New DP3 Help Desk Website Process June 2010

The Surface Deployment and Distribution Command (SDDC) provides help desk support to a
number of DOD transportation programs. One of the systems included in this support is the
Defense Personal Property (DP3); to reach the DP3 help desk dial 800-462-2176, then select
option 5. Support also includes a website (www.sddc-srchelpme.com) that enables every DP3
user to access a list of Frequently Asked Question

Another feature of the SRC website is that it enables every DP3 user to create a service request
that is automatically routed to an SDDC SRC customer service representative. Each DP3 user
can also check the status of any existing service request (SR), open or closed. For an open SR,
the user can insert additional information and/or add a file that contains snap-shots or other
relevant files. However in order to create a new SR or update an SR, each DP3 user must
register for a user id and password to access this very user-friendly application. The following
paragraphs and screenshots provide instructions how to complete the registration process. This
registration process is neither associated with nor linked to the SDDC ETA program.

1. The SDDC SRC Self Service is accessed through https://www.SDDC-SRCHelpme.com.
2. Click on New user-Register Here link on the left side of the website (Figure 1).
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Figure 1: SDDC SRC Self Service Home Page


http://www.sddc-srchelpme.com/�

Note: A user id and password is not required to search the FAQs.

Notes for completing the SRC Self-Service Web site registration form:

A - Fields marked with red asterisks are mandatory fields and must be completed before
submitting the form.

B - Password should meet following requirements: be at least 14 characters in length and have
not been used in the last 12 months. The password cannot contain a username and should
contain at least two each of three of the following character groups - upper case, lower case,
number and special characters. You can choose to enter your ETA password for this access as
long as that password has at least 14 characters. However, please understand that this website
is not linked to ETA. When you obtain a new ETA password, your Self-Service password is not
automatically updated. You must manually change your Self Service password to match your
new ETA password if you desire to continue to use the one password. Please review the Change
Password process on page 29 of this guide.

3. Enter the registration information in the appropriate fields.

Next and Cancel buttons are located at the bottom of the form. Click the Next button to continue
processing the registration. Click Cancel will cancel your request and return you to the original
home page.

4. After all required fields have been completed, click on the Next button.
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Self Service Registration Form
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*User ID:
*password: See password policy detailed at the top
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The Self Service Registration Form (Figure 2).



DoD Terms of License Agreement displays (Figure 3).

1. Inorder to proceed to the Home Page you must click on | Agree.

SDDC Systems Response Center Self Service Help Logout

Home

2.3 Communications using, or data stored on, this information system are not private, are subject to routine monitoring, interception, and search, and may be disclosed or uzed for any U.S. Government-
authaorized purpose.

2.4 Thig information system includes security measures (e.q., authentication and access controls) to protect U.S. Government interests--naot for your personal benefit or privacy .

2.5 Motwithstanding the abowve | using an information system does not constitute consent to personnel misconduct, law enforcement, or counterinteligence investigative searching or monitoring of the
content of privileged communications or data (including work product) that are related to personal representation or services by attorneys, psychotherapists, or clergy, and their assistants. Under these
circumstances, such communications and work product are private and confidential, as further explained below.:

- Mothing in this User Agreement shall be interpreted to limit the user's consent to, or in any other wway restrict or affect, any U.S. Government actions for purposes of netvwark administration, operation,
pratection, or defense, or for communications security. Thiz includes all comimunications and data on an information 2ystem, regardless of any applicable privilege or confidentiality.

- The user consents to interceptionicapture and seizure of ALL communications and data for any authorized purpose (including personnel misconduct, lawe enforcement, or courterinteligence
investigation). However, congent to interception/capture or seizure of communications and data iz not conzent to the uze of privileged communications or data for personnel mizconduct, lavw enforcement,
ot courterinteligence investigation against any party and does not negate any applicable privilege or confidentiality that otherwise applies.

-Whether any particular communication or data qualifies for the protection of privilege, or is covered by a duty of confidentiality, is determined in accordance with establizhed legal standards and Dol
policy. Users are strongly encouraged to seek personal legal counsel on such matters priot to using an information sy stem if the uzer intends to rely on the protections of & privilege or confidentiality .

- Users should take reasonable steps to identify such communications or data that the user as=serts are protected by any such privilege or confidentiality. Howewver, the uset's identification or as=ertion of
a privilege or confidentiality iz not sufficient to creste such protection where none exists under establizhed legal standards and DoD policy.

- & uszer's failure to take reasonshle steps to idertify such communications or data as privileged or confidential does not waive the privilege or confidertiality if such protections otherwise exist under
estahlished legal standards and Dol policy . Howewver, in such cases the U.S Government is authorized to take reasonahle actions to identify such communication or data as being subject to a privilege or
confidentialty, and such actions do not negate any applicable privilege or confidentiality .

- These conditions preserve the confidertiality of the communication or data, and the legal protections regarding the use and disclosure of privileged information, and thus such comimunications and data
are private and confidential. Further, the LS. Government shall take all reazonable measures to protect the content of capturedizeized privileged communications and data to ensure they are appropriately
protected.

26 In cases when the user has consented to content searching or monitaring of communications or data for personnel misconduct, law enforcement, or counterinteligence investigative searching, (Le.,
for all communications and data other than privileged communications or data that are related to personal representstion or services by attorneys, psychotherapists, or clergy, and their assistants), the
.S, Government may, solely at itz discretion and in accordance with Dol policy, elect to apply a privilege or other restriction on the U.S. Government's atherwize-authorized wse or disclosure of such
infarmation.

2.7 Al of the above conditions apply regardless of whether the access or use of an information system includes the display of a Motice and Conzent Banner ("hanner"). When a banner is used, the
banner functions to remind the user of the conditions that are et forth in this User Agreement, regardless of whether the banner describes these conditions in full detail or provides a summary of such
condtionsz, and regardless of whether the banner expressly references this User Agreement.

Do you agree with the terms of this license agreement?

| Agree | Do Mot Agree

Figure 3: DOD Terms of License Agreement



2.

Home

Self Service Registration Confirmation displays (Figure 4)

Click the Finish button.
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Figure 4: Self Service Registration Confirmation.




Registration successful, Home Page displays with personalized welcome message. (Figure 5).
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Figure 5: SDDC SRC Self Service Website

Note: You will receive an error (see Figure 6) if your registration did not meet the password
criteria. Please reinitiate the registration process and follow the criteria to set up your password

by clicking OK.



Registration Issue (Figure 6).
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“our registration did not go through s= your password did not meet our password policies Plesse start over again and make sure you meet our password policies.

If you are =till having issues with registering please contact us through the Contact us Link on the Home Page

Figure 6: Registration Issue

A useful tool is the Self Service User Guide, which can be accessed by clicking on the word
Help in the upper right corner of the screen. This user guide can also be downloaded and/or
printed for use as a desk-top guide.

Obtaining a user id and password to the SDDC SRC Self Service home page can provide any
DP3 user the ability to check the status of an SR or to create an SR when it is difficult to make
phone contact with an SRC DP3 customer service representative. Every DP3 user can access the
DP3 SRC in three different mediums:

Phone - 800-462-2176, select option 5
Email - sddc.safb.dpshd@us.army.mil
Web - www.sddc-srchelpme.com

With these options you should always be able to contact the DP3 SRC. If you are extremely busy
and don’t want to call, send an email or create the SR yourself.
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