific/Europe Function OQuality Assurance
[]Electronic Billing

OOperations
DPS SDDC Manager of Above Function  [-Please Select— v

[ Submit Request H Reset Form I
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10.

11.

12.

13.

14.

15.
16.

17.

Enter your information on the registration form making sure to complete all the
information marked with an asterisk (*) next to it. (Note: The email address you
provide on the registration form will be used to send you your ETA password.
For security reasons, an individual email address must be used.)

Select the appropriate region from the DPS SDDC Pacific/Europe Region drop-
down list.

DPS 5DDC Pacific/Europe Region * | Pacific

Select the appropriate division from the DPS SDDC Pacific/Europe Division
drop-down list.

DPS SDDC Pacific/Europe Division

Check the appropriate box from the DPS SDDC Pacific/Europe Function list.
The functions are described below:

a. BVS (Best Value Score) - views data and updates a TSPs BVS when
necessary (SDPP-PO users only)

b. Survey - analyzes survey results (SDPP-PO users only)

c. Claims - accesses claims information (SDPP-PO users only)

d. Quality Assurance - accesses shipment information, inspection reports,
TSP Financials, and perform assessments and review boards (SDPP-PO
users only)

e. Electronic Billing - accesses electronic billing information (SDPP-PO
users only)

f. Operations - accesses various operational data (SDPP-PO users only)
Select Yes next to DPS SDDC Manager if you serve as a manager in your
functional area.

Click Submit Request.

Confirm your email address is correct by clicking OK on the pop-up window that
is displayed.

A page will be displayed with a Request ID in red letters. This Request ID will
become your ETA User ID upon approval. Make a note of the User ID that is
listed on the page. A confirmation message containing the information on this
page will be emailed to you.

Military Surface Deployment and Distribution Command
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18. Your request will be forwarded to the Surface Deployment and Distribution
Command (SDDC) Systems Response Center (SRC) for approval. You will
receive an email with your password once it has been approved.*

*If you have not received an email within one week approving your request to the
application, please contact the SDDC SRC at 1-800-331-7348, DSN 328-3230.

3.3 Digital Certificates

SDDC’s ETA system allows users to login using either a digital certificate or their
existing user ids and passwords. This allows our users, who already have or want to
purchase digital certificates, a chance to get accustomed to logging in using this new
method of access.

The DoD will require that all users of DoD systems use digital certificates as a means
of access to those systems. The date to completely transition is currently on hold.
When a date has been finalized, DoD military, civilians, and authorized contractors
will use their Common Access Card (CAC) for ETA logins (please note, in order to
use a CAC, you must have a CAC reader connected to your computer). Commercial
users (e.g., Transportation Service Providers) will have to obtain a digital certificate
from one of the External Certificate Authority (ECA) vendors.

For more information about Digital Certificates and ETA, go to the ETA Home Page
(https://eta.sddc.army.mil/) and click “Learn more about digital certificates and
ETA”.
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4.0 ETA Instructions for RSMO to Access the DPS

Depending on the user role, RSMO users have access to some or all DPS modules to include:
SIT Facility Management, Reports & Analysis and Consignment Guide.

4.1 Instructions for users without an existing ETA account.

1. Go to the ETA Home Page (https://eta.sddc.army.mil).
2. Click on the Register for First Time link at the top of the page.

\ Ragister fior Firsj

Freight ! Cargo
Passenger

Electronic Transportation Acquisition ‘

& - Register for Add] Systerns - Edit User Profile - Eorgat Passwiord - Coptact ETS - Help

Attention ETA Users:

The Dol mandate for logging in with a digital
Personal Property  cenificate / CAC / smant card I on hald. Ustil &
Gen i date has been delermined, users may log inla
s ETA systems using a dgdal cerddficate £ CAC § smart
card or a user D and password

* Leam more ahout digial cedtificales and ETA
= Register your digital certificate in ETA

3. The New User Registration page will be displayed.

Electronic Transportation Acquisition ‘

This form is for first-time registrations only. If you already have an ETA
account, please do one of the following:

If you wish to apply for another system through ETA, do not fill out this form. Instead,
Register for Additional ETA Systems.

If you have forgotten your password, Request a New Password.

If you have forgotten your user ID, Contact an ETA Administrator.

If you wish to update your account info (e.g., address, phone number, etc.), Edit Your User
Profile.

New User Registration for ETA

Step 10f2
Estimated time of completion: both steps together will take about five minutes.

» Please select one or more systems below to register for by checking the square to the left of
the system name.

Select a role if there is a list of roles for the system for which you are requesting access. A role
determines the applications within a system that you will be allowed to use. You may only
choose one role per system.

Click an "Info" link in the right-most column to open a pop-up window with a description of that
system. There is a question mark icon next to systems that provide additional information. Click
the question mark in order to view this information.

» Click the "Generate Request Form” button at the bottorm when you've selected all systems, and
respective roles, for which you would like access.
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4. Scroll down the page until Personal Property is displayed.

k Personal Property

Check System Description Roles Info

2 Dimensional

Military . ~
O 2DmMmsL Shipping Select 2DMSL Role— v Info

Label

Central Web

O CIA Application

—Select CWARole- » Info

Defense
O DPs Personal ~Select DPS Role— 5@

Property Info
System

5. Click on the box to the left of Defense Personal Property System (DPS).
6. Select the SDDC RSMO role from the drop-down list on the right.
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Defense
DPS Efg;gg?' [—Select DPS Role— v
System —Select DPS Rale—
Transportation Service Frovider (TSF)
Europe TSP Representative/Business PartnerfAgent
. EWEB Warkshop Military Service Headquarters
Briefings Transportation Office
DOD Customer/Service Member
Interim SDDC Facific/Europe
Customer SDDCHO
0O iess Satisfaction  |SDDCVPC
Sureey SDDC R ]
Other DoDyGovernment Agency
M T r

Old drop down above (has DOD customer service member and current drop down below

Personal Property

Check System Description Roles Info
2 Dimensional
O  2DMSL Military —Select 2DMSL Role v Info
Shipping Sotkeaetilalait et B
Label
O CWA Central Web e & Info
Application — = -
Defense
. S—— @
DPS Personal —Select OPS Role— g 2
Property e — Info
System e reice Provider (TSP)
TSP Representative/Business PartnerfAgent
Europe Military Service Headguarters
Transporation Office
o EWEB Wprkshop SDOC Pacific/Europe
Briefings SDDCHO
SDDCYPC
Interim SDDC RSMO
Cusatamear Other DoD/Gowernment Agen

7. Click Generate Request Form at the bottom of the page.

| Generate Request Form | ’ Clear Selections H ETA Home ]

This form is for first-time registrations only. If you already have an ETA
account, please do one of the following:

« If you wish to apply for another system through ETA, do not fill out this form. Instead,
Register for Additional ETA Systems.

« If you have forgotten your password, Request a New Password.

« If you have forgotten your user 1D, Contact an ETA Administrator.

+ If you wish to update your account info (e.g., address, phone number, etc.), Edit Your User
Profile.
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8. The New User registration form will be displayed.

':Electronic Transportation Acquisition

New User Registration for ETA

Step 2 of 2

s Please complete the following farm.
s Fields marked with an asterisk (%) are REQUIRED elemants. All other fields are optional.
e Click the "Subrmit Request” button at the bottorn when you are finished.

e Your selected applications are: DPS

First Name *

Middle Initial

Last Name *

|
[ ]
|
Name Suffix (Sr., Jr., lll} [ ]
|
|
|
|
|

Rank / Grade

Job / Position Title

Mailing Address (Line 1) *

Mailing Address {Line 2}

City

State |— Select State — v |

| UNITED STATES v

| | Ext: | |

Country

Zip / Postal Code

% ok ok #

Commercial Phone

DSN Phone | | EXU| |

FAX Number | |

DSN FAX | |

Email Address * | |

Activity / Company / Organization * | |

Company Division | |

Submit Request H Feset Form ]
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10.
11.

12.

13.

Enter your information on the registration form making sure to complete all the
information marked with an asterisk (*) next to it. (Note: The email address you
provide on the registration form will be used to send you your ETA password. For
security reasons, an individual email address must be used.)

When all applicable fields are entered, click Submit Request.

Confirm your email address is correct by clicking OK on the pop-up window that is
displayed.

A page will be displayed with a Request ID in red letters. This Request ID will
become your ETA User ID upon approval. Make a note of the User ID that is listed
on the page. A confirmation message containing the information on this page will be
emailed to you.

Your request will be forwarded to the Surface Deployment and Distribution
Command (SDDC) Systems Response Center (SRC) for approval. You will receive
an email with your password once it has been approved.

If you have not received an email within one week approving your request to the application,
please contact the SDDC SRC at 1-800-331-7348, DSN 328-3230.

4.2 Instructions for users with an existing ETA account.

1.
2.

Go to the ETA Home Page (https://eta.sddc.army.mil).
Click on the Register for Additional Systems link at the top of the page. The
following screen will appear:

mg Electronic Transportation Acquisition

Forgot Password - Contact ETA - Help - Home

ETA Login

To log into ETA, you new have twoe options:

1. Use your user ID and password.
2. Use your digital certificate/smart card.

Note: In the future you will be reguired to have a digital certificate in erder to log into ETA or any ETA-protected system. We
are currently in a transition period in which you may use either methed. Click here to learn more abeut digital certificates.
Click here to register vour digital cedificate.

Option 1:
User ID

Password

l Submit ] [ Reset ]

Option 2 (Digital Certificate / Smart Card Users

Click here to log in with vour digital certificate
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3. Enter your ETA User ID and Password. (Note: If you have forgotten your ETA
password, click on the Forgot Password link at the top of the page and follow the
on-screen instructions to obtain a new password.)

Click Submit. The Register for Additional ETA Systems page will be displayed.
Scroll down the page until Personal Property is displayed.

S

Electronic Transportation Acquisition

Register for Additional ETA Systems

Step1of2
Estimated time of completion: both steps together will take about five minutes.

« Pleaze zelect one or more =ystems below to register for by checking the =quare to the left of the system name.

= Select a role if there iz a list of roles for the system for which you are requesting access. A role determines the
applications within a system that you will be allowed to use. You may only choose one role per system.

» Click an "Info” link in the right-most column to open a pop-up window with a description of that system. There is a
question mark icon next to systems that provide additional information. Click the question mark in arder to view this
information.

« Click the "Generate Request Form™ button at the bottom when you've =elected all systems, and rezpective roles,
for which you would like access.

= Applications you are currenthy approved for: No Applications

3

Personal Property

Check System Description Roles Info
O zoms érﬁ";;;“;:fﬂ“;;""'“w ~Select 2DMSL Role— v Iofo
0 cwa E\':E‘I[j;;::b ~Select CWA Role— + Info
O oes Defense Personal ~Select DPS Role— g @

Property System

\"
M Ews Burope Workshop ~Selact FWR Rale— v

6. Click on the box to the left of Defense Personal Property System (DPS).
Select the SDDC RSMO role from the drop-down list on the right.

Defense
DPS Efg;g;‘;’ [—Select DPS Puale— v
System —Zelect DFS Raole—
Transportation Service Provider (TSF)
Europe TSP Representative/Business Partnerfigent
O EWE Warkshop Military Service Headquarters
Briefings Transportation Office
DoOD Customer/Service Member
Interim S0DC Pacific/Europe
Custarmer SODCHQ
0O | ces Satisfaction  |SDDCVPC
Survey 0
e Other DoD{Government Agency

7. Click Generate Request Form at the bottom of the page.

O SER Enterprise -~Select SER Role— Info
Repository

[ Generate Request Form %_][ Clear Selections ][ ETA Home ]

Military Surface Deployment and Distribution Command
709 Ward Drive, BLDG 1990, Scott AFB, IL 62225

Issued: March 28, 2006 30 Effective: December 3, 2007



| ETA Instructions

8. The Register for Additional ETA Systems Registration Form will appear.

Step 2 of 2

':Electronic Transportation Acquisition

e Please complete the following form.
s Fields marked with an asterisk (%) are REQUIRED elements. All other fields are optional.
e Click the "Submit Request” button at the bottorm when you are finished.

Register for Additional ETA Systems

e ‘fouare currently approved for: IBSCMMCENTCOM
o ‘four User ID: admin

First Name

Middle Initial

Last Name

Name Suffix (Sr., Jr., lll}

Rank / Grade

Job / Position Title

Mailing Address (Line 1) *

Mailing Address (Line 2)

City

State

Country

Zip / Postal Code
Commercial Phone
DSN Phone

FAX Number

DSN FAX

Email Address

% ok %

| — Select State —

| — Select Country —

Ext: |

Ext: |

Activity / Company / Organization * |

Company Division

l

Submit Reguest

” Feset Form ]

Issued: March 28
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9. Enter your information on the registration form making sure to complete all the
information marked with an asterisk (*) next to it. (Note: The email address you
provide on the registration form will be used to send you your ETA password. For
security reasons, an individual email address must be used.)

10. Click Submit Request.

11. Confirm your email address is correct by clicking OK on the pop-up window that is
displayed.

12. A page will be displayed with a Request ID in red letters. This Request ID will
become your ETA User ID upon approval. Make a note of the User ID that is listed
on the page. A confirmation message containing the information on this page will be
emailed to you.

13. Your request will be forwarded to the SDDC Systems Response Center (SRC) for
approval. You will receive an email with your password once it has been approved.

If you have not received an email within one week approving your request to the application,
please contact the SDDC SRC at 1-800-331-7348, DSN 328-3230.

4.3 Digital Certificates

SDDC'’s ETA system allows users to login using either a digital certificate or their existing
user ids and passwords. This allows our users, who already have or want to purchase digital
certificates, a chance to get accustomed to logging in using this new method of access.

The DoD will require that all users of DoD systems use digital certificates as a means of
access to those systems. The date to completely transition is currently on hold. When a
date has been finalized, DoD military, civilians, and authorized contractors will use their
Common Access Card (CAC) for ETA logins (please note, in order to use a CAC, you must
have a CAC reader connected to your computer). Commercial users (e.g., Transportation
Service Providers) will have to obtain a digital certificate from one of the External Certificate
Authority (ECA) vendors.

For more information about Digital Certificates and ETA, go to the ETA Home Page
(https://eta.sddc.army.mil/) and click “Learn more about digital certificates and ETA”.
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5.0 ETA Instructions for Military Service HQ to Access DPS

Depending on the user role, Military Service HQ users have access to some or all DPS
modules to include: Counseling, Shipment Management, SIT Facility Management,

Invoicing, Approvals & Costing, Surveys, Claims, Performance Actions, Reports & Analysis
and Consignment Guide.

5.1 Instructions for users without an existing ETA account

1. Go to the ETA Home Page (https://eta.sddc.army.mil).
2. Click on the Register for First Time link at the top of the page.

lectronic Transportation Acquisition

Beqizter far First Time - Reaister for Addl Svstems - Edit User Profile - Forgat Password - Contact ETA - Help

Freight | Cargo Attention ETA Users:

INnE The Dol mandate for logging in with a digital
Personal Property  certificate / CAC / smart card i on hold. Unitil &
Banarsl firrrt date has been detesmined, users may log info

ETA systems using a digilal cerdficata £ CAC ¥ smart
card or a user ID and password.

& |Laarn more about digiia! certificates and ETA
= Reqister your digital cedificate in ETA
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3. The New User Registration page will be displayed.

szlectmnic Transportation Acquisition

This form is for first-time registrations only. If you already have an ETA
account, please do one of the following:

o [f you wish to apply for another system through ETA, do not fill out this form. Instead,
Register for Additional ETA Systems.

» If you have forgotten your password, Request a New Password.

o If you have forgotten your user ID, Contact an ETA Administrator.

¢ [f you wish to update your account info (e.g., address, phone number, etc.), Edit Your User
Profile.

New User Registration for ETA

Step 1 of 2
Estimated time of completion: both steps together will take about five minutes.

e Please select one or more systems below to register for by checking the square to the left of
the system name.

Select a role if there is a list of roles for the system for which you are requesting access. A role
determines the applications within a system that you will be allowed to use. You may only
choose one role per system.

Click an "Info” link in the right-most column to open a pop-up window with a description of that
system. There is a question mark icon next to systems that provide additional information. Click
the question mark in order to view this information.

Click the "Generate Request Form” button at the bottom when you've selected all systems, and
respective roles, for which you would like access.

4. Scroll down the page until Personal Property is displayed.

s Personal Property

Check System Description Roles Info

2 Dimensional

Military ~ ~
O 2DMSL Shipping Select2DMSL Role—- Info

Label

O cwaA Central Web I o |0 i CWARole~ ¥ Info
Application

Defense

Personal = _ @)
[0 ©DPs Property SelectDPS Role a =

Systemn
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5. Click on the box to the left of DPS -- Defense Personal Property System.

6. Select the Military Service Headquarters role from the drop-down list on the right.

Defense
DP= Efg;gg?l tilitary Service Headquarters hd
System —Select DFS Role—
Transportation Service Provider (TSF)
Eurape TSP Representative/Business Partner/Agent
L EwE Warkshop i wice Headguarers
Briefings Transportation Office
D00 Customer/Service Member
Interim S0O0C Pacific/Europe
Custormer SDOCHO
O 1ess Satisfaction  |SDDCVPC
Survey SDDCRIMO
Cther DoD/Gowvernment Agency

— -

7. Click Generate Request Form at the bottom of the page.

[ Generate Request Form ][ Clear Selections H ETAHome ]

This form is for first-time registrations only. If you already have an ETA
account, please do one of the following:

If you wish to apply for another system through ETA, do not fill out this form. Instead.

Register for Additional ETA Systems.

If you have forgotten your password, Request a New Password.

If you have forgotten your user ID, Contact an ETA Administrator.

If you wish to update your account info (e.g., address, phone number, etc.). Edit Your User
Profile.
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8. The New User registration form will be displayed.

%Electmnic Transportation Acquisition

New User Registration for ETA

Step 2of 2

+ Please complete the following form.

+ Fields marked with an asterisk (%) are REQUIRED elements. All
other fields are optional.

» Click the "Submit Request” button at the bottom when you are
finished.

» Your selected applications are: DPS

First Name

Middle Initial

Last Name

Name Suffix (Sr., Jr., lll)
Rank / Grade

Job / Position Title )
Mailing Address (Line 1) * [
Mailing Address (Line 2)
City

State — Select State —

Country UNITED STATES ~|

Zip / Postal Code

% % % %

[ Ext:|
DSN Phone [ Ext:[|
FAX Number |
DSN FAX |

Email Address

Commercial Phone

Activity / Company / Organization

Company Division

Trading Partner Type | -Please Select— v
DPS Branch of Service * [ Please Select- ¥

DPS Military Service Headquarters Function * [-Please Select- v

[ Submit Reguest H ResetForm ]
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10.

11.

12.
13.

14.

15.

Enter your information on the registration form making sure to complete all the
information marked with an asterisk (*) next to it. (Note: The email address you
provide on the registration form will be used to send you your ETA password. For
security reasons, an individual email address must be used.)

Select the DPS Branch of Service from the drop-down list.

DPS Branch of Service * Army
DPS Military Service e [Navy 3
Headquarters Function Air Force
Marines
DP5 Administrator Coast Guard

Select the DPS Military Service Headquarters Function from the drop-down list.
The functions are described below:

a. Service HQ User views information on Counseling, Shipment Management,
Invoicing, Surveys, Claims and Reports.

b. Service HQ Legal Claims User views information only on Claims and
Reports.

c. Excess Cost Adjudicator views information and reports from Counseling,
Shipment Management, Invoicing and Claims used in determining excess cost
calculations.

DPS Branch of Service * Army hd

DPS Military Service * -
Headquarters Function \ServiceHQUser 1§
[ Service HG User |

Service HQ Legal Claims User
Excess Cost Adjudicator

DPS Administrator

[ Submit Request H Reset Form ]

When all applicable fields are entered, click Submit Request.

Confirm your email address is correct by clicking OK on the pop-up window that is
displayed.

A page will be displayed with a Request ID in red letters. This Request ID will
become your ETA User ID upon approval. Make a note of the User ID that is listed
on the page. A confirmation message containing the information on this page will be
emailed to you.

Your request will be forwarded to the SDDC Systems Response Center (SRC) for
approval. You will receive an email once it has been approved.*

*If you have not received an email within one week approving your request to the
application, please contact the SDDC SRC at 1-800-331-7348, DSN 328-3230.
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5.2 Instructions for users with an existing ETA account
1. Go to the ETA Home Page (https://eta.sddc.army.mil).

2. Click on the Register for Additional Systems link at the top of the page. The
following screen will appear:

mzmectronic Transportation Acquisition

Forgot Password - Contact ETA - Help - Home

ETA Login

To log into ETA, you now have two options:

1. Use your user ID and password.
2. Use your digital certificatetzmart card.

Mote: In the future you will be required to have a digital certificate in order to log into ETA or any ETA-protected system. We

are currently in a transition period in which you may use either method. Click here to learn more about digital certificates.
Click here to reqister vour digital certificate

Option 1:
User ID

Password

Option 2 (Digital Certificate / Smart Card Users):

Click here to log in with vour digital certificate

3. Enter your ETA User ID and Password. (Note: If you have forgotten your ETA

password, click on the Forgot Password link at the top of the page and follow the on-
screen instructions to obtain a new password.)

4. Click Submit. The Register for Additional ETA Systems page will be displayed.

szlectronic Transportation Acquisition

Register for Additional ETA Systems

Stepiof2
Estimated time of completion: both steps together will take about five minutes.

.

Please select one or more systems below to register for by checking the square to the left of the system name.
Select a role if there is a list of roles for the system for which you are reguesting access. A role determines the
applications within a y=stem that vou wil be allowed to uze. You may only choose one role per system.

Click an "Info” link in the right-mo=t column to open a pop-up window with a de=scription of that system. There iz a

question mark icon next to systems that provide additional information. Click the question mark in order to view thiz
information.

.

.

Click the "Generate Request Form” button at the bottom when you've selected all systems, and rezpective roles,
for which you would like access.

« Applications you are currenthy approved for: Mo Applications
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5. Scroll down the page until Personal Property is displayed.

% Personal Property
Check System Description Roles Info
2 Dimenzional Military . _
[0 =2omsL Shipping Label Select 2DMSL Role—- v Infg
Central Web
4 —! _—
O cwa Applcation Select CWA Role— # Info
Defense Perzonal @)
O oes Property System ~Select DPS Role—- v &
o
M oewe ILESUE 0 ~Select FWR Rola— v

6. Click on the box to the left of DPS -- Defense Personal Property System.
7. Select the Military Service Headquarters role from the drop-down list on the right.

Defense
OFS Erenrgggirl kilitary Service Headguarters hd
System —Select DPS Role—
Transporation Service Provider (TSPF)
Eurape resentative/Business Fartner/Agent
O EVWE Workshop Service Headoguarers
Eriefings Transporation Office
DOD Customer/Service Member
Interim SDDC Pacific/Europe
Customer SD0DCHO
O icss Satisfaction  |SDDCWPC
Survey S0ODC REMO
COther DoD{Government Agency

— -

8. Click Generate Request Form at the bottom of the page.

O SER Enterprise -~Select SER Role— Info
Repository
[ Generate Request Form %_] [ Clear Selections ] [ ETA Home
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9. The Register for Additional ETA Systems Registration Form will appear. Update the
information as needed.

%Elecﬂonie Transportation Acquisition ‘

Register for Additional ETA Systems

Step 2 of 2

+ Please complete the following form.

« Fields marked with an asterisk (%) are REQUIRED elements. All
other fields are optional.

+ Click the "Submit Request” button at the bottom when you are
finished.

« You are currently approved for: ATCMDWBT
¢ Your User ID: stok0049

First Name el
Middle Initial
Last Name [

Name Suffix (Sr., Jr., lll)

Rank / Grade

Job / Position Title

Mailing Address (Line 1) ™ |
Mailing Address (Line 2)

City W |

State * [ Solect State — <
Country * |—Select Country — 5
Zip / Postal Code £

Commercial Phone aall Ext: |

DSN Phone | Ext: |

FAX Number R

DSN FAX [

Email Address ¥

Activity / Company / * T

Organization

Company Division

Trading Partner Type -Please Select— |
DPS Branch of Service * [Please Select— v|

DPS Military Service 7 | = 3

Headdquarters Function

[ Subimit Request H Reset Form I
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10. Enter your information on the registration form making sure to complete all the
information marked with an asterisk (*) next to it. (Note: The email address you
provide on the registration form will be used to send you your ETA password. For
security reasons, an individual email address must be used.)

11. Select the DPS Branch of Service from the drop-down list.

DPS Branch of Service * Army
DPS Military Service e [Navy 3
Headquarters Function Air Force
Marines
DP5 Administrator Coast Guard

12. Select the DPS Military Service Headquarters Function from the drop-down list.
The functions are described below:

a. Service HQ User should be selected to view information on Counseling,
Shipment Management, Invoicing, Surveys, Claims and Reports.

b. Service HQ Legal Claims User should be selected to simply view
information on Claims and Reports.

c. Excess Cost Adjudicator views information and reports from Counseling,
Shipment Management, Invoicing and Claims used in determining excess cost
calculations.

DPS Branch of Service * Army v

DPS Military Service * -
Headquarters Function .............................................
| Service HQ User

Service HQ Legal Claims User
Excess Cost Adjudicator

DPS Administrator

Submit Request H Reset Form

13. Click Submit Request.

14. Confirm your email address is correct by clicking OK on the pop-up window that is
displayed.

15. A page will be displayed with a Request ID in red letters. This Request ID will
become your ETA User ID upon approval. Make a note of the User ID that is listed
on the page. A confirmation message containing the information on this page will be
emailed to you.

16. Your request will be forwarded to the SDDC Systems Response Center (SRC) for
approval. You will receive an email once it has been approved.*
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*If you have not received an email within one week approving your request to the
application, please contact the SDDC SRC at 1-800-331-7348, DSN 328-3230.

5.3 Digital Certificates

SDDC'’s ETA system allows users to login using either a digital certificate or their
existing user ids and passwords. This allows our users, who already have or want to
purchase digital certificates, a chance to get accustomed to logging in using this new
method of access.

The DoD will require that all users of DoD systems use digital certificates as a means
of access to those systems. The date to completely transition is currently on hold.
When a date has been finalized, DoD military, civilians, and authorized contractors
will use their Common Access Card (CAC) for ETA logins (please note, in order to
use a CAC, you must have a CAC reader connected to your computer). Commercial
users (e.g., Transportation Service Providers) will have to obtain a digital certificate
from one of the External Certificate Authority (ECA) vendors.

For more information about Digital Certificates and ETA, go to the ETA Home Page
(https://eta.sddc.army.mil/) and click “Learn more about digital certificates and
ETA”.
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6.0 ETA Instructions for Transportation Offices to Access DPS

Depending on the user role, Transportation Offices users have access to some or all DPS
modules to include: Counseling, Shipment Management, SIT Facility Management, Rate
Filing (access to TSPs rates), Invoicing, Approvals & Costing, Surveys, Claims, Performance
Actions, Reports & Analysis and Consignment Guide.

6.1 Instructions for users without an existing ETA account

1. Go to the ETA Home Page (https://eta.sddc.army.mil).
2. Click on the Register for First Time link at the top of the page.

\ lectronic Transportation Acquisition

Beqizter far First Time - Reaister for Addl Svstems - Edit User Profile - Forgat Password - Contact ETA - Help

Freight | Cargo Attention ETA Users:

INnE The Dol mandate for logging in with a digital
Personal Property  certificate / CAC / smart card i on hold. Unitil &
Banarsl firrrt date has been detesmined, users may log info

ETA systems using a digilal cerdficata £ CAC ¥ smart
card or a user ID and password.

& |Laarn more about digiia! certificates and ETA
= Reqister your digital cedificate in ETA
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3. The New User Registration for ETA page will be displayed.

Electronic Transportation Acquisition

This form is for first-time registrations only. If you already have an ETA
account, please do one of the following:

+ [f you wish to apply for another system through ETA, do not fill out this form. Instead.

Reqister for Additional ETA Systems.

If you have forgotten your password, Request a New Password.

If you have forgotten your user ID, Contact an ETA Administrator.

+ [f you wish to update your account info (e g.. address, phone number, etc_). Edit Your User
Profile.

New User Registration for ETA

Step 1 of 2
Estimated time of completion: both steps together will take about five minutes.

Please select one or more systems below to register for by checking the square to the left of
the system name.

Select a role if there is a list of roles for the system for which you are requesting access. A role
determines the applications within a system that you will be allowed to use. You may only
choose one role per system.

Click an "Info" link in the right-most column to open a pop-up window with a description of that
system. There is a question mark icon next to systems that provide additional information. Click
the gquestion mark in order to view this information.

Click the "Generate Request Form” button at the bottom when you've selected all systems, and
respective roles. for which you would like access.
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4. Scroll down the page until Personal Property is displayed.

R Personal Property

Check System Description Roles Info

2 Dimensional
Military

0  2DMSL Shipping ~Select 2DMSL Role— + Info
Label

O cwa Central Web g |0 CWA Role— v nfo
Application
Defense

0 DPS Ef;;gﬂ;' ~Select DPS Role—- v S‘g
System o

5. Click on the box to the left of Defense Personal Property System (DPS).
6. Select the Transportation Office role from the drop-down list on the right.

Defense
DPS Efﬂrzgg‘;' —Select DPS Fole— v
System —=elect DFE Raole—
Transpontation Service Provider (TSF)
Europe TSP Representative/Business PartnerfAgent
F EvWE Warkshaop Military Service Headguarars
Briefings nsportation Office
DOD Customer/Service Member
Interirm SDDC Pacific/Europe
Custormer SDDCHO
O IS5 Satisfaction SDDCWPC
Survey SDDCRSMOD
_ COther DoDfGovernment Agency

7. Click Generate Request Form at the bottom of the page.

[ Generate Regquest Form ][ Clear Selections ]l ETA Home ]

This form is for firsttime registrations only. If you already have an ETA
account, please do one of the following:

If you wish to apply for another system through ETA, do not fill out this form. Instead.

Reqister for Additional ETA Systems.

If you have forgotten your password, Request a New Password.

If you have forgotten your user ID, Contact an ETA Administrator.

If you wish to update your account info (e.g.. address, phone number, etc.), Edit Your User
Profile.
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8. The New User Registration form will be displayed.

%Electromc Transportation Acquisition ‘

New User Registration for ETA

Step 2 of 2

+ Please complete the following form.
» Fields marked with an asterisk (%) are REQUIRED elements. All

other fields are optional.

¢ Click the "Submit Request” button at the bottom when you are

finished.

» Your selected applications are: DPS

First Name

Middle Initial

Last Name

Name Suffix (Sr., Jr.. lll}
Rank / Grade

Job / Position Title
Mailing Address (Line 1)
Mailing Address (Line 2)
City

State

Country

Zip / Postal Code
Commercial Phone

DSN Phone

FAX Number

DSN FAX

Email Address

Activity / Company /
Organization

Company Division
GBLOC
Trading Partner Type

DPS Transportation Office
Function

Submit Reguest ][ Reset Form ]

*

R S

— Select State — ~

UNITED STATES =

———
Ext:|
Ext:|

———

——

—Flease Select— b

O Transportation Officer (**Performs all functions at the
Transportation Office)

[0 Qutbound Supervisor (**Performs counseling and outbound
functions)

[1Counseling

O Outbound

CJInbound

O Quality Assurance

[IClaims

CJElectronic Billing and Payment
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9. Enter your information on the registration form making sure to complete all the
information marked with an asterisk (*) next to it. (Note: The email address you provide
on the registration screen will be used to send you your ETA password. For security
reasons, an individual email address must be used.)

10. Next to DPS Transportation Office Function, check the boxes that apply. The
functions are described below:

a. Transportation Officer - accesses all information within their GBLOC
including management reports and PPSO data

b. Outbound Supervisor — Performs counseling and oversees Outbound
functions.

c. Counseling - performs customer entitlement counseling as well as reviews
customer self-counseling applications. Select this function if you only
perform counseling functions.

d. Outbound - performs all functions for routing and booking of shipments

e. Inbound - reviews inbound shipment data, customer contact data, clears
inbound shipments, approves Storage-In-Transit (SIT)

f. Quality Assurance - inputs and reviews quality assurance data and
reports, takes action against TSP, reviews shipment data and warehouse
inspection reports, provides input to other PPSO/Claims offices, performs
all Quality Assurance actions at PPSO

g. Claims - records claims data at origin/SIT/destination, accesses quality
assurance data from inspection reports

h. Electronic Billing and Payment - reviews inbound and outbound
shipment payments, certifies Periodic Summary Invoices (PSI) for
payment, submits certified PSI to DFAS

11. When all applicable fields are entered, click Submit Request.

12. Confirm your email address is correct by clicking OK on the pop-up window that is
displayed.

13. A page will be displayed with a Request ID in red letters. This Request ID will become
your ETA User ID upon approval. Make a note of the User ID that is listed on the page.
A confirmation message containing the information on this page will be emailed to you.

14. Your request will be forwarded to the Surface Deployment and Distribution Command
(SDDC) Systems Response Center (SRC) for approval. You will receive an email with
your password once it has been approved.*

*1f you have not received an email within one week approving your request to the
application, please contact the SDDC SRC at 1-800-331-7348, DSN 328-3230.
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6.2 Instructions for users with an existing ETA account
1. Go to the ETA Home Page (https://eta.sddc.army.mil).

2. Click on the Register for Additional Systems link at the top of the page. The following
screen will appear:

wg Electronic Transportation Acquisition

Forgot Password - Contact ETA - Help - Home

ETA Login
To leg into ETA, you now have two options:

1. Use your uzer ID and password.
2. Use your digital certificate/smart card.

Note: In the future you wil be required to have a digital certificate in erder to log into ETA or any ETA-preotected system. We

are currently in a transition period in which you may use either methed. Click here to learn mere about digital cerificates.
Click here to reqgister vour digital certificate.

Option 1:
User ID

Password

I Submit ] [ Resetl

Option 2 (Digital Certificate / Smart Card Uzsers

Click here to log in with vour digital certificate

3. Enter your ETA User ID and Password. (Note: If you have forgotten your ETA

password, click on the Forgot Password link at the top of the page and follow the on-
screen instructions to obtain a new password.)
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4. Click Submit. The Register for Additional ETA Systems page will be displayed. Scroll
down the page until Personal Property is displayed.

mz Electronic Transportation Acquisition

Register for Additional ETA Systems

Step1of2
Estimated time of completion: both steps together will take about five minutes.

5

Pleaze =elect one or more systems below to register for by checking the =quare to the left of the =y=tem name.
Select a role if there is a lizt of roles for the system for which you are requesting access. A role determines the
applications within a system that yvou will be allowed to use. You may only choose one role per system.

Click an "Info" link in the right-most column to open a pop-up window with a description of that system. There iz a
question mark icon next to sy=tems that provide additional infermation. Click the question mark in order to view this

information.

Click the "Generate Request Form” button at the bottom when you've =elected all =y=tems, and rezpective roles,

for which you would like access.

Applications you are currently approved for: No Applications

Personal Property

Check System Description
2 Dimenzional Military
O 2DMEL Shipping Label
Central Web
-
D LA Application
Defenze Perzonal
D oPS Property System
M EWEB Europe Workshop
v i

Roles

—~Select2DMSL Role— v

—~Select CWA Role— v

~Select DPS Role-—-

—-Selart FWR Rola--

5. Click on the box to the left of Defense Personal Property System (DPS).
6. Select the Transportation Office role from the drop-down list on the right.

Defense
Personal
Property
System

DP=

Europe
Workshop
Briefings

EwWE

Interim
Customer
Satisfaction
Survey

ICE5

FET S

—Select DFS Role—

—Select DFS Rale—
Transpartation Service Provider (TSF)

Miltary Service Headguarters

| tation Office
DOD Customer!Service Member
S0DC Pacific/Europe

SODCHO

SODCWPC

SODCREMO

Other DoDyGovernment Agency

TSP Representative/Business Parnerfigent

7. Click Generate Request Form at the bottom of the page.

O SER Enterprise —-Select SER Role— +
Repository
[ Generate Request Form [%_l ’ Clear Selections H ETA Home ]

Info
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8. The Register for Additional ETA Systems Registration Form will appear. Update the
information as needed.

%Electmnic Transportation Acquisition ‘
Register for Additional ETA Systems
Step 2 of 2
+ Please complete the following form.
» Fields marked with an asterisk (%) are REQUIRED elements. All
other fields are optional.
s Click the "Submit Request” button at the bottom when you are
finished.
» You are currently approved for: ATCMDWBT
« Your User ID: stok0049
First Name *
Middle Initial
Last Name "
Name Suffix (Sr., Jr.. lll)
Rank / Grade
Job / Position Title
Mailing Address (Line 1) * [
Mailing Address (Line 2)
City *
State * [ Selact State — v
Country * [ Select Cauntry — v
Zip / Postal Code *
Commercial Phone * Ext:
DSN Phone Ext:
FAX Number
DSN FAX
Email Address -4
Activity  Company / *
Organization
Company Division
GBLOC Rz
Trading Partner Type —Please Selec- v
O Transportation Officer (**Performs all functions at the
Transportation Office)
[10utbound Supervisor (**Performs counseling and outbound
functions)
DPS Transportation Office % [Counseling
Function [ Qutbound
Olnbound
O Quality Assurance
[IClaims
O Electronic Billing and Payment
Submit Request ] [ FesetFaorm
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9. Enter your information on the registration form making sure to complete all the
information marked with an asterisk (*) next to it. (Note: The email address you provide
on the registration form will be used to send you your ETA password. For security
reasons, an individual email address must be used.)

10. Next to DPS Transportation Office Function, check the boxes that apply. The
functions are described below:

a. Transportation Officer - accesses all information within their GBLOC
including management reports and PPPO data

b. Outbound Supervisor - Performs counseling and overseas Outbound
functions

c. Counseling - performs customer entitlement counseling as well as reviews
customer self-counseling application. Select this function if you only
perform counseling functions.

d. Outbound - performs all functions for routing and booking of shipments

e. Inbound - reviews inbound shipment data, customer contact data, clears
inbound shipments, approves Storage-In-Transit (SIT)

f. Quality Assurance - inputs and reviews quality assurance data and reports,
takes action against TSP, reviews shipment data and warehouse inspection
reports, provides input to other PPSO/Claims offices, performs all Quality
Assurance action at PPSO

g. Claims - records claims data at origin/SIT/destination, accesses quality
assurance data from inspection reports

h. Electronic Billing and Payment - reviews inbound and outbound shipment
payments, certifies Periodic Summary Invoices (PSI) for payment, submits
certified PSI to DFAS

11. Click Submit Request.

12. Confirm your email address is correct by clicking OK on the pop-up window that is
displayed.

13. The next page displayed will show your Request ID in red letters. This Request ID will
become your ETA User ID upon approval. Make a note of the User ID that is listed on
the page. A confirmation message containing the information on this page will be
emailed to you.

14. Your request will be forwarded to the SDDC Systems Response Center (SRC) for
approval. You will receive an email with your password once it has been approved. *

* If you have not received an email within one week approving your request to the
application, please contact the SDDC SRC at 1-800-331-7348, DSN 328-3230.
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6.3 Digital Certificates

SDDC’s ETA system allows users to login using either a digital certificate or their
existing user ids and passwords. This allows our users, who already have or want to
purchase digital certificates, a chance to get accustomed to logging in using this new
method of access.

The DoD will require that all users of DoD systems use digital certificates as a means
of access to those systems. The date to completely transition is currently on hold.
When a date has been finalized, DoD military, civilians, and authorized contractors
will use their Common Access Card (CAC) for ETA logins (please note, in order to
use a CAC, you must have a CAC reader connected to your computer). Commercial
users (e.g., Transportation Service Providers) will have to obtain a digital certificate
from one of the External Certificate Authority (ECA) vendors.

For more information about Digital Certificates and ETA, go to the ETA Home Page
(https://eta.sddc.army.mil/) and click “Learn more about digital certificates and
ETA”.

Military Surface Deployment and Distribution Command
709 Ward Drive, BLDG 1990, Scott AFB, IL 62225

Issued: March 28, 2006 52 Effective: December 3, 2007


https://eta.mtmc.army.mil/

| ETA Instructions

7.0 ETA Instructions for Other DoD & Government Agencies to Access the DPS

Other DoD & Government Agencies consists of all Joint agencies, all IMA's, and all other
Government Agencies which are not Military Service Headquarters. Depending on the user
role, other DoD and Government Agencies’ users have access to some or all DPS modules to
include: TSP Qualification, Rate Filing (access to TSP Rates), Shipment Management, SIT

Facility Management, Invoicing, Approvals & Costing, Claims, Reports & Analysis and
Consignment Guide.

7.1 Instructions for users without an existing ETA account.

1. Go to the ETA Home Page (https://eta.sddc.army.mil).
2. Click on the Register for First Time link at the top of the page.

\ Electronic Transportation Acquisition
Beqizter far First Time - Reaister for Addl Svstems - Edit User Profile - Forgat Password - Contact ETA - Help
Freight / Cargo Attention ETA Usars:

ERRRST The Dol mandate for logging in with a digital

Personal Property  cerfificate / CAC ¢/ smart card is on hold. Until 2

Banarsl firrry date has been determined, users may log info
ETA systems using a digilal cerdficata £ CAC ¥ smart
card or a user ID and password

& |Laarn more about digiia! certificates and ETA
= Reqister your digital cedificate in ETA
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3. The New User Registration page will be displayed. See below.

mg Electronic Transportation Acquisition

@ This form is for first-time registrations only. If you already have an ETA

account, please do one of the following:

If you wish to apply for another system through ETA. do not fill out this form. Instead,
Reqister for Additignal ETA Systems.

If you have forgotten your password, Request a New Password.

If you have forgotten your user ID, Contact an ETA Administrator.

If you wish to update your account info (e.g., address, phone number, etc ), Edit Your User
Profile.

New User Registration for ETA

Step 1 0f 2
Estimated time of completion: both steps together will take about five minutes.

» Please select one or more systems below to register for by checking the square to the left of
the system name.

Select a role if there is a list of roles for the system for which you are requesting access. A role
determines the applications within a system that you will be allowed to use. You may only
choose one role per system.

Click an "Info" link in the right-most column to open a pop-up window with a description of that
system. There is a question mark icon next to systems that provide additional information. Click
the question mark in order to view this information_

Click the "Generate Request Form" button at the bottom when you've selected all systems, and
respective roles, for which you would like access.

4, Scroll down the page until Personal Property is displayed.

k Personal Property

Check System Description Roles Info

2 Dimensional
Military
Shipping
Label

O 2DMSL —-Select 2DMSL Role-—- (v Info

Central Web

O CIA Application

—Select CWARole- » Info

Defense
0 DPs Efg;g;i’ ~Select DPS Role— v %’
System o

5. Click on the box to the left of Defense Personal Property System (DPS).
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6. Select the Other DoD/Government Agency role from the drop-down list on the

right.
Defense
OPS Eﬁ;;zz?l Other DolyGovermment Agency w
System —Select DPS Role—
Transponation Service Provider (TSF)
Eurape TSF Bepresentative/Business Farnerfigent
F EWE Warkshop Military Service Headguarters
Eriefings Transportation Office
OO0 Customer/serdce Mermber
Interim SDDC Pacific/Europe
Custarner SD0DCHO
O IS5 Satigfaction sDDCwWRC

Survey [=D0C RSMO

7. Click Generate Request Form at the bottom of the page.

[ Generate Request Form ] [ Clear Selections H ETA Home

This form is for first-time registrations only. If you already have an ETA
account, please do one of the following:

o [f you wish to apply for another system through ETA, do not fill out this form. Instead,
Reqister for Additional ETA Systems.

+ [f you have forgotten your password, Request a New Password.

s [f you have forgotten your user ID, Contact an ETA Administrator.

o [f you wish to update your account info (e.g., address, phone number, etc.), Edit Your User
Profile.
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8. The New User Registration form will be displayed.

%Electmmc Transportation Acquisition

New User Registration for ETA

Step 2 of 2

» Please complete the following form.
¢ Fields marked with an asterisk (%) are REQUIRED elements. All

other fields are optional.
¢ Click the "Submit Request” button at the bottom when you are

finished.

e Your selected applications are: DPS

First Name

Middle Initial

Last Name

Name Suffix (Sr., Jr., lll)
Rank / Grade

Job / Position Title
Mailing Address (Line 1)
Mailing Address (Line 2)
City

State

Country

Zip / Postal Code
Commercial Phone

DSN Phone

FAX Number

DSN FAX

Email Address

Activity /| Company / Organization

Company Division
Trading Partner Type
DPS Agency/Command

[ Submit Reguest ][ FesetForm ]

* [

¥ % % % ¥

[— elect State —

| UNITED STATES

Ext: |

¥ ¥

| —Flease Select—

:.—P\ease Select- |

Ext: |
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10.

11.
12.

13.

14.

Enter your information on the registration form making sure to complete all the
information marked with an asterisk (*) next to it. (Note: The email address you
provide on the registration form will be used to send you your ETA password. For
security reasons, an individual email address must be used.)

Select your DPS Agency/Command from the drop-down list.

Trading Partner Type [-Please Select- v

DPS Agency/Command *|[E

[ Submit Reguest I[ FesetForm ]

'?j Dane

When all applicable fields are entered, click Submit Request.

Confirm your email address is correct by clicking OK on the pop-up window that is
displayed.

A page will be displayed with a Request ID in red letters. This Request ID will
become your ETA User ID upon approval. Make a note of the User ID that is listed
on the page. A confirmation message containing the information on this page will be
emailed to you.

Your request will be forwarded to the SDDC Systems Response Center (SRC) for
approval. You will receive an email with your password once it has been approved.

If you have not received an email within one week approving your request to the application,
please contact the SDDC SRC at 1-800-331-7348, DSN 328-3230.

7.2 Instructions for users with an existing ETA account.

1. Go to the ETA Home Page (https://eta.sddc.army.mil).
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2. Click on the Register for Additional Systems link at the top of the page. The
following screen will appear:

m; Electronic Transportation Acquisition

Eorget Password - Contact ETA - Help - Homs

ETA Login
To log into ETA, you now have two options:

1. Use your user ID and password
2. Use your digital certificate/smart card

Note: In the future you will be required to have a digital certificate in order to log into ETA or any ETA-protected system. We
are currently in a transition period in which you may use either method. Click here to learn mere about digital certificates.
Click here to register vour digital cerificate.

Option 1:
User ID

Password

Option 2 (Digital Certificate / Smart Card Users)y:

Click here to log in with vour digital certificate

3. Enter your ETA User ID and Password. (Note: If you have forgotten your ETA
password, click on the Forgot Password link at the top of the page and follow the
on-screen instructions to obtain a new password.)

4. Click Submit. The Register for Additional ETA Systems page will be displayed.
Scroll down the page until Personal Property is displayed.

m; Electronic Transportation Acquisition

Register for Additional ETA Systems

Step1of2
Estimated time of completion: both steps together will take about five minutes.

.

Pleaze =elect one or more systems below to register for by checking the square to the left of the system name.
Select a role if there iz a list of roles for the system for which you are requesting access. A role determines the
applications within a system that you will be allowed to use. You may only chooze one role per system.

» Click an "Info” link in the right-mo=t column to epen a pop-up window with a description of that system. There iz a
guestion mark icon next to systems that provide additional information. Click the question mark in order to view this
information.

» Click the "Generate Request Form” butten at the bottom when you've zelected all systems, and respective roles,
for which you would like access.

.

« Applications you are currently approved for: No Applications

s

Check System Description Roles

Personal Property

Info
2 Di ional Milit

O aomst Shippmg Label | | ~SelectZDMSL Role~ v info
Central Web

W - -

.| CWA Application Select CWA Role— w Info
Defense Personal @)

I DPS Praperty System Select DPS Role v o

m
M ews Europe Warkshop ~Select FWR Rale—- v
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5. Click on the box to the left of Defense Personal Property System (DPS).
6. Select the Other DoD/Government Agencies role from the drop-down list on the

right.
Defense
OPS Efg;gg?l Other DoD/Government Agency w
System —Select OFS Role—
Transportation Service Provider (T3SF)
Europe TSP Representative/Business ParnerfAgent
E E'WE Warkshop Military Service Headquarters
Briefings Transportation Office
DOD Customer/Service Member
Interirn SDDC FPacific/Europe
Customer SDDCHOQ
O icss Satisfaction  |SDDCWPC

Survey sDDC RSMO

7. Click Generate Request Form at the bottom of the page.

O SER Enterprise -Select SER Role- Info
Repository
[ Generate Request Form !%J [ Clear Selections ] [ ETAHome
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8. The Register for Additional ETA Systems Registration Form will appear. Update
the information as needed.

%Electronic Transportation Acquisition ‘

Register for Additional ETA Systems

Step 2 of 2

¢ Please complete the following form.

« Fields marked with an asterisk (%) are REQUIRED elements. All
other fields are optional.

+ Click the "Submit Request" button at the bottom when you are
finished.

« You are currently approved for: ATCMDWBT
+ Your User ID: stok0049
First Name
Middle Initial
Last Name
Name Suffix (Sr., Jr., lll)
Rank / Grade
Job / Position Title
Mailing Address (Line 1) sl
Mailing Address (Line 2)
City
State

| — Select State — ¥

Country

1_—SelectCDuntry— o

Zip / Postal Code

¥ % % % %

Commercial Phone | Ext: |

DSN Phone | Ext: |

FAX Number |
DSN FAX [

Email Address

*

Activity / Company / Organization
Company Division
Trading Partner Type [-Flease Select- vl

DPS Agency/Command * | _Please Select- v

[ Submit Feguest H FesetFarm ]
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9. Enter your information on the registration form making sure to complete all the
information marked with an asterisk (*) next to it. (Note: The email address you
provide on the registration form will be used to send you your ETA password.
For security reasons, an individual email address must be used.)

10. Select your Agency/Command from the drop-down list.

Trading Partner Type | -Flease Selzct— v

DP$S Agency/Command

[ Submit Request ][ Feset Form ]

Eﬁ Dane

11. Click Submit Request.

12. Confirm your email address is correct by clicking OK on the pop-up window that
is displayed.

13. A page will be displayed thanking you for your request. A confirmation message
will be emailed to you.

14. Your request will be forwarded to the SDDC Systems Response Center (SRC) for
approval. You will receive an email with your password once it has been
approved.*

*1f you have not received an email within one week approving your request to the
application, please contact the SDDC SRC at 1-800-331-7348, DSN 328-3230.

7.3 Digital Certificates

SDDC’s ETA system allows users to login using either a digital certificate or their
existing user ids and passwords. This allows our users, who already have or want to
purchase digital certificates, a chance to get accustomed to logging in using this new
method of access.

The DoD will require that all users of DoD systems use digital certificates as a means
of access to those systems. The date to completely transition is currently on hold.
When a date has been finalized, DoD military, civilians, and authorized contractors
will use their Common Access Card (CAC) for ETA logins (please note, in order to
use a CAC, you must have a CAC reader connected to your computer). Commercial
users (e.g., Transportation Service Providers) will have to obtain a digital certificate
from one of the External Certificate Authority (ECA) vendors.

For more information about Digital Certificates and ETA, go to the ETA Home Page
(https://eta.sddc.army.mil/) and click “Learn more about digital certificates and
ETA”.
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8.0 ETA Instructions for DoD Customer/Customer Alternate to Access DPS*

*NOTE: DOD Customer/Customer Alternate roles are currently under construction
and will be available shortly.

DoD customers planning a personal property move will now have access to their move
information through the Defense Personal Property System (DPS). On the web-based
system, DoD Customers have access to Counseling, Shipment Management (their Shipment
Information), Claims, Survey and Consignment Guide.

Once the customer has orders or appropriate authorization transferring him/her, the customer
will have two counseling options available to them:

1) Self-Counseling conducted by the customer via DPS
2) Personal Property Shipping Office (PPSO) Counseling conducted by a PPSO
Counselor via DPS

8.1 Self-Counseling

1) A DoD customer can elect to forgo PPSO Counseling, and instead utilize the Self-
Counseling module in DPS. In order to gain access to the DPS Self-Counseling
module, the customer must obtain a user-id and password from the ETA web site.

2) To obtain a user-id and password, the customer should log onto the following
website:

https://eta.sddc.army.mil/dpsRegister/dodCustomer.aspx

Military Surface Deployment and Distribution Command
709 Ward Drive, BLDG 1990, Scott AFB, IL 62225

Issued: March 28, 2006 62 Effective: December 3, 2007


https://eta.sddc.army.mil/dpsRegister/dodCustomer.aspx

| ETA Instructions

3) The DPS DOD Customer Registration page will appear:

Defense Personal Property System (DPS) - DOD
Customer Registration

If you have a DPS account already, you may log on to DPS.

Forgot password?

Social Security Number
{Coast Guard, use EIN)

First Name
Last Name
Phone Number

Email Address

Branch of Service -Select Service-

4) If the customer is already a DPS user, they can click on “DPS” where it says: “If you

5)

have a DPS account already, you may log on to DPS.” They will be directed to the
DPS website. If the customer is not registered, they must enter their information on
the registration form, making sure to complete all of the information boxes. The
SSN (or for the Coast Guard, the EIN, Employee Identification Number) is required
and will act as the customer’s user-id. The email address the customer provides on
the registration screen will be used to contact the customer throughout the entire
move process, including follow-up. For security reasons, an individual email address
must be used.

When all applicable fields are entered, click Submit. If the customer has not entered
the required information, messages such as “SSN/EIN Required as your user-id” or
“Email Address is required.” will appear. If the customer has correctly entered
information in all required fields, an additional box will ask the customer to confirm
his/her SSN/EIN and email. If all inputted information is correct, the customer can
click on the check box for Yes, this information is correct and then click on
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Confirm. If incorrect, the customer should click on Cancel. This will allow the
customer to re-enter correct information and click on Submit again.

6) After successfully completing the registration screen, the following screen will
appear:

Defense Personal Property System (DPS) - DOD
Customer Registration

If you have a DP3 account already, you may log on to DPS.

Fargot password?
Account Created

Your password has been emailed to you. Please include only your email address and
NOT your SSM / EIN in any correspondence with ETA or DPS administrators.

You have been approved to access the following system(s): DP3

Please allow 30 minutes for your DPS account to be activated.

Note: It is VERY IMPORTANT that we have your correct e-mail address onfile. You
should receive a separate e-mail confirmation containing the information on this page
shortly. If you do not receive this e-mail confirmation within 24 hours, please contact one
of the ETA System Administrators below:

DPS Administrator, dps@eta.sddc.army.mil
ETA Administrator, manager@eta.sddc_army.mil

7) The customer will receive an email message with their password. The customer
SSN/EIN will be their user-id. The email will also include the DPS website, which the
customer can log into with their user-id and password.

8.2 PPSO Counseling

1) The DoD Customer must contact the PPSO and schedule an appointment to receive a
briefing on their entitlements. At the time of the appointment, the customer must
present their orders or appropriate documents authorizing the move. If the DoD
Customer does not have orders or appropriate authorization in hand, the personal
property move counseling will be stopped. No counseling or planning can be done
without valid orders or appropriate authorization.
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2) After the PPSO Counselor has completed the counseling session with the customer,
the PPSO counselor will direct the DoD Customer to the computer station for DPS
registration (located at the PPSO).

3) With the PPSO counselor’s assistance, the DoD Customer will log onto the following
website at the PPSO site computer:
https://eta.sddc.army.mil/dpsReqgister/dodCustomer.aspx

4) The DPS DOD Customer Registration page will appear:

Defense Personal Property System (DPS) - DOD
Customer Registration

If you have a DP3 account already, you may log onto DPS.

Forgot password?

Social Security Number
(Coast Guard, use EIN)

First Name
Last Name
Phone Number

Email Address

Branch of Service -Select Service-

5) If the customer is already a DPS user, they can click on “DPS” where it says: “If you
have a DPS account already, you may log on to DPS.” They will be directed to the
DPS website. If the customer is not registered, they must enter their information on
the registration form, making sure to complete all of the information boxes. The
SSN (or for the Coast Guard, the EIN, Employee Identification Number) is required
and will act as the customer’s user-id. The email address the customer provides on the
registration screen will be used to contact the customer throughout the entire move
process, including follow-up. For security reasons, an individual email address must
be used.
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6) When all applicable fields are entered, click Submit. If the customer has not entered
the required information, messages such as “SSN/EIN Required as your user-id” or
“Email Address is required.” will appear. If the customer has correctly entered
information in all required fields, an additional box will ask the customer to confirm
their SSN/EIN and email. If all inputted information is correct, the customer can
click on the check box for Yes this information is correct and then click on
Confirm. If incorrect, the customer should click on Cancel. This will allow the
customer to re-enter correct information and click on Submit again.

7) After successfully completing the registration screen, the following screen will
appear:

Defense Personal Property System (DPS) - DOD
Customer Registration

If you have a DP3 account already, you may log on to DPS.

Fargot password?
Account Created

Your password has been emailed to you. Please include only your email address and
NOT your SSM / EIN in any correspondence with ETA or DPS administrators.

You have been approved to access the following system(s): DP3
Please allow 30 minutes for your DPS account to be activated.

Note: It is VERY IMPORTANT that we have your correct e-mail address onfile. You
should receive a separate e-mail confirmation containing the information on this page
shortly. If you do not receive this e-mail confirmation within 24 hours, please contact one
of the ETA System Administrators below:

DPS Administrator, dps@eta.sddc.army.mil
ETA Administrator, manager@eta.sddc_army.mil

8) The customer will receive an email message with his/her password. The customer
SSN / EIN will be their User-1D. The email will also include the DPS website, which
the customer can log into with their user-id and password.
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9) If the customer forgets their user-id/password, the customer can choose from the
following two options:

a. Go back to the original website, listed in #3 above. Near the top of the screen

will be the words: “Forgot Password?” Double click on the web site. The
following screen will appear:

mg Electronic Transportation Acquisition

Forgot Password - Contact ETA - Help - Home

Change Your ETA Password

To change your ETA password, check that the email address is valid then click "Submit."
A new password will be sent momentarily to the email address on file for your User 1D

You will still be logged in and can continue to use ETA, however the new
password will be required on your next login.

current email address is not on file with ETA, your new password will be sent to your old

@ Do not proceed if your email address has changed since you last updated it in ETA. If your
account and you will not receive it

If your email address has changed then change it here.

ETA user ID:  admin

ETA e-mail:  oronaj@mtmc_army.mil

The customer should enter their user-id (their SSN or EIN) in the box labeled “ETA User
ID”. Click on the Submit box. The customer will receive their new password in an
email sent to the email account which was inputted in their initial registration.

_Or_

b. Go to the Electronic Transportation Acquisition (ETA) website at:
https://eta.sddc.army.mil. Click on Forgot Password to get to the “Change
your ETA Password screen” above. Enter their user-id in the box labeled
“ETA User ID”. Click on the Submit box. The customer will receive their
new password in an email sent to the email account, which was inputted in
their initial registration.
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2. Once the customer has their user-id and password, they may now log in to the DPS web
site (https://eta.sddc.army.mil). The DPS web site URL can be found:

e Listed in the emails which the customer received stating their password.

e By going to the web-site listed above in #3 above, then clicking on DPS in the top
sentence: “If you have a DPS account already, you may log on to DPS.”
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9.0 ETA Instructions for TSP to Access DPS

Depending on the user role, TSP users have access to some or all DPS modules to include:
TSP User Management, Qualification, Rates, Shipment Management, Invoicing, Approvals

& Costing, Surveys, Claims, Reports & Analysis (access to Best Value Score) and
Consignment Guide.

9.1 Instructions for users without an existing ETA account

1. Go to the ETA Home Page (https://eta.sddc.army.mil).
2. Click on the Register for First Time link at the top of the page.

-Electronic Transportation Acquisition |

Ragister for First Time - Reaister for AJd] Systems - Edit User Profile - Eorgot Password - Contact ETA - Help

Freight / Cargo Attention ETA Usars:
EXSzariger The Dol mandate for logging in with a digital
Personal Property  cenificate / CAC / smart card Is on hold. Urtil &
G firrm dale has basn detesmined, users may log ila
i ETA systerms using a dgdal cerficata £ CAC ¢ smadt
card of a user D and password

& Loarmn more sbout dindal certficstes and ETA
» Register your digital cedificate in ETA
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3. The New User Registration page will be displayed. See below.

szlectmnic Transportation Acquisition

This form is for first-time registrations only. If you already have an ETA
account, please do one of the following:

e |f you wish to apply for another system through ETA, do not fill out this form. Instead,
Reqister for Additional ETA Systems.

e [f you have forgotten your password, Request a Mew Password.

e [f you have forgotten your user ID, Contact an ETA Administrator.

e [f you wish to update your account info (e.g., address, phone number, etc.), Edit Your User
Profile.

New User Registration for ETA

Step 1 of 2
Estimated time of completion: both steps together will take about five minutes.

* Please select one or more systems below to register for by checking the square to the left of
the system name.

+ Select a role if there is a list of roles for the system for which you are requesting access. A role

determines the applications within a system that you will be allowed to use. You may only

choose one role per system.

Click an "Info" link in the right-most column to open a pop-up window with a description of that

system. There is a question mark icon next to systems that provide additional information. Click

the question mark in order to view this information.

Click the "Generate Request Form” button at the bottom when you've selected all systems, and

respective roles, for which you would like access.

4. Scroll down the page until Personal Property is displayed.

K Personal Property

Check System Description Roles Info

2 Dimensional

0 2DMsL Military ~Select 2DMSL Role— |+ Info
Shipping
Label

0 cwa Central Web o) CWA Role— ¥ nfo
Application

Defense

Personal @)
0 ©DPs Property Select DPS Role a >

System
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5. Click on the box to the left of Defense Personal Property System (DPS). Select the
Transportation Service Provider (TSP) role from the drop-down list

Defense
DPS Efﬂrzzg‘;' —Select DPS Role— v
System I—Select DPS Role—
: vice Provider (TSP
Europe TsF Representative/Business Fartnerfbgent
EvWE Worksho ilitary Service Headguarers
O P kdili Service Head
Briefings Transportation Office
DOD CustomerfService Member
Interim SDDC Pacific/Europe
Customer sDDOCHO
B | eS8 Satisfaction  |SDDCVPC
Survey SDDCRSMOD
Other DoD/Government Agency

6. Click Generate Request Form at the bottom of the page.

| Generate Request Farm ][ Clear Selections ][ ETAHome

This form is for first-time registrations only. If you already have an ETA
account, please do one of the following:

o [f you wish to apply for another system through ETA, do not fill out this form. Instead,
Register for Additional ETA Systemns.

« [f you have forgotten your password, Request a New Password.

& [f you have forgetten your user |D, Caontact an ETA Administrator.

& [f you wish to update your account info (e.g., address, phone number, etc.), Edit Your User
Profile.
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7. The New User registration form will be displayed.

%Electronie Transportation Acquisition ‘

New User Registration for ETA

Step 2 of 2

+ Please complete the following form.
+ Fields marked with an asterisk (%) are REQUIRED elements. All

other fields are optional.

+ Click the "Submit Request" button at the bottom when you are

finished.

+ Your selected applications are: DPS

First Name

Middle Initial

Last Name

Name Suffix (Sr., Jr., lll)
Rank / Grade

Job / Position Title
Mailing Address (Line 1)
Mailing Address (Line 2)
City

State

Country

Zip / Postal Code
Commercial Phone

DSN Phone

FAX Number

DSN FAX

Email Address

Activity / Company / Organization

Company Division
SCAC
Trading Partner Type

DPS TSP Function

DPS Trusted Agent
DPS DUNS Number

DPS TSP Owner/President/CEQ
DPS TSP Trusted Agent Name

*
*
*
—r
* | eled Statle— B
* [UNITED STATES v
%
[ Ext: |
Ext: [
*
—Flease Select— b

TSP Master (performs all functions for the TSP)

% [Operations Manager
OClaims
O Quality Assurance

|No v

DPS TSP Trusted Agent Email Address

The above Trusted Agent is allowed TSP Master Role

O Yes
© No

DPS TSP Alternate Trusted Agent Name

DPS TSP Alternate Trusted Agent Email Address

The above Trusted Agent is allowed TSP Master Role

l

Subrmit Reguest H Reset Form ]

Issued
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10.

11.

12.

13.

14.
15.

16.

17.

Enter your information on the registration form making sure to complete all the
information marked with an asterisk (*) next to it. (Note: The email address you
provide on the registration form will be used to send you your ETA password. For
security reasons, an individual email address must be used.)

Next to DPS TSP Function, check the boxes that apply.

a. TSP Master should be checked if you are the TSP Owner/President/CEO.

b. Operations Manager should be checked if you are the TSP Operations
Manager.

c. Claims should be checked if you are the person responsible for reviewing
claims submitted against the TSP.

d. Quality Assurance should be checked if you are the person responsible for
quality assurance for the TSP.

Select “Yes' next to DPS Trusted Agent if you will serve as the single point of
contact for the DPS ETA Administrator in the processing of password requests for the
TSP and TSP Representatives/Agents.

Enter your company’s DPS DUNS Number. A Dun & Bradstreet DUNS number is
a unique nine-digit sequence recognized as the universal standard for identifying
businesses worldwide. For more information on how to obtain a DUNS number if
your company does not already have one, visit http://www.dnb.com/US/duns_update/
Select “Yes’ next to DPS TSP Owner/President/CEO if you are the Owner,
President, or CEO.

If you indicate you are the Owner, President, or CEO you can complete the DPS TSP
Trusted Agent Name and DPS TSP Trusted Agent Email Address fields. The
DPS TSP Trusted Agent will serve as the single point of contact for the DPS ETA
Administrator in the processing of password requests for your SCAC. There are also
fields for DPS TSP Alternate Trusted Agent Name and DPS TSP Alternate
Trusted Agent Email Address to complete, if desired.

When all applicable fields are entered, click Submit Request.

Confirm your email address is correct by clicking OK on the pop-up window that is
displayed.

A page will be displayed with a Request ID in red letters. This Request ID will
become your ETA User ID upon approval. Make a note of the User ID that is listed
on the page. A confirmation message containing the information on this page will be
emailed to you.

Your request will be forwarded to the SDDC Systems Response Center (SRC) for
approval. You will receive an email once it has been approved.

If you have not received an email within one week approving your request to the application,
please contact the SDDC SRC at 1-800-331-7348, DSN 328-3230.
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9.2 Instructions for users with an existing ETA account

1. Go to the ETA Home Page (https://eta.sddc.army.mil).
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2. Click on the Register for Additional Systems link at the top of the page. The
following screen will appear:

WE Electronic Transportation Acquisition

Forgot Password - Contact ETA - Help - Home

ETA Login
To leg into ETA, you now have two options:

1. Use your user ID and password.
2. Use your digital certificate/smart card.

Note: In the future you will be reguired to have a digital certificate in order to log into ETA or any ETA-protected system. We

are currently in a transition period in which you may use either method. Click here to learn mere about digital cerificates.
Click here to reqgister vour digital certificate.

Option 1:
UserID

Password

Option 2 (Digital Certificate / Smart Card Users):

Click here to log in with vour digital certificate

3. Enter your ETA user-id and password. (Note: If you have forgotten your ETA
password, click on the Forgot Password link at the top of the page and follow the
on-screen instructions to obtain a new password.)

4. Click Submit. The Register for Additional ETA Systems page will be displayed.

mz Electronic Transportation Acquisition

Register for Additional ETA Systems

Stepiof2
Estimated time of completion: both steps together will take about five minutes.

.

Plzaze select one or more systems below to register for by checking the square to the left of the system name.
Select a role if there is a list of reles for the system for which you are requesting accezs. A role determines the
applications within a system that you will be allowed to use. You may only cheose one role per system.

Click an "Infe" link in the right-mo=st column to open a pop-up window with a description of that system. There iz a

question mark icon next to systems that provide additional information. Click the question mark in order to view thiz
information.

.

.

« Click the "Generate Request Form” butten at the bottom when you've =elected all zyztems, and rezpective roles,
for which you would like access.

« Applications you are currently approved for: No Applications
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5. Scroll down the page until Personal Property is displayed.

Personal Property
Check System Description Roles Info
2D | Milit
O zomse Sh“‘]“;;”;f:;al M| _Select2DMSL Role— v Info
Central Web
‘W —! —
F CWA, Application Select CWA Role—- v Info
Defense Personal @
O DPS Property System —~SelectDPS Role-- hd Infe
Ll EWB Europe Workshop
v B

—-Selart FWR Role-- »

6. Click on the box to the left of DPS -- Defense Personal Property System.
7. Select the Transportation Service Provider (TSP) role from the drop-down list

on the right.
Defense
Personal B = e 1
DFS Property | —Select DPS Role— w |
System |—Select DFS Fole—
[ Transportation ice Provider (TSF)
Europe TSF Representative/Business PartnerfAgent
d EWE Warkshop Military Service Headquarters
Briefings Transpartation Office
DD CustomernService Member
Interim 5DDC Pacific/Europe
Custorner SDOCHO
O IS5 Satisfaction SDDCYRC
Survey sDDOCRSKMO
L Other DoDfGovernment Agency

8. Click Generate Request Form at the bottom of the page.

O SER Enterprise —Select SER Role— + Info
Repository
|_ Generate Request Form %_J [ Clear Selections ] [ ETAHome
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9. The Register for Additional ETA Systems Registration Form will appear. Update
the information as needed.

%Electmnic Transportation Acquisition ‘

Register for Additional ETA Systems

Step 2 of2

+ Please complete the following form.

» Fields marked with an asterisk (%) are REQUIRED elements. All
other fields are optional.

o Click the "Submit Request” button at the bottom when you are
finished.

+ You are currently approved for: ATCMDWBT
» Your User ID: stok0049

First Name *
Middle Initial
Last Name =
Name Suffix (Sr., Jr.. lll)
Rank / Grade
Job / Position Title
Mailing Address (Line 1) * T
Mailing Address (Line 2)
City *
State * [ Select Stats — v
Country * [ Select Cauntry — v
Zip / Postal Code ¥ [
Commercial Phone *———  Ext[
DSN Phone  EBExt[
FAX Number r—
DSN FAX r—
Email Address
Activity / Company / Organization
Company Division
SCAC ]
Trading Partner Type —Please Select- v
TSP Master (performs all functions for the TSP)
DPS TSP Function * [OlOperations Manager
[ Claims
[ Quality Assurance
DPS Trusted Agent —Pleazs Select-
DPS DUNS Number
DPS TSP Owner/President/CEQ * | Please Zelect- ¥

DPS TSP Trusted Agent Name

DPS TSP Trusted Agent Email Address [

The above Trusted Agent is allowed TSP Master Role g Lis
DP$ TSP Alternate Trusted Agent Name
DPS TSP Alternate Trusted Agent Email Address [

3 < Yes
The above Trusted Agent is allowed TSP Master Role & No

{ Submit Reguest ][ ResetForm ]
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10.

11.

12.

13.

14.

15.

16.

17.
18.

19.

20.

Enter your information on the registration form making sure to complete all the
information marked with an asterisk (*) next to it. (Note: The email address you
provide on the registration form will be used to send you your ETA password.
For security reasons, an individual email address must be used.)

Enter the Standard Carrier Alpha Code (SCAC) of the company you represent
in the SCAC field.

Next to DPS Function, check the boxes that apply.

a. TSP Master should be checked if you are the TSP Owner/President/CEO.

b. Operations Manager should be checked if you are the TSP Operations
Manager.

c. Claims should be checked if you are the person responsible for reviewing
claims submitted against the TSP.

d. Quality Assurance should be checked if you are the person responsible for
quality assurance for the TSP.

Select “Yes” to DPS Trusted Agent if you will serve as the single point of
contact for the DPS ETA Administrator in the processing of password requests for
the TSP and TSP Representatives/Agents.

Enter your company’s DPS DUNS Number. A Dun & Bradstreet DUNS number
IS a unique nine-digit sequence recognized as the universal standard for
identifying businesses worldwide. For more information on how to obtain a
DUNS number if your company does not already have one visit
http://www.dnb.com/US/duns_update/.

Select “Yes’ next to DPS TSP Owner/President/CEO if you are the Owner,
President, or CEO.

If you indicate you are the Owner, President, or CEO you can complete the DPS
TSP Trusted Agent Name and DPS TSP Trusted Agent Email Address fields.
The DPS TSP Trusted Agent will serve as the single point of contact for the DPS
ETA Administrator in the processing of password requests for your SCAC. There
are also fields for DPS TSP Alternate Trusted Agent Name and DPS TSP
Alternate Trusted Agent Email Address to complete, if desired.

Click Submit Request.

Confirm your email address is correct by clicking OK on the pop-up window that
is displayed.

A page will be displayed thanking you for your request. A confirmation message
will be emailed to you.

Your request will be forwarded to the SDDC SRC for approval. You will receive
an email once it has been approved.*

*1f you have not received an email within one week approving your request to the
application, please contact the SDDC SRC at 1-800-331-7348, DSN 328-3230.
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9.3 Digital Certificates

SDDC’s ETA system allows users to login using either a digital certificate or their
existing user ids and passwords. This allows our users, who already have or want to
purchase digital certificates, a chance to get accustomed to logging in using this new
method of access.

The DoD will require that all users of DoD systems use digital certificates as a means
of access to those systems. The date to completely transition is currently on hold.
When a date has been finalized, DoD military, civilians, and authorized contractors
will use their Common Access Card (CAC) for ETA logins (please note, in order to
use a CAC, you must have a CAC reader connected to your computer). Commercial
users (e.g., Transportation Service Providers) will have to obtain a digital certificate
from one of the External Certificate Authority (ECA) vendors.

For more information about Digital Certificates and ETA, go to the ETA Home Page
(https://eta.sddc.army.mil/) and click “Learn more about digital certificates and
ETA”.
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10.0 ETA Instructions for TSP Agent/Representative to Access DPS

Depending on the user role, TSP Agents/Representatives have access to some or all DPS
modules to include: TSP Qualification, TSP Rate Filing, Shipment Management, SIT
Facility Management, Invoicing, Approvals & Costing, Reports & Analysis and

Consignment Guide.

10.1 Instructions for users without an existing ETA account

1. Go to the ETA Home Page (https://eta.sddc.army.mil).
2. Click on the Register for First Time link at the top of the page.

qister far First Time

Freight / Cargo Attention ETA Usars:

Passenger

Personal Property  cenificate / CAC / smart card Is on hold. Urtil &
General

Electronic Transportation Acquisition |

The Dol mandate for logging in with a digital

firrm dale has basn detesmined, users may log ila
ETA systerms using a dgdal cerficata £ CAC ¢ smadt
card of a user D and password

& Loarmn more sbout dindal certficstes and ETA
» Register your digital cedificate in ETA

3. The New User Registration page will be displayed.

mmectronic Transportation Acquisition ‘

@ This form is for first-time registrations only. If you already have an ETA

account, please do one of the following:

= [f you wish to apply for another system through ETA, do not fill out this form. Instead,
Register for Additional ETA Systems.

» [f you have forgotten your password, Request a New Password.

+ [f you have forgotten your user ID, Contact an ETA Administrator.

+ [f you wish to update your account info (e g . address, phone number, etc ), Edit Your User
Profile.

New User Registration for ETA

Step 1 of 2
Estimated time of completion: both steps together will take about five minutes.

s Please select one or more systems below to register for by checking the square to the left of
the system name.

+ Select a role if there is a list of roles for the system for which you are requesting access. A role
determines the applications within a system that you will be allowed to use. You may only
choose one role per system.

« Click an "Info” link in the right-most column to open a pop-up window with a description of that
system. There is a question mark icon next to systems that provide additional information. Click
the question mark in order to view this information.

+ Click the "Generate Request Form” button at the bottom when you've selected all systems, and
respective roles, for which you would like access.

Regizter far Add] Systems - Edit User Profile - Forgot Password - Contact ETA - Help

Issued: March 28, 2006
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4. Scroll down the page until Personal Property is displayed.

s Personal Property
Check System Description Roles Info

2 Dimensional

O 2DMSL [‘S";'i‘:;%g ~Select2DMSL Role— + Info
Label

M cwa g;g"j;t‘l’;’:b ~Select CWA Role— nfa
Defense

O ©DPS Efg;g:&' ~Select DPS Role— v %
System

5. Click on the box to the left of Defense Personal Property System (DPS).
6. Select the TSP Representative/Business Partner/Agent role from the drop-down
list on the right.

Defense
v —Select ale— »
DPS Efﬂ“ggg?' Select DPS Ral
System —Select DPS Role—
Tr
Europe A
O EWE Warkshap hilit
Briefings Transporation Office
DoD CustomerSemvice Mamber
Interim 3DDC Pacifi/Europe
Customer sDDCHO
0 S5 Satisfaction sDDCwYPC
Survey SDDC RSMO
Other DoD{Government Agency

7. Click Generate Request Form at the bottom of the page.

| Generate Request Form ][ Clear Selections ][ ETA Home ]

This form is for first-time registrations only. If you already have an ETA
account, please do one of the following:

If you wish to apply for another system through ETA, do not fill out this form_ Instead,
Register for Additional ETA Systems.

If you have forgotten your password, Request a New Password.

If you have forgotten your user ID, Contact an ETA Administrator.

If you wish to update your account info (e.g.. address. phone number. etc.), Edit Your User
Profile.
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8. The New User registration form will be displayed.

%Electmmc Transportation Acquisition ‘

New User Registration for ETA

Step 2 of 2

+ Please complete the following form.

« Fields marked with an asterisk (%) are REQUIRED elements. All
other fields are optional.

+ Click the "Submit Request” button at the bottom when you are
finished.

+ Your selected applications are: DPS

First Name

Middle Initial

Last Name

Name Suffix (Sr., Jr.. ll)
Rank / Grade

Job / Position Title
Mailing Address (Line 1) = [
Mailing Address (Line 2)
City

State — Select Stale — v
Country UNITED STATES v
——

 Ext:[
DSN Phone Ext:[
FAX Number r—

DSN FAX [ —

Email Address

Zip | Postal Code

¥ % ¥ F %

Commercial Phone

* *

Activity / Company / Organization
Company Division

SCAC & ]

Trading Partner Type ~Plaase Salact- v
DPS TSP Name

DPS TSP Representative Function * | —Please Select— v

DP$ ISA Sender ID (TP Multiple Code) |

DPS DUNS Number *

DPS A.M. Best Number

DP$S NAIC Number

[ Submit Reguest H Reset Form
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9. Enter your information on the registration form making sure to complete all the
required information marked with an asterisk (*) next to it. (Note: The email address
you provide on the registration form will be used to send you your ETA password.
For security reasons, an individual email address must be used.)

10. Enter the Standard Carrier Alpha Code (SCAC) of the company you represent in
the SCAC field.

11. Enter the name of the company you represent in the DPS TSP Name field

SCAC *

Trading Partner Type FACTS v
DPS TSP Name

DPS TSP Representative Function * [Rlegse Selacte &

I i
Shipping Agent
Rate Filing Representative
Billing Representative
Financial Fiepresentative/CPA
Insurance Representative

DPS A.M. Best Number Bond Representative

DPS ISA Sender ID (TP Multiple Code)
DPS DUNS Number *

DPS NAIC Number

LSubmitRequest H Reset Form

12. Select the appropriate DPS TSP Representative Function from the drop-down list.
The functions are described below:

a. Shipping Agent performs duties such as pack, pickup, line haul, and delivery
of personal property shipments.

b. Rate Filing Representative files rates on behalf of the TSP.

c. Billing Representative prepares invoices and requires access to shipment,
assessorial, pre-approval, and account data, as well as Bill of Lading
information.

d. Financial Representative submits TSP financials annually for qualification.

e. Insurance Representative provides TSP insurance information for
qualification.

f. Bond Representative provides TSP bond information for qualification.

13. Next, enter the DPS ISA Sender ID (TP Multiple Code). The ISA Sender ID is a
loop in the header of the EDI Transaction. It identifies the sender of the EDI. In
most cases, it is the Master TP or the highest level of an organization (i.e. Daycos or
Unigroup). For smaller companies, it is your SCAC.

14. Also, enter your company’s DPS DUNS Number. A Dun & Bradstreet DUNS
number is a unique nine-digit sequence recognized as the universal standard for
identifying businesses worldwide. For more information on how to obtain a DUNS
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15.

16.

17.
18.

19.

20.

number if your company does not already have one visit
http://www.dnb.com/US/duns_update/.

For Insurance Representatives, enter your company’s A.M. Best Number in the DPS
A.M. Best Number field.

For Insurance Representatives, enter your company’s NAIC Number in the DPS
NAIC Number field.

When all applicable fields are entered, click Submit Request.

Confirm your email address is correct by clicking OK on the pop-up window that is
displayed.

A page will be displayed with a Request ID. This Request ID will become your ETA
User ID upon approval. Make a note of the User ID that is listed on the page. A
confirmation message containing the information on this page will be emailed to you.
Your request will be forwarded to the SDDC Systems Response Center (SRC) for
approval. You will receive an email once it has been approved.*

*If you have not received an email within one week approving your request to the
application, please contact the SDDC SRC at 1-800-331-7348, DSN 328-3230.
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10.2 Instructions for users with an existing ETA account
1. Go to the ETA Home Page (https://eta.sddc.army.mil).

2. Click on the Register for Additional Systems link at the top of the page. The
following screen will appear:

szlectronic Transportation Acquisition

Forgot Pas=word - Contact ETA - Helo - Home

ETA Login
To log into ETA, you now have two options:

1. Use your user ID and password.
2. Use your digital certificate/smart card.

Mote: In the future you will be required to have a digital certificate in order to log into ETA or any ETA-protected system. We

are currently in a transition period in which you may use either method. Click here to learn more about digital cerificates.
Click here to register vour digital certificate.

Option 1:
UserID

Password

Option 2 (Digital Certificate / Smart Card Uzerz):

Click here to log in with vour digital certificate

Enter your ETA User ID and Password. (Note: If you have forgotten your ETA

password, click on the Forgot Password link at the top of the page and follow the on-
screen instructions to obtain a new password.)

4. Click Submit. The Register for Additional ETA Systems page will be displayed.

mz Electronic Transportation Acquisition

Register for Additional ETA Systems

Step1of2
Estimated time of completion: both steps together will take about five minutes.

+ Please select one or more systems below to register for by checking the square to the left of the system name.

+ Select a role if there i= a list of roles for the system for which you are requesting access. A role determines the
applications within a system that you wil be allowed to use. You may only choose one role per system.

« Click an "Info” link in the right-mo=t column to open a pop-up window with a description of that sy=stem. There iz a
guestion mark icon next to systems that provide additienal information. Click the question mark in order to view this
information.

+ Click the "Generate Request Form” button at the bottom when you've selected all systems, and respective roles,
for which you would like access.

» Applications you are currently approved for: No Applications
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5. Scroll down the page until Personal Property is displayed.

k Personal Property

Check System Description Roles Info
O zomst ;ﬂ;“;?ﬂ”ﬁf’ﬂ”@;(“"“” ~Select 2DMSL Role— v Info
O owa f\‘:g}[:ﬁ'h:ﬁ“ ~Select CWA Rale— + Info
O s DefersePersonsl [ _Seject DPS Role- v @
M oEws e icrcay ~Salact FWR Raola— ¥

6. Click on the box to the left of Defense Personal Property System (DPS).
7. Select the TSP Representative/Business Partner/Agent role from the drop-down
list on the right.

Defense
DPS Efﬂr:gﬂ?' —Select DPS Rale— v
System —Select DPS Role—
Transportation Service Provider
Europe TSP Representative/Business Parner/Agent
] EWE Warkshop kilitary Service Headquarters
Briefings Transporation Office
DOD Custormer/Senvice Member
Interim S0DC Facitic/Europe
Customer SDDCHO
B |les8 Satisfaction  |SDDCYPC
Survey SODCREMO
Other DoD/Government Agency

8. Click Generate Request Form at the bottom of the page.

O SER Enterprise -Select 3SER Role— v Info
Repository
[ Generate Request Form %_J [ Clear Selections ] [ ETA Home
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9. The Register for Additional ETA Systems Registration Form will appear. Update the

infor

mation as needed.

%Electronie Transportation Acquisition ‘

Register for Additional ETA Systems

Step 2 of 2

+ Please complete the following form.

« Fields marked with an asterisk (%) are REQUIRED elements. All

other fields are optional.

« Click the "Submit Request” button at the bottom when you are

finished.

« You are currently approved for: ATCMDWBT

« Your User ID: stok0049

First Name

Middle Initial

Last Name

Name Suffix (Sr., Jr., lll)
Rank / Grade

Job / Position Title
Mailing Address (Line 1)
Mailing Address (Line 2)
City

State

Country

Zip / Postal Code
Commercial Phone

DSN Phone

FAX Number

DSN FAX

Email Address

Activity / Company / Organization

Company Division
SCAC

Trading Partner Type
DPS TSP Name

DPS TSP Representative Function
DPS ISA Sender ID (TP Multiple Code)

DPS DUNS Number
DPS A.M. Best Number
DPS NAIC Number

[

Submit Request H FiesetForm

* ok ok k¥

*

*

— Select State — ~

— Select Country — v

———
Ext:[
Ext:[

——

———

—Please Select— |

—Flease Select— b
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10. Update the information as needed, making sure to complete all the required
information marked with an asterisk (*) next to it.

11. Enter the Standard Carrier Alpha Code (SCAC) of the company you represent in
the SCAC field.

12. Enter the name of the company you represent in the DPS TSP Name field.

SCAC *
Trading Partner Type FACTS v
DPS TSP Name

DPS TSP Representative Function ¥

DPS ISA Sender ID (TP Multiple Code)

Rate Filing Representative
DPS DUNS Number #% |Billing Representative

Financial Representative/CPA

Insurance Representative

DPS A.M. Best Number Bond Peeg ive

DPS NAIC Number

[_SubmitRequest J[ FesetForm

13. Select the appropriate DPS TSP Representative Function from the drop-down list.
The functions are described below:

e.

f.

Shipping Agent performs duties such as pack, pickup, line haul, and
delivery of personal property shipments.

Rate Filing Representative files rates on behalf of the TSP.

Billing Representative prepares invoices and requires access to shipment,
assessorial, pre-approval, and account data, as well as Bill of Lading
information.

Financial Representative submits TSP financials annually for
qualification.

Insurance Representative provides TSP insurance information for
qualification.

Bond Representative provides TSP bond information for qualification.

14. Next, enter the DPS ISA Sender ID (TP Multiple Code). The ISA Sender ID is a
loop in the header of the EDI Transaction. It identifies the sender of the EDI. In
most cases, it is the Master TP or the highest level of an organization (i.e. Daycos or
Unigroup). For smaller companies, it is your SCAC.

15. Enter your company’s DPS DUNS Number. A Dun & Bradstreet DUNS number is
a unique nine-digit sequence recognized as the universal standard for identifying
businesses worldwide. For more information on how to obtain a DUNS number if
your company does not already have one visit http://www.dnb.com/US/duns_update/

16. For Insurance Representatives, enter your company’s A.M. Best Number in the DPS
A.M. Best Number field.
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17.

18.
19.

20.

For Insurance Representatives, enter your company’s NAIC Number in the DPS
NAIC Number field.

Click Submit Request.

Confirm your email address is correct by clicking OK on the pop-up window that is
displayed.

A page will be displayed thanking you for your request. A confirmation message will
be emailed to you. Your request will be forwarded to the SDDC Systems Response
Center (SRC) for approval. You will receive an email once it has been approved.*

*1f you have not received an email within one week approving your request to the
application, please contact the SDDC SRC at 1-800-331-7348, DSN 328-3230.

10.3 Digital Certificates

SDDC'’s ETA system allows users to login using either a digital certificate or their
existing user ids and passwords. This allows our users, who already have or want to
purchase digital certificates, a chance to get accustomed to logging in using this new
method of access.

The DoD will require that all users of DoD systems use digital certificates as a means
of access to those systems. The date to completely transition is currently on hold.
When a date has been finalized, DoD military, civilians, and authorized contractors
will use their Common Access Card (CAC) for ETA logins (please note, in order to
use a CAC, you must have a CAC reader connected to your computer). Commercial
users (e.g., Transportation Service Providers) will have to obtain a digital certificate
from one of the External Certificate Authority (ECA) vendors.

For more information about Digital Certificates and ETA, go to the ETA Home Page
(https://eta.sddc.army.mil/) and click “Learn more about digital certificates and
ETA”.
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11.0 ETA Instructions for VPC to Access the DPS
11.1 Instructions for users without an existing ETA account.

1. Go to the ETA Home Page (https://eta.sddc.army.mil).
2. Click on the Register for First Time link at the top of the page.

\ Electronic Transportation Acquisition

Eeaister far First Timee - Begister for Addl Svstems - Edit Vser Profile - Fergat Password - Contact ETA - Help

Freight | Cargo Attention ETA Users:

ki The Dol mandate for logging in with a digital
Personal Property  cenificate / CAC / smart card is on hold. Urilil &
Ganeral forrrt e has been delesmined, users may log infa
ETA systams using & digital cerficate £ CAC F smart
card or a user ID and password.

# Loarn more about digilal cerificates and ETA
= Reqister your digital cedificate in ETA

3. The New User Registration page will be displayed.

m Electronic Transportation Acquisition

This form is for first-time registrations only. If you already have an ETA
account, please do one of the following:

If you wish to apply for another system through ETA, do not fill out this form_ Instead,
Register for Additional ETA Systems.

If you have forgotten your password, Request a New Password.

If you have forgotten your user |10, Contact an ETA Administrator.

If you wish to update your account info (e.g., address, phone number. etc.), Edit Your User
Profile

New User Registration for ETA

Step 1 of 2
Estimated time of completion: both steps together will take about five minutes.

Please select ane or more systems below to register for by checking the square to the left of
the system name.

Select a role if there is a list of roles for the system for which you are requesting access. A role
determines the applications within a system that you will be allowed to use. You may only
choose one role per system.

Click an "Info" link in the right-mest column to open a pop-up window with a description of that
system. There is a question mark ican next to systems that provide additional information. Click
the question mark in order to view this information.

Click the "Generate Request Form” button at the bottom when you've selected all systems. and
respective roles, for which you would like access.

Military Surface Deployment and Distribution Command
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4. Scroll down the page until Personal Property is displayed.

k Personal Property

Check System Description Roles Info

2 Dimensional
Military

0  2DMSL Shipping ~Select 2DMSL Rale- |+ Info
Label

0O cwa iﬁgfif;t‘:gsb —Select CWA Rale— Info
Defense

0 DPs Efg;g;i’ ~Select DPS Role— v %’
System o

5. Click on the box to the left of Defense Personal Property System (DPS).
6. Select the SDDC VPC role from the drop-down list on the right.

Defense
DPS Efg;gg‘;‘ | —Select DPS Role— v
System —Zelect DPS Fole—
Transporation Service Provider (TSP)
Europe TSP Representative/Business ParnerfAgent
El EWE YWarkshop Military Service Headquarters
Eriefings Transporation Office
DOD CustomerSenvice Member
Interirm SDDC Pacific/Europe
Custormer SDOCHO
[l 53 Satisfaction SODCWPG
Survey SDDCRSMO
Cther DoD/Government Agency

—~ -

7. Click Generate Request Form at the bottom of the page.

| Generate Request Form | [ Clear Selections ][ ETAHome ]

This form is for first-time registrations only. If you already have an ETA
account, please do one of the following:

« If you wish to apply for another system through ETA, do not fill out this form. Instead,
Reqister for Additional ETA Systems.

« If you have forgotten your password, Regquest a New Password.

« If you have forgotten your user ID, Contact an ETA Administrator.

¢ If you wish to update your account info (e.g., address, phone number, etc.), Edit Your User
Profile.

Military Surface Deployment and Distribution Command
709 Ward Drive, BLDG 1990, Scott AFB, IL 62225

Issued: March 28, 2006 91 Effective: December 3, 2007



| ETA Instructions

8. The New User registration form will be displayed.

%Electmmc Transportation Acquisition

New User Registration for ETA

Step 2 of 2

+ Please complete the following form.

o Fields marked with an asterisk (%) are REQUIRED elements. All

other fields are optional.

+ Click the "Submit Request” button at the bottom when you are

finished.

+ Your selected applications are: DPS

First Name

Middle Initial

Last Name

Name Suffix (Sr., Jr., lll)
Rank / Grade

Job / Position Title
Mailing Address (Line 1)
Mailing Address (Line 2)
City

State

Country

Zip / Postal Code
Commercial Phone

DSN Phone

FAX Number

DSN FAX

Email Address

Activity / Company / Organization

Company Division

Trading Partner Type

[ Submit Reguest ][ ResetForm ]

* T

[— Select State —

UNITED STATES

¥ % Ok % %

Ext: |

* T

~Please Select-

Ext: |
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10.
11.

12.

13.

Enter your information on the registration form making sure to complete all the
information marked with an asterisk (*) next to it. (Note: The email address you
provide on the registration form will be used to send you your ETA password. For
security reasons, an individual email address must be used.)

When all applicable fields are entered, click Submit Request.

Confirm your email address is correct by clicking OK on the pop-up window that is
displayed.

A page will be displayed with a Request ID in red letters. This Request ID will
become your ETA User ID upon approval. Make a note of the User ID that is listed
on the page. A confirmation message containing the information on this page will be
emailed to you.

Your request will be forwarded to the Surface Deployment and Distribution
Command (SDDC) Systems Response Center (SRC) for approval. You will receive
an email with your password once it has been approved.

If you have not received an email within one week approving your request to the application,
please contact the SDDC SRC at 1-800-331-7348, DSN 328-3230.

11.2 Instructions for users with an existing ETA account.

14.
15.

Go to the ETA Home Page (https://eta.sddc.army.mil).
Click on the Register for Additional Systems link at the top of the page. The
following screen will appear:

mg Electronic Transportation Acquisition

Forgot Password - Contact ETA - Help - Home

ETA Login

To log into ETA, you new have twoe options:

1. Use your user ID and password.
2. Use your digital certificate/smart card.

Note: In the future you will be reguired to have a digital certificate in erder to log into ETA or any ETA-protected system. We
are currently in a transition period in which you may use either methed. Click here to learn more abeut digital certificates.
Click here to register vour digital cedificate.

Option 1:
User ID

Password

l Submit ] [ Reset ]

Option 2 (Digital Certificate / Smart Card Users

Click here to log in with vour digital certificate

Military Surface Deployment and Distribution Command
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16. Enter your ETA User ID and Password. (Note: If you have forgotten your ETA
password, click on the Forgot Password link at the top of the page and follow the
on-screen instructions to obtain a new password.)

17. Click Submit. The Register for Additional ETA Systems page will be displayed.

18. Scroll down the page until Personal Property is displayed.

mz Electronic Transportation Acquisition

Register for Additional ETA Systems

Step1of2
Estimated time of completion: both steps together will take about five minutes.

y

Pleaze =elect one or more gystems below to regigter for by checking the square to the left of the =ystem name.
Select a role if there iz a lizt of roles for the sy=tem for which you are requesting access. A role determings the
applications within a system that you will be allowed to use. You may only choose one role per system.

Click an "Info" link in the right-mo=t column to cpen a pop-up window with a description of that gystem. There iz a
question mark icon next to systems that provide additional information. Click the question mark in arder to view this

information.

Click the "Generate Request Form” butten at the bottom when you've =elected all sy=tems, and rezpective roles,
for which you would like access.

Applications you are currently approved for: No Applications

Check System

O

O

20MSL

CWA

oPs

EWB

Personal Property

Description

2 Dimen=ional Military
Shipping Label

Central Web
Application

Defense Personal
Property System

Europe Workshop

Roles Info
—~Select2DMSL Role— Info
~Select CWA Role— # Info
~Select DPS Role-- v %?

—-Selert FWE Rola-- »
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19. Click on the box to the left of Defense Personal Property System (DPS).
Select the SDDC VPC role from the drop-down list on the right.

Defenze
DPS Efg;gg;' [—Select DPS Riole— v
System —Select DFS Role—
Transporation Service Provider (TSF)
Europe TSP Representative/Business PartnerfAgent
[Fl EVWE Warkshop hilitary Service Headguarters
Briefings Transportation Office
DOD Customer/Service Member
Interim S0DC Pacific/Europe
Customer
O IC35 Satisfaction
Survey
Other DoD{Government Agency

- -

20. Click Generate Request Form at the bottom of the page.

O SER Enterprise ~Select SER Role— + Info
Repository
[ Generate Request Form %_] [ Clear Selections ] [ ETA Home
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21. The Register for Additional ETA Systems Registration Form will appear.

%Electronic Transportation Acquisition

Register for Additional ETA Systems

Step 2 of 2

+ Please complete the following form.

o Fields marked with an asterisk (%) are REQUIRED elements. All
other fields are optional.

+ Click the "Submit Request" button at the bottom when you are
finished.

+ You are currently approved for: ATCMDWET
+ Your User ID: stok0049

First Name wr
Middle Initial
Last Name *

Name Suffix (Sr., Jr., lll)
Rank / Grade
Job / Position Title

Mailing Address (Line
1)

Mailing Address (Line
2)

City

State

— Select State — v

— Select Country — b

Country

Zip / Postal Code

* F E % %

Commercial Phone | Ext: |

DSN Phone | Ext: |

FAX Number |
DSN FAX |

Email Address

Activity / Company / *
Organization

Company Division

Trading Partner Type —Please Select— v

[ Submit Request l[ Feset Form ]
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22,

23.
24,

25.

26.

Enter your information on the registration form making sure to complete all the
information marked with an asterisk (*) next to it. (Note: The email address you
provide on the registration form will be used to send you your ETA password. For
security reasons, an individual email address must be used.)

Click Submit Request.

Confirm your email address is correct by clicking OK on the pop-up window that is
displayed.

A page will be displayed with a Request ID in red letters. This Request ID will
become your ETA User ID upon approval. Make a note of the User ID that is listed
on the page. A confirmation message containing the information on this page will be
emailed to you.

Your request will be forwarded to the SDDC Systems Response Center (SRC) for
approval. You will receive an email with your password once it has been approved.

If you have not received an email within one week approving your request to the application,
please contact the SDDC SRC at 1-800-331-7348, DSN 328-3230.

11.3 Digital Certificates

SDDC’s ETA system allows users to login using either a digital certificate or their existing
user ids and passwords. This allows our users, who already have or want to purchase digital
certificates, a chance to get accustomed to logging in using this new method of access.

The DoD will require that all users of DoD systems use digital certificates as a means of
access to those systems. The date to completely transition is currently on hold. When a
date has been finalized, DoD military, civilians, and authorized contractors will use their
Common Access Card (CAC) for ETA logins (please note, in order to use a CAC, you must
have a CAC reader connected to your computer). Commercial users (e.g., Transportation
Service Providers) will have to obtain a digital certificate from one of the External Certificate
Authority (ECA) vendors.

For more information about Digital Certificates and ETA, go to the ETA Home Page
(https://eta.sddc.army.mil/) and click “Learn more about digital certificates and ETA”.
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