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1 Introduction and Background

This document provides guidance and instructions for Customer use of the TASC Visual
Information Web Site.

The Training and Audiovisual Support Center (TASC); is a division of the Directorate of
Information Management DOIM that provides centralized management of Visual Information (VI)
activities and functions. It provides regional VI training aids, exhibits and support for the Training
and Doctrine Command.

The Visual Information Ordering System (VIOS) is a method of providing quick access to
authorized Visual Information via the internet. TASC Web Site support is available to all
Department of the Army activities, and other DOD agencies within the geographic area.

TASC support functions include: consultation and production of electronic multimedia items,
graphic arts production, photographic services, camera-ready-copy (CRC), design and production
of training devices, aides, displays and exhibits, publication, documentation, and reproduction
support, television production, audiovisual (AV) library, media and equipment loan and support
services.

The new Web Site integrates existing and new VI services using available web technologies. The
Web Site allows VI Customers access to their local VI Activity services via the Word Wide Web in
either a field environment or a garrison environment. It affords many product and service
improvements to the Visual Information Training Center operations, such as: Digital Asset
Management including components for Live Video Services and On Demand components for
Video, Training, Graphic Production and Photography, as well as Work Request Management,
and the generation of Requirement Reports. Email notification is used extensively to keep the
customer abreast of the status of their work requests.

The DA 3903 Work Request component (submitted by hand in the past) will be prepared
electronically via the Intranet or Internet providing more accurate scheduling of labor hours and
material. The electronic Work Request is the premier method of submitting requests for products
and services to the VI activity. Customers are continually kept advised of the status of there work
requests via email notification.

Customers may request cost estimates before deciding whether or not to place a work request or
continue with a work request that has already been entered. Alternatively, the work order
manager may forward a cost estimate to the customer if the work is reimbursable and the
estimate exceeds the customer’s available balance. If customer funding is required, the work
order may be placed in a pending state while the appropriate funding is secured. The customer
may cancel a work request before it has started the production cycle. However, if cancellation is
needed once the Work Request is in production the customer must contact the Installation
Manager.

Products ordered through the Work Request system go through stringent quality control
procedures. The system provides a mechanism for the customer to provide quantifiable feedback
relevant to their specific work request.

The Digital Asset Management component, if available, will electronically manage photos,
images, audio and visual clips, and other artwork for use in multimedia projects.

The Video On Demand component of the Information Web Site, if available, will provide users
with an easy to use, extremely convenient way to access stored media content and live streaming
video. Some of the types of Video content that will be accessible are the commander’s channel,
Pentagon channel, weather alerts, MWR events, training sessions, and seminars via tape or live
video/audio feeds.

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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2 Login

There are two ways a user can login to the VIOS web site. One is using AKO authenticated login
and other is using CAC (Common Access Card) authenticated login. Based on the login access
provided by VIOS, the user can either use AKO login or use CAC card to login to VIOS.

2.1 AKO Authenticated Login

Using a standard IE web browser, enter the VIOS Web Site URL. The main Log In field will open
on the screen. Refer figure 2.1.

ik = ¥.1.0.8.

VisuAL INFORMATION ORDERING SITE

AKO LnginI
Password I

Log In |

Privacy snd Security | Freguently Asked Questiors

Figure 2.1

At the initial log in screen enter an AKO authorized user name in the AKO login box and
password in the password box. Click the Log In button or press the Enter key.

The Visual Information Ordering System (VIOS) will open. An example is shown below in Figure
2.2

Sities Relaied Linke [Fort Eostie - Logijet customer |Home | My Profile |Logout] & »
Sesg=ion Times out m 18 Min I .a-!ﬂ L7

Welcome To Fort Eustia TASC & Enterprise Multimedia Cemer Visual Information Website

York Request Live Evems

3903

Biivacy and Secwity |  Frisquently Asies Ouestions

Figure 2.2

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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On the far right, just under the graphic image is the information corner. This area displays the
user name of the customer who is currently logged in. There are also links to the Home page, My
Profile (user), Logout and a Help button. To access the online training and operations manual
click the help button. Refer figure 2.2.

There will also be a drop down list which may be used to access other related links. There will be
several sections available in the main area of the screen depending on the privileges that have
been granted to the users. By default every customer gets the 3903 Work Request Form. Other
possible VI Activities if available are: Live Events, Video on Demand and Asset Management.
Each area deals with different types of Visual Information actions and items. To receive additional
VI access, contact your supervisor.

2.1.1 First Time Customers

When a customer is using the VI Web Site system for the first time, a red warning
notification will appear. See Figure 2.3.

Customers using the VI Web Site for the first time are

required to select the installation to which they belong. “
Use the dropdown list provided to select an installation.
Reenter the password and click the Log In button. C\

The Visual Information Web Site Welcome Screen will
open. See the example shown in Figure 2.2. Note Figure
2.2 is an example; the exact contents of the welcome AKO Login
screen are dependent upon the authorizations the user
has been granted.

t‘illan

Passwmdl

First time Customers are required to enter all Customer

Contact Information. After the first entry the customer w
contact information screen will open with data already

populated. The information may be edited at any time
from the users “My Profile screen” to be discussed later in

youare not regisered with Vi
Web Poital then please select an

this publication. installation name. provide AKO
password and click Log In,
Figure 2.3

2.2 CAC Authenticated Login

Using a standard IE web browser, enter the VIOS Web Site URL. Put the CAC Card in the slot
provided on the key board. The Log In fields will open on the screen. Refer figure 2.4.

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Common Access Card [CAC] Authentication

Mew User

Uszers that have never been registered with VIOS befare. Such users should
select "z new YIOS user?™ option on the right.

Existing VIOS User WITH AKQ

Uzers that have heen registered with YI0S using ther AHO login § pazsword
but mever logged inta YIOS using their CAC card. Such users should seiect "an
existing YIOE user With AKC?" option on the right and enter A0
LoginPassyward,

Existing VIOS User WITHOUT AKG

Uzers that have been registerad with Y103 by the installation Sdministrator and
have been provided a login password and never logged into VIDS using their
CAC card, Such uzers should select “an existing VIOS user Withaut Ak
option an the pight and erter LoginPessward provided by the Installstion
Administrator.

NOTE:
Thils is d onetine process foi those useisthat liave
never bean logyed inte VIOS using CAL Canl,

E I ¥.2.0,3,

VIsUAL INFORMATION ORDERING SITE

CUSTOMER
Training and Operations Manual

e you

& new YIOS user?

T an existing VIOS user With AKKO?

™ ar existing VIOS user Without AK0?

Ervaoy ano S=cunty | | Freauenty Asbeo Duestions

2.2.1 New VIOS User

Figure 2.4

Users who have never registered with VIOS should select ‘a new VIOS user’
option on the login screen. Refer figure 2.4.

When the option is selected, then ‘Select your installation and click continue’ drop
down box appears stating the user to select their Installation they want to register.

Refer figure 2.5.

Figure 2.5

When the appropriate installation is selected from the drop down box and click the continue
button, the user is authenticated and logged into the VIOS Web Site. Refer figure 2.6

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Sezsion Times sul in 23 Min Oifier Bslaied Link= [Forf Eushe B[] e

Welcome To Fort Eustis TASC Enterprise Multimedia Center Visual Infformation Website

Wotk Retquest Live Events

3903

Ty ik Regussts: Live Evergs

Back to Login Page

Figure 2.6

2.2.2 Existing VIOS User WITH AKO

Users who have been registered with VIOS using their AKO login / password but
never logged into VIOS using their CAC card should select "an existing VIOS user
With AKO” option on the login screen. Refer figure 2.4.

When the option is selected, then AKO login screen appears. User has to enter
their AKO Login /Password to login to the VIOS web site. Refer figure 2.7.

Common Access Card [CAC] Authentication Are you
 anewVIOS user?

% an existing Y105 user With AKO?
™ an existing VIOS user Without AKOT

MNew User

Uzers that have never been regiztered with YI0S before. Such users should
select "a neve VIO usett" option on the right .

Existing VIOS User WITH AKO
Esers that have been registered with VIOS using theit 2K0 login / password

ut never logged into YIOE using their CAC card, Such uzers zhould =elect “an
wisting WIES user WItH SKOT aption on the Fight and enter AHO
oginiPasaword.

Existing VIOS User WITHOUT AKO

Users that have been registered with WIOS by the Installstion .-'i_xdmin'isrtrator and

have been pravided & login # password and never logged inta YOS using their Login |vi|:tor

CAC card. Such users should select "an exizting VIOS user Without AR

aption an the right and enter LoginFassword prnicded hry the Installation

Briministrator, Password I""""'

NOTE:
This s a onetinie process for those nsers that have
nevar heen logaged into VOS5 using CAC Cand.

Lagin |

Figure 2.7

When the correct AKO login and password is entered and clicked login button the system
validates the login information and authorize the user to VIOS web site. Refer figure 2.8.

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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g

Beszhan Times out i 23 Min Dihvar Ralates Links ngrtEu_gtyS ﬂ Logned wietor|Home | Wy Profile |Logout| @ »

Welcome To Fort Eustis TASC Enterprise Multimedia Center Visual Information Welisite

Instaltation Admin Manager Work Request Live Events

3903

by Wi PRenjisists

IFrstalisticn Ldnimy

von Asset Management

“Motion

gD e

Bzl Mersgement

Figure 2.8

2.2.3  Existing VIOS User WITHOUT AKO

Users who have been registered with VIOS by the Installation Administrator or
Global / Super Admin and have been provided with login / password and never
logged into VIOS using their CAC card should select “an existing VIOS user
without AKO” option on the login screen. Refer figure 2.4.

When the option is selected, then login screen appears. User has to enter the
Login /Password provided by the Installation Administrator or Global/Super
administrator to login to the VIOS web site. Refer figure 2.9.

Common Access Card [CAC] Authentication Are you
 anew VIS uger?

™ an existing VIOS user With AkO?
* an existing VDS user Without AKO?

New User

Uzers that have never been registered with WI0S before. Such users should
zelect a new VIOS user option on the right.

Existing VIOS User WITH AKD

Uzers that hawve heen registered with VIO using their A0 login § passward
but never logged into WIOS using their CAC card. Such users should zelect Yan
existing Y105 user With AKOT aption on the right and-enter AKO
LoginiPassward.

Existing VIOS User WITHOUT AKO
Users that have been registered with YI0S by the Installation Sdministrator and

ave'been'prm{ided & login § pazsword anl;i_'ne'ver logged into WIOS using their Login Ishan
A card, Such users should select "an existing VIOS user Without AKOT
ption on the right and erter LoginPassword provided by the Installation
Wlmiriistrator. Password [*** """

HOTE:
Thisis a onetime process for those users thot have
never heen logged into VIOS using CAC Cand:

Login I

Figure 2.9

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.

Innovative Technologies Inc. Page 6



TASC Web Site Project CUSTOMER
Training and Operations Manual

When the correct login and password is entered and clicked login button the system validates the
login information and authorize the user to VIOS web site. Refer figure 2.10.

Enterpri
b Multimed
iy Center

Sescion Times dut im 23 A Tthar Seiatad

‘Welcome To Fort Fustis TASC Enterprise Multimedia Center Visual Information Website

Wrstallition Admin Manager Waork Request Live Everts

3903

(UELETET My Wik Regleste

oo Assel Management

‘Motion

ik Dt e

ein At Mansgement

Figure 2.10

NOTE: This is a one time process for those users that have never been logged into VIOS using
CAC card. Once they logged into VIOS using CAC card, from next time onwards, when the CAC
card is used, the system will automatically let the user to the VIOS home page. (No login
required).

There are users who have more privilege than other VIOS users. For example, a VIOS user can
be a Global Admin, CIO and VIOS user. In that scenario, that user is given with three login option.
The user can choose from the option to login as Global Admin or CIO or VIOS user. Refer figure
2.11.

v.1.0.8,

VIsSUAL INFORMATION ORDERING SITE

Welcome: MICHAEL MAXEY 2
Please select one of the options-below and click Proceed.
Login As:
© tlabhal Admin
CCH

€ V105 Registered User at Fort Eustis TASU Enteiprise Multimedia Center

F‘ rooeed LWDU!

MOTE: You can slvesys 1ag Back in with different optron by logging off and sslscting a
ififferent option on next login

Figure 2.11

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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3 Work Request

Begin entering a DA 3903 Work Request by clicking the Work Request button seen in Figure
3.1. A new Customer Contact Information screen opens. See Figure 3.2.

Welcome To Fort Eustis Regional V1 Activity Center Visual Information Web Site

Work Request

3903

wNork ReciLiest

Back to Loain Page

Erivaoy end Semrity | Freouently Ssked Qusstions

Figure 3.1

3.1 Customer Contact Information Screen

The customer’s personal contact information is entered in this screen. Refer to Figure 3.2.
Required fields are indicated in pink.

Figure 3.2

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Name: Enter First Name, Middle Initial and Last Name.

Organization Level:

Select Organization

from drop down lists.

Each time an

organization level is

selected the

opportunity for

entering additional

lower level Figure 3.3
organizations will

appear. Finally select

the organization to

which you belong. Note: depending on the organization the customer belongs to, it may
not be necessary to select all levels. See the example in Figure 3.3.

Grade: Enter Grade level into text field. Example: GS10.
Enter 10 digit phone number and optional DSN.

Email address: This is the address to which information regarding this Work Request will
be sent.

Enter physical address, city, state and zip code. (The address fields may be pre-populated
when the organization is selected.)

Enter optional alternate Point of Contact (POC) information.
Choose delivery method, pick up or ship, using the radio buttons.
Enter Shipping Address or check box if same as address above.

Click the Next button to continue entering a DA 3903 Work Request. A new screen will
open for the next step.

Type of Product and Service
Use this screen to select the type of Product or Service requested. Refer to Figure 3.4.

Select Unclassified or Classified using the radio buttons. (Note: For security reasons
classified requests cannot be entered online. Please bring the request to the Installation in
person.)

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Type of Product & Service

@ Unclassified Classified

Justification |
Photography
Prints, Photos, Signs and Charts
Design/Graphic Senices
Video / Audio
Audiovisual Events (Presentation Support)
" Fabrication

Training, Audiovisual Equipment & Support
“lJump to Comments

Previous Mest Cancel |

Figure 3.4

Enter a Justification in the text box. Justification is a required field.

Select the service or product type using the radio buttons. The description of the service or
product will be displayed on the left side of the screen. Refer figure 3.4(a)

Note: Each Installation admin have to add the service description for their installation.
Then users can see the description for the selected services.

Type of Product & Service

@ Unclassified ' Classified

Justification ]test

2 Photography

The ORIGINAL desian, creation and Prints, Photos, Signs and Charts
preparation of photography products
such as: - photo digital imaging files -
photographic prints - still photo Viden / Audio
transparencies - miscellaneous imaging
products for brochures, covers, motion

imagery, publications Fabrication

Design/Graphic Senvices

Audiovisual Events (Presentation Support)

Training, Audiovisual Equipment & Support
[[1Jump to Comments

Frevious Mext Cancel

Figure 3.4(a) B

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Note: Fabrication, Training Support, Audiovisual Equipment Support and Loans will only
be available to installations, which support these functions. They are shown here only as
an example of the possible service choices.

Click the Next button (refer to the bottom of Figure 3.4) to continue entering a DA 3903
Work Request. A new screen will open. What is seen next depends on which service or
product type was selected.

3.2.1 Photography

Select Photography using the radio button on the Type of Product and Service
screen.

Figure 3.5

Select the type of photography from the drop down list. The types of photography
listed are dependant upon the privileges the user is allowed. See the example in
Figure 3.5. Different screens will automatically open for each selection.

3.2.1.1 DA Photo

When DA Photo is selected the screen seen in Figure 3.6 opens.

Photography

File containing Sensitive Information SHOULD NOT be attached.

Type of Photography: l 04 Photo :i

I~ Promotion Beard [ School Requirements [~ Special Requirements [ VWarrant Officer Package
Last Name:ll,',rhrtnew,-

First HEI‘IEZ!AEW“

Middle: Inita.l:IJ
" Enlisted © Officers
Studiof  select. .. =

Appointment Dﬂt&.l‘— )'{ |
Cluantity:h

Frevious Mt Cancsl

Figure 3.6

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Select a package using the check boxes.
Verify first and last name appear correctly in the pre-populated fields.
Select Enlisted or Officers using radio buttons.

Enlisted — if this button is selected a new text entry field opens
requesting MOS. See Figure 3.6a.

Figure 3.6a

Officers — if this button is selected two drop down list fields open
requesting the officers Rank and Branch. See Figure 3.6b

Figure 3.6b

Select a studio from
the drop down box provided.

Figure 3.6¢

Select an appointment date and time that belong to that particular studio
selected (refer figure 3.6c). Click the icon to open the calendar
feature. More detailed information on making appointments can be
found in Section 3.2.1.1.1 of this document.

Studio} 0 Photo Studio =l

m |

Anpointment Date:i— i
g

Enter quantity requested.

Click the Next button to continue. See
Figure 3.7.

Figure 3.7

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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A new screen will open. What is seen depends on which service or
product type was selected.

3.2.1.1.1 Making Appointments

To make an appointment for any VI activity, follow the procedure below.
All appointment scheduling within the VI Web Site uses the same
procedure.

An Installation can have more than one photo studio. If there are more
than one photo studio available then, customer can choose which photo
studio they want to make an appointment.

First, customer has to choose a studio and based on the chosen studio,
the appointment calendar will be displayed.

Studil:lil  Balert :J

el
Appomiment Eate.I—-—-— }{_

Select a studio from the drop down box provided. Once Studio is
selected, the ‘Appointment Date’ calendar is available to select an
appointment date.

Studio} DA Photo Studio =l

Appointment D ate:i—‘ It

Open the calendar feature by clicking on the calendar icon, Seen in
Figure 3.8.

Appointment DatEr'I_

Figure 3.8

A new Calendar screen will open showing the current month and year
along with the available time slots for each day. See Figure 3.9.

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Figure 3.9

View future months on the calendar by using the name of the month
located in the upper corners of the screen to move forward or
backward.

To select a day and time slot click the “available” button associated with
the time slot on the day requested. See Figure 3.9a.

Figure 3.9a

Note: Days with no time slots showing are not available for selection.
Time slots marked as ‘Reserved’ are also not available. Only the time
slots shown as ‘Available’ may be booked. Other times are either not
available or taken by other customers.

Walk In: Customer is allowed to make an appointment for walk in. As
shown in figure 3.9a, date 25 is marked as ‘Walk In’. When customer
selects the date with ‘walk in’, then they can walk in the photo studio any
time on that particular day. (Hours of operation may differ).

The selected date and time appear in the appointment date entry field.
See Figure 3.10a.

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Studie] pA Phota Studio i |

Appointment Date: 0972372000 0800 |

Figure 3.10a

If customer selected Walk In, then the appointment date will be appear

as seen in figure
3.10b
Studio| b4 Photo Studio Ed
Appainiment Date oo e 008 Waik |
Figure 3.10b

Proceed with filling out the rest of the Work request form. Enter Quantity
required. Click the next button.

3.2.1.2 Head and Shoulder Portrait

When Head and Shoulder Portrait is selected the screen seen in
Figure 3.11 opens. All fields designated in pink require information to

be entered.
Photography
File containing Sensitive Information SHOULD HOT be attached.
Type of Photography: |Head & Shoulders Porirait -]
Type of Portra 'rt'l el _TJ
Partrait Size | ... Select... =]
Studio ... Selecl.... -]
Appointment ‘DatE:I I}_{M:
Quantlty:l’l
Figure 3.11

Select Type of Portrait from drop down list. See Figure 3.11a.

Figure 3.11a
Select Portrait Size from drop down list. See Figure 3.11b.

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Figure 3.11b

Select a studio from the drop down box provided.

Figure 3.11c

Select an appointment date and time that belong to that particular studio
selected (refer figure 3.11c). Click the icon to open the calendar
feature. More detailed information on making appointments can be
found in Section 3.2.1.1.1 of this document.

Studio:| Head & Shoulder Studio -

[rpme e
Appointment Date:l

Enter quantity requested.

Click the Next button to continue. See
Figure 3.11c. Figure 3.11c

A new screen will open. What is seen depends on what was selected.

3.2.1.3 Photography of Special Event

When Photography
File c ing Sensitive information SHOULD NOT be attached.

Photography Hle containing Sensi nformation attache
Of SpeCIal Type of Photography: | photography of Special Event ;j

EVent IS Name of Event| ...Selkect.... |

selected the Location .. selct ... -]

screen seen Estimated Aﬂenuance:!—

in Figure Start Date i

3.12 opens. Start Time [ 0000 -]

All text fields T

require End Time:IDUEID =

information fedia - Quanity

to be ol

0 Print I~

entered. File ™

Send File via Email T~

Figure 3.12
Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Enter Name of Event using drop down list. See Figure 3.12a.

Figure 3.12a

Enter Location
using drop down list. See Figure 3.12b.

Figure 3.12b

Enter Estimated Attendance using text box. Refer to Figure 3.12.

Select Start Date -Click the icon to open the calendar feature. Refer to
Figure 3.12. Click the date on the calendar and it will be entered into
the form.

Select Start Time using the drop down list. Refer to Figure 3.12.

Select End Date -Click the icon to open the calendar feature. Refer to
Figure 3.12. Click the date on the calendar and it will be entered into
the form.

Select End Time using the drop down list. Refer to Figure 3.12.

Select Media and Quantity using check boxes and text fields. Refer to

Figure 3.12.

Click the Next button to continue See Figure 3.12c. A new screen will
open. What is seen depends on what
was selected. Figure 3.12¢

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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3.2.1.4 Scanning

When Scanning is selected the screen seen in Figure 3.13 opens.

Select original size Photagraphy
from drop down File containing Sensitive Information SHOULD NOT be attached.
list. See Figure
3.13 SeleCt Type of Photography: |Sc&nning ;l
Output, Print or Original Size . Select... =]

File, using radio
buttons. Refer to Lo
Figure 3.13a.  Print © File
Required Datedp4r23/2009 o
Fioure 3.13
Figure 3.13a

Select Required Date -Click the icon to open the calendar feature. Refer to Figure
3.13. Click the date on the calendar and it will be entered into the form.

Click the Next button to continue. A Special Figure 3.13b
instructions screen will open. See Figure
3.13.1.

Figure 3.13.1

Add any special requests or comments here. Answer the “Would you like a
guotation?” question using the Yes or No radio buttons.

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Click the Next button to continue. A Summary screen will open, See Figure

teiE8

anessvei11d [ ipy-Foet Eustis
DSN:82e0110 tata Vi
Ernall;customer@iti-corp com flp Code-23605

Justification

Service - Scanning

3.13.2.
Summary
Customer Contact Information
Nama:Asmon Whitney On gal lizatiomDAHT. USAALS AlL POC Nary grZ7T15C Mchishon Street

=-2715-C McMsanhon Steet

j+Fer Eustis

C rini-g.;..:‘-:'—‘vﬂd.c.‘. jexpired 3 Moy O7)

Justification:Fhote- Scanning seciirity Ll

Jriginal; Film - 4x5

Output
Prouct;Event Photography \Ugg:indoos
Quantity: 12 Est Cost:0.00 Required: 10022008
Previcus Submit Cancsl
Figure 3.13.2

The Customer should now verify the details on the Summary screen. If editing is
needed use the previous button to return to the entry screens. If the Summary is
correct click the Submit
button to complete the
Work Request.

Once the Work Request is
submitted a screen opens
showing the Work Request
number. See Figure 3.13.3.

Use the Preview and Print
button to print a copy of the
final Work Request
(required for products
requested from hard copy
originals). See Figure
3.13.4 for an example of
the work request preview.

Figure 3.13.3

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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3.2.2

Figure 3.13.4

Clicking the Close button will end the session. At this time an email is sent to you,
the Customer, which includes Work Request #, Type of Service Requested, etc.

Print Photos, Signs and Charts

Select Print Posters and Charts using the radio button on the Type of Product and
Service screen. Refer back to Figure 3.4. A new screen will open as seen in Figure
3.14.

Using the radio
buttons select
the current
format (hard
copy or
computer file) of
the Poster or Figure 3.14
Chart to be

printed.

Note: If “From Hard Copy Original” is selected the Work Request must be
completed, printed, attached to the item and then delivered to the VI Center.

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Print Photos, Signs and Charts
File containing Sensitive Information SHOULD HOT be attached.
& From HardCopy Criginal ¢ From Computer File

Please print out Work Request, attach to artwork and bring to the VI Center.

Select Product Use Quantity Cost
| zeket.. =| indoor € Outdoor | |
Praduct 7 Indeor/ Qutdoor? Cuantity 7 Cost 7

=
Required Date IU*'ZMUUB
| Previols Naxt Cancel |
Print Photos, Signs and Charts
File containing Sensitive Information SHOULD NOT be attached.
 From HardCopy Original & From Computer File
Select Product Use Quantity Co
B - |
I = Clndoor  © Outdoor |
ComputerfFie: | Browses
Max Size:1855ME Note: Wait for file uplosd befors clicking Add Productis)
Add Product(s) |
Required Date: |U4-'23-"2|309
Ereviols | Mesct Cancsl
Figure 3.15

Select Product required using drop down list. Refer to Figure 3.15.
Select Use (either indoor or outdoor) using the radio buttons. Refer to Figure 3.15.

Enter Quantity requested. Refer to Figure 3.15.

Review Cost - the cost of individual items appears in the top cost field and adjusts
when various selections are made. Once a product is added the running costs

total for the Work Request is shown in blue at the bottom right of the screen.
See detail in Figure 3.16.

Select Required Date -Click the icon to open the calendar feature. Refer to Figure
3.15. Click the date on the calendar and it will be entered into the Required
Date field.

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Attach the computer file. Use the browse feature to locate the file.

Note 1: Computer Files only need to be attached when the original is
electronic, if original is a hard copy complete the Work Request, attach it to
the original and deliver both to the VI Center.

Once the file is listed in the text field, click the Add button (green plus sign). Refer
to Figure 3.15.

Note 2: Click the Add button only once. Multiple clicks will add the product
multiple times.

Print Photos, Signs and Charts

File containing Sensitive Information SHOULD HOT be attached.

" Fram HardCapy Original &' Fram Computer File

Select Product Use Quantity Cost
T- 22x20 Print on 3/18 Board with 172" Gold Plastic Frame INSIDE USE - Best Qual b |S‘31 i
i L= Cindoor @ Qutdoor | 2

ComputerFile: IDEIE"-JIJQ Browse...
Max Size;1855MB Note:-Wait for file upload before chcking Add Productis)
Add Product(s)

Product Location Quanity Cost File
7- 22x30 Print on 3115 Board with 1/2” Gold Plastic

Erame NSDEUSE - Best Qial Outdoor 2 59179 Detail jpg

Est. Total 3179

Reguired Date: ||344?3J‘2005 :

Frevious Mext Cancel

Figure 3.16

View and verify the items requested in the lower portion of the screen. See Figure
3.16.

Items that are no longer required are removed from the Work Request using
the delete button (trash can). Click the Next button to continue. See Figure
3.16.

A Special
Instructions screen will
open. See Figure
3.17.

Figure 3.17

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Add any special requests or additional comments here. Answer the “Would you
like a quotation?” question using the Yes or No radio buttons. Click the Next button
to continue. Refer to Figure 3.17.

Summary screen will open, See Figure 3.18.

Summary
Customer Contact Information
Orna ion TASC Al POC Name Z715-C Mohzhon Strest
T18-C Mdehon Strest
Fort Eustis
Emial|-managsrt @iti-corp com Tip 2-236804-5252 Delf
AOTET
Justification
lustificationoyihi Security Classification:Unolessified

Service - Print Photos, Signs and Charts - From Computer File
Product == Qusantity Cost Filz Hams
T- 22%30 Pnint on 3/16 Boerd with 1/2" Golg Plestic Frame INSIDE USE - Bast Qus| Cutdoor 2 8178 Deteil jpg
Y1591 7

LT
w

Required:0423:2008 Esk {

Previous Submit Cancel

Figure 3.18

The Customer should now verify the details on the Summary screen. If editing is
needed use the previous button to return to the entry screens. If the Summary is
correct click the Submit
button to complete the Work
Request. Refer to figure
3.18.

Once the Work Request is
submitted a screen opens

showing the Work Request
number. See figure 3.19.

Use the Preview and Print
button to print a copy of the
final Work Request (required
for products requested from
hard copy originals). See
Figure 3.20 for an example
of the work request preview.

Clicking the Close button will
end the session. At this time
an email is sent to you, the
Customer, which includes
Work Request # and type of service requested, etc.

Figure 3.19

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Figure 3.20

3.2.3 Design/Graphic Services

Select Design Services using the radio button on the Type of Product and Service
screen. Refer back to Figure 3.4.

A Design Services Screen will open. See Figure 3.21 Use the radio buttons to
select the type of Design Service required (Poster, Collage, Display or
Publication).

Select the Product
required using the
drop down list. Refer
to Figure 3.22.
Note: the title of the
product drop down
list and products
available on that list
are dependant upon
the Design Service
selected.

Figure 3.21

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Design/Graphic Services

File containing Sensitive iInformafion SHOULD HOT be attached.

& Paster 7 Collage ¢ Display © Publication
Poster Product: Use Quantity Cost
|..5ekdt... =l ¢ indoor € Guitdoor |

ComputerFile :I Browse Max Size:1855MB

Note: If attaching & file, wait for file upload before clicking Add Product{s)

Add Product(s) |

Required Date: Il}-‘-i;'E:},"ZD 03 '

Frewvious Mext Cancel

Figure 3.22

Select the finished Use (Indoor or Outdoor) of the item using the radio buttons.
Refer to Figure 3.22.

Enter the Quantity requested in the text box. Refer to Figure 3.22.

Review Cost - the cost of individual items appears in the top cost field and adjusts
when various selections are made. Once a product is added the running costs
total for the Work Request is shown in blue at the bottom right of the screen.
See detail in Figure 3.23.

Attach the computer file. Use the browse feature to locate the file. Once the file is
listed in the text field, click the Add button (green plus sign). See Figure 3.22.

Note 1: Click the Add button only once. Multiple clicks will add the product
multiple times.

Select Required Date -Click the icon to open the calendar feature. Refer to Figure
3.22. Click the date on the calendar to enter it into the Work Request required
date field.

View and verify the request in the lower section of the screen. See Figure 3.23.

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Design/Graphic Services

File containing Sensitive Information SHOULD HOT be attached.

" Poster T Collage © Display  Publication

Publication Product: Uze Quantity Cost
IAuubeln—Elsa—ign Print Layout Services _'J * {ndoor © Outdoor | 2 iEﬂ.DD
ComputerFile:] Browss Max Size:1855MB

Nets: IT attaching a fils, wait for file upload before clicking Add Productis)

Add Preduct(s)

Product Location Quani
ﬁT Poster Design Lerge Format Graghics indoor & $1.066.:80
i Coliags Collage Special Req [Special Req ] Outdoor 3 50.00
. DISPLAY Quslty 24x32 Print on 12 inch black -
W Osoiay Gatorboard NO HANGERS Signd U i
ﬁPublicatiun Adobe In-Design Print Lavout Services Indoor 2 S0.00
Est Total: §1.2165.82
—
Required Date: IUW?NEUU;
Frevious Next Caneel _'
Figure 3.23

Click the Next button to continue. Refer to Figure 3.23.

A Special instructions screen will open. See Figure 3.24. Add any special
requests or comments here. Answer the “Would you like a quotation?”
guestion using the Yes or No radio buttons.

Figure 3.24
Click the Next button to continue.
A Summary screen will open, See Figure 3.25.

The Customer should now verify the details on the Summary screen. If editing is
needed use the previous button to return to the entry screens. If the Summary is
correct click the Submit button to complete the Request. Refer to Figure 3.25.

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Summary

Customer Contact Information

Mame:Fank Customer Organtzation: DG fAdt. POC Name: Pickup Addrass:BLDG 887 Monwe-Avenue

E LOG 867 Monroe Avenus Grade: C Fort Eustis

Ph -213-233-3433 s Fort Eustls Phone!

I =i VA Email: Iip Lode: 23604
Emal | custemen@iti-corp.com Zip Code:23804 Delivery Type:Fidup
Charge#:ADT40 jexpired)
Justification
Justification:t=st Security Classification;Undassified
Service - Design Services - Publication
Type Produch Liz= Quslity Caost Filz Name
Fostar Foster [Special Rea ] Cirtdoor ] 5000 Excel tmp
LTollags Collzgs [Soecial Regf Outdoor 3 50.00 Excel tmo
Display DISPLAY Quslity 24x32 Prnt on 1:2 inch cledk Gatorooarg N2 HANGERS Indooe 7 $360.19 preyHesder FNG.
Publicstion Public Services {Specisl Reqg ] Cutdoor 4 =0.00 Cancel gif
Ranuired:10710i2008 Est, Cpstsie01g
Prewious Submit Cancel
Figure 3.25

Once the Work Request is submitted a screen opens showing the Work Request
number. See Figure
3.26.

Use ‘Preview and Print’
button to view and print a
copy of the final Work
Request. See Figure
3.27 for an example.

Clicking Close will end
the session. .

At this time an email is
sent to the Customer
which includes Work
Request # and type of
service requested, etc.

Figure 3.26

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Figure 3.27

3.2.4 Video/ Audio Services

Select Video/Audio Services using the radio button on the Type of Product and
Service screen. Refer back to Figure 3.4.

Figure 3.28

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Select Service from the drop down list. See Figure 3.28. Different screens will
automatically open for each selection.
ArmyWide Production Service:

Enter Title, Description etc. to the text boxes. Pink indicates the field is required,
white indicates field is optional. Refer to Figure 3.28.1.

Check the DA-Form 1995 Submitted? Checkbox, If this document has been
submitted. Leave unchecked if DA1995 has not been submitted.

Video / Audie

File containing Sensitive Information SHOULD HOT be attached.

Select Ser‘.'ioe:l ArmyWids Production
""r[la:l

Desc:rlptinn:l
I~ DA-Form 1995 Submitted?

Cutput Media:
Media Tvoe: Quantity

col
DVD [
Tape ™
File T
Web ™

Required DﬁtElgAQ&‘ZDDﬁ 1=

Finiire 328 1

Select Output Media Type using check boxes. Refer to Figure 3.28.1.

Enter a Required Date by clicking the icon and using the calendar feature. Click
the date in the calendar to enter it into the Work Request. Refer to Figure

3.28.1.

Audio Service:

Select Output Media Type using check boxes. Refer to Figure 3.28.2.

Video { Audio

File containing Sensitive Information SHOULD NOT be atiached,

Select Sen.lloe:i Audio

Cutput Media:
Media Tvpe: Quantity:

cor

Cassette [
File ™

Required Dﬂte:lum:rzuue -

Figure 3.28.2

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document
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Enter a Required Date by clicking the icon and using the calendar feature. Click
the date in the calendar to enter it into the Work Request. Refer to Figure

3.28.2.

Command Channel Video Content:

Enter Title, Description, and Type of Tape information’s to the text boxes.

Pink indicates the field is required, white indicates field is optional. Refer to

Figure 3.28.3.

Select
Copyrights
Permission

Enter Start
Date and End
Date by clicking
the icon and
using the
calendar
feature. Click
the date in the
calendar to
enter it into the
Work Request.

Video / Audio

Select Sc—r'.-u::c—.l Command Channel Video Content :_I
Title|

Des crll:ltlun:!

What Type oi Ta pe:l

Copyrights Permizzion: & YES € NO

Bring the Copy rights permissions detail or attach a scan copy

Fill Reguired Data then Click here to attach 1% =3

Refer to Figure
3.28.3.

Digitize Existing
Video:

Enter Title,
Description etc., to
the text boxes.
Pink indicates the
field is required,
white indicates
field is optional.
Refer to Figure
3.28.4.

Select Output
Media Type using
check boxes.
Refer to Figure
3.28.4.

Enter a Required
Date by clicking
the icon and using
the calendar
feature. Click the

Start Dat&:l 1012008 I
R
EndDateft0p2008 |
Duration: Hnurg:IUG 'I Minutes:| 20 =
SunT™ Monl™ Tue™ Wed® ThuW FrilC Satl”
Figure 3.28.3

Select the time duration and check the days.

Video | Audic

|

Select Eer‘ﬂce:l Digitize Existing Video

Title |

Daﬂscript’mn.l

Video Format: | QuickTime

Lo B

Storage Media'| VD

Output Media:
Media Tvpe:

COWM
VD W
Tape ¥

File ¥
Weh W

Cuantify:
o
e
e
|MeEG 4
| FLASH video

Fun'nat:I DVECam

=
=

Requiired Date{10/10i2008 E

Figure 3.28.4

date in the calendar to enter it into the Work Request. Refer to Figure 3.28.4.

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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e Select Output Media Type using check boxes. Refer to Figure 3.28.5.

e Entera Video | Audio
Required
Date by
clicking the Select Service | Duplication |
'an and Dutput Media:
using the Medis Tvpe: Quantiy:
calendar [ovo =T
feature.

Click the _ o
date in the Required Date:lmn 02008
calendar to
enter it into Figure 3.28.5
the Work
Request. Refer to Figure 3.28.5

Local Video Production:

e Enter Title, _
Description etc. to Vigao FAvEn
the text boxes.

Pink indicates the S&IectEenric&.I Local Viden Production :_]
field is required, Tite |
Wh|te indicates Desc:rlu'uun:l
field is optional. I~ DA-Form 1995 Submitted?
Refer to Figure Output Media:
3 28 6 Media Type:  Quantity;

e coF [

oo [r

Check the DA-Form e |
1995 Submitted? Specity Tape Format. |
Checkbox, if this File @ [otner =
document has Epecify Fiie Format:
been submitted. Web @ [other =
Leave unchecked if Gl ki o |
DA1995 has not ot
been submitted. Requred Dat={10/1022008 =

Figure 3.28.6

Select Output Media

Type using check boxes. Refer to Figure 3.28.6.

e Enter a Required Date by clicking the icon and using the calendar feature.
Click the date in the calendar to enter it into the Work Request. Refer to

Figure 3.28.6

Streaming Video Service:

e Enter Title, Description etc., to the text boxes. Pink indicates the field is
required, white indicates field is optional. Refer to Figure 3.28.7.

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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e Select Tape
Types and
select Customer
Provided Media

Type.

e Enter Start Date
and End Date
by clicking the
icon and using
the calendar
feature. Click
the date in the
calendar to
enter it into the
Work Request.
Refer to Figure
3.28.7.

e Select the time

CUSTOMER
Training and Operations Manual

Customer Provided Media:

Video 7 Audic

Select Sen'ice.l Streaming Video Service ;l
Titie:|

Descrlptu:ln:l

©CD ®DVD  File © Tape

Media T‘,rpe:l ofher ﬂ
Specify Video Funnﬂti
Video Catsgory:l Local Preduction with script and editing ll
¥ =
Start Elﬁt'3'|1 102008 :

End Dat=f10/10/2008 i
Duration ngrs-_ll'rf "I

Sunl™ Mon¥ Tue ™

Min utes:l i > |

Wed™ T FalT Satl”

Figure 3.28.7

duration and check the days.

Video Clip:

e Enter Title,
Description etc.
to the text boxes.
Pink indicates
the field is
required, white
indicates field is
optional. Refer to
Figure 3.28.8

Select Output Media
Type using check
boxes. Refer to
Figure 3.28.8.

e Enter a Required
Date by clicking
the icon and
using the
calendar feature.
Click the date in

Video ! Audio

Select Ser.fice:l \Video Clip _:I
Title:l

Dee-:nntmn:l

Dutput Media:
ledia Tvpe: CQuantity:

coF i
pvD R [i
Tape @ [

Specify Tape Format: |

File @ [other =

Specify Fie Format: |

Web ¥ | other :]
Specify Web Format: l

Fnrmﬂt:l other LI

"1

Required Dﬂtsilmmn;zuua :

Figure 3.28.8

the calendar to enter it into the Work Request. Refer to Figure 3.28.8

Click the Next button to continue.

A Special instructions screen will open.
See Figure 3.30. Add any special requests here. Answer the “Would you like a
guotation?” question using the Yes or No radio buttons.

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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Figure 3.30
Click the Next button to continue.
A Summary screen will open, See Figure 3.31

The Customer should now verify the details on the Summary screen. If editing is
needed use the previous button to return to the entry screens. If the Summary is
correct click the Submit button to complete the Request. Refer to Figure 3.31.

Summary

Customer Contact Information
Name:Losal Custermer
Grade S8
Phonads 11a41-1441
111-11141

localcustemen@iti-corp com

Al POC Name Stip Aidtlress:Madicine Street Bldg #3786

Graide

{ 2R4A 448 T4 744
Justification

Justification:paade Security Classification;Unrdesified

Seryice - Audio/Video - ArmyWide Production

Title tank miszion Description:video o BA-Form 1995-Mat Submitted
MPEES 1 !
Required Date-10/17:2007

BVD Capies:!

Erevious Submit Cancel

Figure 3.31

Once the Work Request is submitted a screen  YourWork Request has been submitted Successfully
opens showing the Work Request number.

See Figure 3.32. Use Preview and Print to YeorRRermct & 2001000

print a copy of the final Work Request or

close to end the session. At this time an email

is sent to the Customer which includes Work

Request #, Type of Service Requested, etc. Praview & Print |

Close

Figure 3.32

Use or disclosure of data contained on this page is subject to restrictions stated on the cover sheet of this document.
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3.2.5 Audiovisual Events (Presentation Support)

Select Audiovisual Events using the radio button on the Type of Product and
Service screen. Refer back to Figure 3.4.

Select the type of event from the drop down list. Refer to Figure 3.33.
Different screens will automatically open for each selection.

Audioyisual Events {Presentation Support)

Choosze type of support Heeded for Event: (you may choose more than one)

¥ PowerPoint Presentation Support ¥ Video Presentation Suppert I~ Sound Support [T Video Recording Support
Evsm:i other ;I
Specify Event:l
Location:| giher :J
‘Specify Location:
Estimated Aﬂendanc&:l
B9 06 or higher & Other Event |
& |ndoar " QutDoor
Events Start Date Start Time End Date End Time
Key Leader ¥ [oaromote | [oran =] [osrzorzu08 |~ 0ge0 >
Rehearsal [osr3orz008 |~ [or30 =] [osrsorzmos ~  [0830  =]
=3 ==
Full Dress Rehearsal W |09_f30f2003 |U'r'3E| "i Iueﬁm’zuus 5 S 2
Inglarment Weather Rehorsal IT
Main Event 09730/2008 = IUTSD "I MUQUQS"'—' | 0930 -

Fill Required Diata then Click here to attach file
Attach Operation Order | | P
Attach Ceremony Layout |

Previous Mext Cancel

Figure 3.33

Select the Event and Location from the drop down lists. See Figure 3.33.
Enter Estimated Attendance figures into the required field. Refer to Figure 3.33.

Use the radio buttons to select the rank of the person or people involved in the
event; E9, 06 or higher. If rank has no influence on the event use Other. Refer
to Figure 3.33.

Use radio buttons to select location type (indoor or outdoor). Refer to Figure 3.33.
Note: Outdoor events require additional information in case of inclement
weather.

Use check boxes to schedule pre-event activities. (example: date and time for the
Key Leader, Rehearsal, Full Dress Rehearsal, Inclement Weather Rehearsal
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(outdoor event only)). Refer to Figure 3.34. When check boxes are selected
the scheduling feature will be activated for that item only.

& |ndoar ™ QutDaor
Evenis Start Date Start Time End Date End Time
Key Leader ¥ 0g/30/2008 0730 | Igg,'gg;zugg EE] |uggu -g
Rehearsal ¥ 0873012008 | 4 0730 ¥ [osmozooe |~ [0s0 =
Filll Dress Rehearsal @ 19/30/2008 | |DT"3EI "| |ugf3m2&na 0830w
ctement Weather Rehersal [T
Figure 3.34

Use the calendar feature to select Start Date and End Date of the event.
Click the calendar icon. Choose the date from the calendar feature by

clicking on it. The date will be entered into the schedule. Refer to Figure
3.34.

Use drop down lists to select Start Time and End Time of the event. Refer to
Figure 3.34.

Enter the Main Event Start and End date information using the calendar feature to
select Start Date and End Date of the event. Click the calendar icon. Choose

the date from the calendar feature by clicking on it. The date will be entered
into the schedule. See Figure 3.34.

Use drop down lists to select Main Event Start Time and End Time of the event.
See Figure 3.34.

Once all of the required data has been entered click the link to attach electronic

files to the Work Request. See Figure 3.33 and 3.35. The Browse features will be
activated.

Browse to locate and attach the file for the Operation Order OR browse to locate
and attach the file for the Ceremony Layout. Refer to Figure 3.35.

Figure 3.35

Click the Next button to continue.

A Special instructions screen will

open.

See Figure 3.36. Add any special

requests here. Answer “Would

you like a quotation?” question Fi 3.36
using the Yes or No radio buttons. 1gure <.
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Click the Next button to continue.

A Summary screen will open, See Figure 3.37.

Summary

Customer Contact Information

M ame:Local Customes (hroanization: USAAL Loeal 1 AlL POC }

Madicine Str=ct Bldg #3788

Emalilocstoustomen@iti-coro.com o
il 123448304 a4 3544

Justification

Justificall oniparsds Security Classificatien:Unclassified

Service - Audiovisual Events

AV Eyeni-Awsnd Cersmoniss L ocatipn:Lozstion 1 Atendance: 300 EvemType
Events
e der Spare10/102007 0715 Epgd: 1001012007 1200
Srart10/10:2007 0716 Epygl: 1011722007 0915
Previgus Submit Cancel

Figure 3.37

After reviewing the work request summary
information, click the Submit button.

Your Work Request has been submitted Successfully

Work Request # 2007000025

Once the Work Request is submitted a screen
opens showing the Work Request number. See
Figure 3.38. Use Preview and Print to print a copy
of the final Work Request or close to end the
session. . At this time an email is sent to the

| Preview & Print |

Customer which includes Work Request #, Type £
of Service Requested, etc. Figure 3.38

3.2.6 Fabrication

Select Fabrication using the radio button on the Type of Product and Service
screen. Refer back to Figure 3.4.

Select the type of Fabrication using the check boxes. See Figure 3.39.

When a type of Fabrication is selected, its special instruction text entry box will
become active. Refer to Figure 3.39. Enter any special instructions needed into
the text field provided.

Once all of the required data has been entered click the link provided to attach
electronic files to the Work Request. Refer to Figure 3.39. The Browse features will
be activated. Browse to locate and attach the file.
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Enter the Required Date using the Calendar feature. Click the calendar icon,
shown in Figure 3.39. Select the date required from the calendar by clicking on it.
The date will appear in the Work Request.

Fabrication

Special Instructions: MAX 1024 Characiers

Display I =]
24}
Fill Required Display Dats then Click here to atach file
[ | B |uae seesoma
Classroom Training Aid I =]
Fill Required Traiming Ciata then Click here fo attach file
I l s Wax Size:4.88MB
Senice ¥ || =
=l
Fill Required Senice Data then Chck here to atlach@le
| | B o i s 0
Special Taol T -

Max Size4 G8ME

Gthers [ =

Required Date:| 10/06/2008

Max Size-4 88MB

Frewvious Next Cancel

Figure 3.39

Click the Next
button to continue.
Refer to Figure
3.39.

Fabiymiban

At Commvan

An Additional

Comment screen .

W|I| Open Wil el ion B uoation® g il
See Figure 3.40.
Add any comments
here. Figure 3.40

Answer the “Would

you like a quotation?” question using the Yes or No radio buttons.

Click the Next button to continue. Refer back to Figure 3.40.
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3.2.7

Summary
Customer Contact Information
Name-dimmy Carisr Gragan Usaal Lecs| 221 Ali, POC Name® Sk ddressiloc221
31 Administratos
aft FOI-EEL BLds i
6546 Eimia || DEnes aimy.mi| Fipg Co
Eminl|:viwebponali@iti-corm.com Tii . :‘.__,.!'-,-r-_.-,\lr Type Pidup
“harges:Lec2.2.1 878876
Justification
|ustification: PARADE ROUTE DEMO C ity Classification - Undessified
Service - Fabrication
Display:LARGE POSTER
Training Ald:WHITE BOARD AND MARKERS
Special Taol :OVER HEAD PROJECTOR
Raquiired; 10/22:2007
|: ﬁ‘reulous SLIbI'I'IIt | Can:&l
Figure 3.41

Click the submit button.

Once the Work Request is submitted a screen
opens showing the Work Request number. See
Figure 3.42. Use Preview and Print to print a
copy of the final Work Request or close to end
the session. At this time an email is sent to the
Customer which includes Work Request #,
Type of Service Requested, etc.

Your Work Reguest has been submitted Successfully

Work Request # 2007000025

| Preview & Print |

Close
Figure 3.42

Training, Audiovisual Equipment and Loan Media Item Support

Select Training, Audiovisual
Equipment and Loan Media Item
Support using the radio button
on the Type of Product and
Service screen. See Figure
3.43.

Note: Availability of items and
services is installation
dependant. Check with your
installation on the availability of
these options: Training Support,
AudioVisual Equipment Support
and Loan Media Item Support.

These instructions will proceed
as if Training and Audiovisual

Figure 3.43
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Equipment Support and Loan Media Item Support are all available. Your screens
might look slightly different if your Installation does not support these services.

Notice there are four sections to the Training, Audiovisual Equipment and Loan
Media Item Support screen. Audiovisual Equipment, Media Items, Training
Equipment and Graphic Training Aid. See Figure 3.44.

Training, Audiovisual Equipment & Loan Media ltem Suppornt

Audio Visual Equpment
Quantity Reaquired Date Return Date
—= ]

Equipment

Equipment| __salect.. > [ [1omeza0s | = [1oi0si2008
Tyoel  Salect.. _:‘_I
Add ttem |
HMedia ltems
| Media ltems Quantity Reguired Date Refurn Date
Category | Select. = [ 1 [fomerzo0e | =.d [farerzons
4

tems | Select.

Add Ttem |

Eguipment

Traming Equipment
Quantity  Reguired Date Return Date
T _—

[ |10iBiz008 . [omezo0s

Equmment:l oelect..

[RA[E

Tyoe] ...Select..
Add ltem l

Visw GTA Catalog Graphic Training Aid

Graphic Aid anity Required Date
Category:i._..Sebct... ﬂ i1_ IME__U

Tyu5_|....EeEc1.... _ﬂ
Add ltem |
Previous et Cancel

Figure 3.44

Use the correct section of the screen for the type of equipment you wish to
request. Refer to Figure 3.44 for the following steps.

Select Equipment and Type, Category and Item or Graphic aid and Type using
the drop down lists.

Enter the quantity of the item requested.
Enter the Required Date using the calendar feature. Click the calendar icon to
open the calendar feature. Select the date by clicking on it. The date will

appear in the proper field on the Work Request.

Enter a Return Date. Using the calendar feature in the same manner as above.

Click the “Add Item button” to add the equipment to the Work Request.
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An Example of a work request that has equipment added to it can be seen in
Figure 3.45.

Training Equipment
Equipmeni Quanfity Required Date Return Date

Equipmenty Training Boards oz I 2 iwxuarzuns = |1um6.-'znua
Type)| SHCGAR RADIO TRANER T-11-081 =
Add Item
i MINE, CLAYMORE T-05-060 2 10/06/2008 10/06/2008
i A-08-37 CONVULSANT NERVE AGENT TR 5 10/06/2008 10/082008
b SINCGAR RADIO TRANER T-11-061 4 10/08/2008 10/05:2008
Figure 3.45

When the form has been completed and all
equipment needed has been added to the Work _
Request click the Next Button. See Figure 3.46. Figure 3.46

An Additional Comment screen will Tl N oo e S
open. See Figure 3.47. Enter any - — el - -
addition information into the text

entry box at this time.

Answer the “Would you like a i s 4 o * 5

guotation?” question using the Yes

or No radio buttons. =l I
Figure 3.47

Click the Next button to continue.

Refer back to Figure 3.47.

A Summary screen will open, See Figure 3.48.
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L

Mame:Lecal Customes

DEN: 1111171

Emali|:lccaleusiomen@iti-corp com

Justification

Summary

Customer Contact Information
t_}l;;i‘:nlsi“}Eiﬁﬁ'USML Loes| 1 Alt. POC Name

A ddress:Madicine Street Bldg #3786
C ir-r.-E;.';ti;
Stata:VA
Zip Cons:985858

Charge#:L1 2344434423403

lustificaticn:persde

AvdioVisuel Bguipment

Tuo=s Suantity R=auir=d Dats
Migrophone with stand 1 1072007
Madia llems
ltem Qusntity Reguired Dste
Field Treining GO 3 1M 8/EDDT
Training Eguipment
Tvos Quantity Reouirsd Dats
TrainingCatlist] 1 10/18/2007
TrainingCaiZList1 1 10/18/2007
TrainingCatl istZ 2 1011872007

Grophic Training Aid

Ship Address:Madicine Stra=t Bldg #0786
{ ';1—“. Eustiz
State VA

ode-25888

 Type Pidwp

Security Classification:Uncissified

Service - Training, Audiovisual Equipment & Loan Media ltem Support

Return Date
10/18:2007

Return Date
10/18.2007

Return Date
10/18/2007
10/18/2007
10/18/2007

Tyvos Cuantity Reguired Dats Beturn Dste
BTA ltem_1 1 10/18/2007 10/18/2007
Frevious Submit Cancel
Figure 3.48

Click the submit button. Once the Your Work Request has been submitted Successfully

Work Request is submitted a screen

opens showing the Work Request Work Requiest # 2007000025

number. See Figure 3.49. Use

Preview and Print to print a copy of

the final Work Request or close to

end the session. At this time an email [ Preview & Print |

is sent to the Customer which

includes Work Request #, Type of

Service Requested, etc. [Close |

Figure 3.49

3.2.8 View Submitted Work Requests

The status of work requests that have
been submitted may be monitored using
the DA 3903 Work Request Viewer.

Login again or return to the VI Web Site

Information page using the home button. o

Notice the links in the Work Request
Section button. See Figure 3.50. The
status of every work order submitted by
user is displayed here. Examples of the
possible status levels are: Approved,

CCESE=]

Woik Requiest

3903

Wik Reguest

Figure 3.50
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Cancelled, Completed, Disapproved, Awaiting Funds, New, and Pending Approval.

Bring up the DA 3903 Work Request Viewer screen by clicking any one of
these status links. The list of Work Requests shown will be filtered by the
status chosen. To see all of the Work Requests use the Status drop down .

list, select View All and click the search icon.

See Figure 3.51.

LiEh

aaron. whitney
aaron. whiney
aaron, whiney
aaron. whitney
aaron whitney
garon. whiney
aaron. whitney
saron whingy
Aaron whitnes
aaron.whitney
aaron whiney
3ar00 wWhitney

DA-3903 Request Viewer Fage Size |20 )

Request | Service | VIEAALL = Status | VEWALL....... 7]

Start Date |a:2202009 End Date o200 1™ Saarch by Date
Fhotagraphy Sranning i Z L 2 18 Detal|
‘Photography Scanning AWAITING FUNDS  aaron whiney 09/22/03 11:33 2009004218 Detail
\fideo { Audio Autio PENDING APPROVAL aaren whitney 0oMEDG 11:54 2009004815 Detail
Design/Graphic Ssrvices Poster COMPLETED aaron. whinay. 091509 1515 2009004314 % Derail ||1|
Ve [ Autiin Ayt HEW saronwhiney  OB/1/0910:51 2009004809 Detay
Fabrication COMPLETED aaron whiney 081140910220 2009004308 Cetail
Audiovizual Events |Presentation Support} Scanning IN PROCESS aarom whimsy 0511/09 1017 2009004807 Cetan [|I]
Design/Grapnic Services Tizplay COMPLETED aaron whniney 09/11/69.10:14 | 2003004805 »“’}, Detar Il.\l
DesignGraphic Services Colage COMPLETED ‘aarom whithey. 09/71/08 10113 2009004804 ;'f"/ Detail Iﬁ]
DesigniGraphic Ssrvices Poster _aarbn whimney 08/11/0910:12 2009004802 Detay u:|
Prinf Photoz. Signz-ang Chartz From Computer File - HEW saronwhitney  09/11/09 10:10 2000004802 oetal i
Prinf Photos, Signs-and Charts FromHardCopy Original COMPLETED FAr0m.wWhiney D&Z5/GE 0534 2008002435 Detal

Figure 3.51

3.2.8.1 Work Request Status Classification

Work Requests may be classified in the following categories:

Approved — Work Requests which have been approved and are in various stages

of being worked on.

Cancelled — Work Request which have been cancelled by the customer or the

manager.

Completed — Work Requests which have been processed and completed.

Disapproved — Work requests which have been disapproved by accounting. (See

VI comments for reason of disapproval.)

Awaiting Funds — Customer has insufficient funds to cover the cost of the Work
Request. Request is waiting for action by accounting. (Options: either obtain
additional funds to cover cost or cancel request.)

New — New Work Request submitted by customer no action has been taken yet.

Pending Approval — Work Requests that have been forwarded to Accounting for

funding review.
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3.2.8.2 Filtering Work Request Queries

To narrow the search for Work requests use the Work Request Viewer fields.
After entering criteria in the field (s) click the search icon.

L

Request # - if the Work Request number is known enter it here. The Viewer will
search for and bring up only that request.

Service — Search for work Requests which have a specific Service Category.
Status — Search for Work Requests by Status.

By Date — use the calendar feature to set a start date and end date for the query.
Or Customer can manually enter the date on the start and end date field.
Click the Search by Date check box. Refer figure 3.51 (a)

DA-3903 Request Viewer Fope Siz2 20 »
Requesta| Sewice ViEW AL - . Status g ]
statDate oo __ End Date lorinonnt 1 I Barcti by Date
My Ame2ail il

Th | Fr | 5a

5w | bo | Tu |We | 5
‘ Ll & s |4

i El
; K]

Back to Home fage

ity | Freauently Astec Cuesticns

oy sbive Technologes Ing.™

Ve Cugynoin @ 201) EReuaie Techaonges. g, AJ ngsesened Tamezense OSe- UTC: 4

Figure 3.51(a)

After each time you set a query, remember to click the search icon.
3.2.8.3 Survey Results

When a work request is completed and when the product SR
requested is picked by or shipped to the customer, then an email is %T/
sent to the customer. The customer can submit the survey and

those responses can be viewed either by the customer or manager Ei 3511
by logging in to the WebPortal under the ‘DA3903 Requests \gure 5.5

Viewer’ and click the survey image, refer figure 3.51.1. A new screen opens with
the survey results. Refer figure 3.51.2.
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Customer Survey

vour Wor b Pequest lumire) i5: 2009004814

Youl Beguestet Seivies js BesigniGraphic Services (Poster
No. | Questions | Survey Response
1 How satisfied are you with our products of services?
2 How would you rate pur customer service or focus?

3 How well do our products meet your needs?

Survey Response Legends
Extremely Dissatisfiad
Dizsatisfied
Somewhat Satisfied
Satigfied

Extremely Satisfiea

Figure 3.51.2
3.2.8.4 View Detail of a Work Request

Click the detail link, seen on the far right of the Request Viewer screen. See Figure

3.51. This will bring up the DA3903 form which has all of the details of the Work
Request. See Figure 3.52.

Figure 3.52
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3.2.8.5 Cancel a Work Request

Work Requests may only be cancelled by the Customer before actual
work has begun. To cancel a work request that is in process contact the
installation manager immediately.

Open the work request to be cancelled using the Work Request Viewer
screen discussed in the previous section of this document. Select the
request and open the detail information.

Check the current status of the request in the upper right hand corner of
the Work Request. To cancel the request, change the status to cancel
using the drop down list and click the Change button. See Figure 3.53.

Figure 3.53

A confirmation screen will open asking for the reason of the change.
Click’ Yes’ to continue the change of status or click no to abort the
process.

A Cancellation Reason box will open. Note the work request number on
the top of the
box is correct.
See Figure
3.54.

Enter a text
reason for the
cancellation
(maximum
characters of
1000) and click
Save.

Confirm Status
of the Work
Request has Figure 3.54

been changed

by viewing the request detail again. Status in upper right corner reads
cancel.

When a work order is cancelled an email is automatically send to the
customer and to the installation.
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3.2.8.6 Inactive Organization

Installation Admin can make an organization inactive. The user belongs
to the inactive organization should first select an active organization from
‘My Profile’ before submit DA3903 Work Request.

For example, if an user belongs to the ‘1105"™ MSB’ organization. That
organization is deactivated by the installation admin. When the user
clicks on the DA3903 Work Request link to submit a work request, an
alert message pops up stating the ‘Organization Name under your profile
is inactive. Select an appropriate active organization’. Refer figure 3.55.

<t Batiten Litks _r_.;[&m; £ Loggert fory | Home | by Srofie |Loasat] @
- ~ Customer Comactintormation o o

The Giganization Name [1105th MSB] under your profile is in-active.

Please select an appropriate active Organization,

[ by Proiie |
1
A@rﬁs'lm
Y [Far 2usts
State! . ol
Zhjmae
Figure 3.55

Click on ‘My Profile’ button will redirect the user to ‘My Profile’ screen.
User has to select the appropriate active organization and update their
profile. Once they have selected the active organization, user can submit
the work request. Refer figure 3.56.
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Szzsion Timee out in 20 Uin Bfier Helabed LS [ Fort Euste | Lnged tony| Home| my Profie |Loout| g |

Update Profile

INSTALLATION | ORGANIZATION INFORMATION
Installation Name: rom Fusns effia Lanf
Current Org. | G50 LI5E

Selact from the Kist to change cament srganization 1 piofis
Org.Level 1| select I [=]

EMPLOYEE DETAILS

User Hame: fony.

FirstName? [Fony M. sl Last Name: |Glen
Email inustﬂmer@m-:urp.cum P“”"E-lgas-:us-asu
Grade ]11 DSN:l

]

[”| Shipping Address [Same As Above]
Shipping Address; 1Elﬂg
C- [Fort Eustis State: ya = Zip: 73802
Alernate POC Name- 1 At Grage: I
Al Emait: 1viw3bpurf.a@ili—curp.cum Al Phune:l
Figure 3.56
4 Information Corner
41 Home Figure 4.1

Clicking the Home button, located
in the upper right corner of each page, will bring the customer directly to the Visual
Information Web Site Welcome page. See Figure 4.1.

4.2 My Profile

All Web Site users may edit their own profile using the My Profile link. This link appears
located in the upper right corner on all pages. See Figure 4.1.

Click on My Profile to open the Update Profile screen. There are three sections to this
screen: Login Information, Employee Details and Email Notification Preferences shown in
Figure 4.2. Each will be described below.
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4.2.1 Installation / Organization Information

This section of the Profile includes: Installation Name and Organization Levels to
which the Customer belongs. Refer to Figure 4.2.

Update Profile

IRSTALLATION [ QRGANIZATION IHFORMATION
Installation Name:: Frrl Esutie Fnie
Current Org. 7702000 & e, HEDL W EAALS

Seizot from the fist to change cisment erganzabion in profie
Org. Levelt  sepect ) ) =

EMPLOYEE DETAILS

User Hame. tom

First Name: fiom Wontiat [ LastHame: [randy
Email | customer@iti-corp.com Phene - [324234234242342
Grade : 11 z DN I

[Z1shipping Address [Same As Abova]
Shipping Address: 11 010 Monroe Avenus

Cy [Fort Eustis State: s - Zip: [z3m04
Alternate POC N’amel Al Grade: |

Al Emal: 1 Al Phone: I

— S -— EMAIL NOTIICATION PREFERENCES \

Email notification preferences are based on employee privieges

= | bA3zg03 submitted

= [l pA3S03 approved

= [Tl paz903 dissporoved

=l Tl pA3503 cancelled

= [T| product ready far Pickup / Ship

[ Update ]

Figure 4.2

4.2.2 Employee Details

Employee details are configured in this section of the profile. Fields designated in
pink are required. The address, city, state and zip code fields are automatically
populated when the organization is selected. Refer to

Figure 4.2.

Edit current information or enter new information as
required in the fields provided.
Figure 4.3

When all of the edits have been made, click the Update
button to complete the process.
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A green notification bar will appear indicating the details have been saved
successfully. See Figure 4.3. Problems will cause a red failure notification bar to
be displayed along with an indicator to why the failure occurred. Make changes
and try again.

4.2.3 Email Notification Preferences

The Web Site System is capable of creating and sending email notification when
actions occur. Email Notification Preferences are viewed in this location. See
Figure 4.4

___________ EWMAILNOTIFICATION PREFEREMCES

Email notification preferences arg pased on employee privieges

I T
= & Customer
= [F] 3903 Work Request

= [T pa3s03 submitted
= [Tl pA3903 approved
2 [Clpazoos dizapprovad

= [Tl paz903 cancelled

- |

"} Product ready for Pickup / Ship

| Update

Figure 4.4
4.2.3.1 Edit Email Notification Preferences

Customer can now edit their email notification preferences. When DA
3903 Work Requests are submitted, approved, disapproved cancelled
and completed the emails are sent out based on customer.

These notifications are optional, and therefore can be selected or
unselected based on customer preferences.

If customer wants to receive email only for the specific request then they
can select only the required email preferences and click on the update
button. For the unchecked email preferences, emails notification will not
be sent out to customers. Refer Figure 4.4

4.3 Logout

This link will close the users VI Web Site session. To return to the Web Site the user must
Login again.
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Help

Help files are located within an
electronic copy of this document.

The document is accessed by Figure 4.5
hovering over the arrow

selection icon » until the list of available guides appears. Click on a Guide title to open it.
See Figure 4.5. .

Other Related Links

The Other Related Links drop down menu (located at the top of all pages in the WebSite)
contains convenient links to other websites that are frequently used by army personnel.

Select the desired site from the dropdown and click the Go button or press the Enter key.
Refer to Figure 5.1. The requested site will open in a new window.

Figure 5.1

Other Related Links are completely managed and maintained by third party entities.

Privacy and Security

To view the Privacy and Security statement click the link, always found at the bottom of each
screen. See Figure 6.1 for an example.
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Figure 6.1

[ Frequently Asked Questions

Answers to frequently asked questions are viewed by clicking the Frequently Asked
Questions link, always found at the bottom of each screen. See Figure 5.1 for an example.
General questions and their answers are shown on the left side of the screen while
guestions that are Installation specific are on the right side of the screen.

Click the dark blue bar to view a question’s answer. An answer box will open. There will be
only one answer displayed on each side of the screen at any given time.

Figure 7.1
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