DEFENSE LOGISTICS AGENCY

ENERGY
8725 JOHN J. KINGMAN ROAD
FORT BELVOIR, VIRGINIA 22060-6222

Dear DLA Energy Customer:

This communication is part of a series from the Defense Logistics Agency (DLA) Energy to provide you
information and updates concerning the DLA Enterprise External Business Portal (EEBP).

The EEBP provides Business Partners at the Defense Fuel Support Points (DFSPs), Customers, Service
Control Point Personnel, and Demand Collaborators with a single point of access to DLA applications.

DLA Enterprise External Business Portal: Line of Accounting (LOA)
Functionality is Going Live - Attend Facilitated Job Aid Walk-Through

Line of Accounting (LOA) users that will begin using EEBP on November 21, 2012 are encouraged to attend
Job Aid Walk-Throughs via Defense Connect Online (DCO) that will provide instructions on how to use the
LOA application. DCO is a web-conferencing tool that will allow you to view the presentation live on your
computer via internet connection.

Job Aids that will be reviewed in the Walk-Through include:
1. The EEBP Login Job Aid provides instructions and screenshots on how to login and access DLA Energy
applications through the EEBP.
2. The LOA Navigation Job Aid, embedded below, provides instructions and screenshots on how to use the
LOA application in EEBP.

EEBP Line of Accounting Job Aid

Steps to Access DCO:
1. Click the link provided below at the scheduled time
2. Log in as a guest
3. lIdentify your first and last name when prompted
4. Make sure your computer speakers are turned on so that you can hear the presentation

LOA Job Aid Walk-Through Schedule:
Four sessions are scheduled for Tuesday, November 27, 2012 and Thursday, November 29, 2012. Users
may dial-in using a touch phone using the numbers provided:

Session 1: November 27, 2012

Dial-in Number: (703) 767 - 8537

Time: 0800-1000 EST

The DCO Session can be accessed at: https://connect.dco.dod.mil/loal010am

Session 2: November 27, 2012

Dial-in Number: (703) 767 - 8537

Time: 1500-1700 EST

The DCO Session can be accessed at: https://connect.dco.dod.mil/loa1010pm

Session 3: November 29, 2012
Dial-in Number: (703) 767 - 8557
Time: 0800-1000 EST


http://www.energy.dla.mil/bus_process_supp/Documents/EEBP%20Documents/Enterprisie%20External%20Business%20Portal%20Log%20In%20Job%20Aid.pdf
https://connect.dco.dod.mil/loa1010am
https://connect.dco.dod.mil/loa1010pm

The DCO Session can be accessed at: https://connect.dco.dod.mil/loal01lam

Session 4: November 29, 2012

Dial-in Number: (703) 767 - 0678

Time: 1500-1700 EST

The DCO Session can be accessed at: https://connect.dco.dod.mil/loal011pm

NOTE: All LOA users should have already applied for their appropriate roles via AMPS at this time. If you
have not applied for your LOA role in AMPS, please do so as soon as possible by following the instructions
outlined in the September 10, 2012 communication and/ or attending a Walk-Through session for submitting
a role request in AMPS. Users who are approved for LOA functionality will have the ability to maintain
and/or view Line(s) of Accounting for their authorized Aerospace and Petroleum billing DoDAAC(S).

Additional AMPS Walk-Through: Line of Accounting (LOA) users that will begin using EEBP on
November 21, 2012 are encouraged to attend the following AMPS Walk-Through which will be
accessed via Defense Connect Online (DCO).

1. LOA Users: Submitting a role request in AMPS
* One session is scheduled for Wednesday, November 14, 2012
* Users may dial-in using a touch phone at: (703) 767 - 8557

Time: 1500-1630 EST
The DCO Session can be accessed at: https://connect.dco.dod.mil/loasession

Remember: Maintaining and/or Viewing LOA in EEBP begins on November 21, 2012.
As of November 21, LOA must continue to be maintained in both EEBP and FES until
further notice.

If you encounter technical difficulties or require assistance, please call the DLA Energy Help Desk (formerly
BSM-E and ECCC) at 800-446-4950, DSN: 697-6733/34/35/36/37/38, or Fax: 770-582-1463. You may also
contact the DLA Energy Help Desk at any time by sending an e-mail message to Energy.HelpDesk@dla.mil.

All information regarding EEBP and AMPS will be posted to the DLA Energy’s External Website for EEBP.

For additional questions or if this communication has been received in error, please contact
DLAEnergyConvergence@dla.mil.

Sincerely,

DLA Energy


https://connect.dco.dod.mil/loa1011am
https://connect.dco.dod.mil/loa1011pm
http://www.energy.dla.mil/bus_process_supp/Documents/EEBP%20Documents/EC%20EEBP%20Customer%20Awareness%20Communication%203.pdf
https://connect.dco.dod.mil/loasession
http://www.energy.dla.mil/bus_process_supp/Pages/default.aspx
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EEBP — Line of Accounting Updates (LOA)

Order Fulfillment Job Aid

EEBP — Line of Accounting Updates (LOA)

Activity Overview

Purpose:

e The purpose is to allow a Customers to update Line of Accounting (LOA) information

into EBS through the EEBP to ensure proper billing.

< | Business Scenario

Business Scenario:

e Military Customers may be required to update their respective LOA in EBS through the

EEBP.

Audience:
e DLA Customers
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EEBP — Line of Accounting Updates (LOA) Order Fulfillment Job Aid

Steps - Update a Line of Accounting (LOA)

I. Log into EEBP Portal https://business.dla.mil/landing/index.jsp

a. Click onthe DLA Enterprise External Business Portal link

b. Typein Username and Password
c. Click the Logon button

Note: For non-CAC users, the user name and password is same as AMPS login
credentials. For CAC USERS ONLY: The user is prompted to select certificate. Either
certificate can be selected.
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EEBP — Line of Accounting Updates (LOA) Order Fulfillment Job Aid

d. Click on the appropriate Certificate for CAC Enabled Users
e. Click the Ok button

Note: For CAC USERS ONLY: The user is prompted to select certificate.
Either certificate can be selected.

f. Click the | Accept button on the Log-In Consent Page

U. S. Government (USG) Information System (IS) - Use and Consent
You are accessing a U.S. Government (USG) Information System (I1S) that is provided for USG-authorized use only.
By using this IS (which includes any device attached to this IS), you consent to the following conditions:

& USG routinely intercepts and monitors communications on this 1S for purposes including, but not limited to,
penetration testing, COMSEC monitoring, network operations and defense, personnel misconduct (PM), law
enforcement (LE), and counterintelligence (CI) investigations.

e At any time, the USG may inspect and seize data stored on this IS.

& Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception,
and search, and may be disclosed or used for any USG-authorized purpose.

e This IS includes security measures (e.g., authentication and access controls) to protect USG interests--not for
your personal benefit or privacy.

& Notwithstanding the above, using this IS does not constitute consent to PM, LE, or CI investigative searching or
monitoring of the content of privileged communications, or work product, related to personal representation or
services by attorneys, psychotherapists, or clergy, and their assistants. Such communication and work product are
private and confidential. See User Agreement for details.

1 Accept
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EEBP — Line of Accounting Updates (LOA)

Order Fulfillment Job Aid

Il. Update Line of Accounting

a. Click the Energy Tab

1

b. Click Line of Accounting (LOA)

y
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EEBP — Line of Accounting Updates (LOA) Order Fulfillment Job Aid

c. Select the appropriate Service from the drop down menu (if necessary)
d. Select line item to be changed
e. Click button

Yy

—> 0O

Note: This example shows how to change the End Date. However, you have the option to
change any of the white fields. Your specific functionality is determined by your service.

f. Click in the End Date field and make your changes
g. Click on the [Submtchanges || hytton to view LOA with new date

1

Note: Upon completion, the system will post a message stating that the modification was
successfully updated

Update Line of Accounting Information
[aBranches [~

& FP8501 171 Aircraft Type not in Vehicle Ownership Table
Update Successful

Air Force Line of Aomuntilg

&y Display Make Ch Add a New Row i Delete a Row
DoDAAC  Sub-Accou ffective Date  End Date Branch of Service Disbursing Station Resource Ctr/Cost Ct Operating Agency Cod ESP CODE  Major Force Program Fund Code  Signal Code  Supp DoD#
FPE501 171 1.10.2007 05.03.2012 | AR 503000 300000 AS 01 58 A
FPG201 176 1.05.2008 31128888 AR 503000 300000 o1 99 A
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