How to set permissions to SCORE ENTRIES and SELECT WINNERS

*** These instructions are for Unit Page Administrators only. Before beginning, ensure your Branch
contest coordinator has set your permissions first. ****

Step 1. Go to the DVIDS homepage at www.dvidshub.net

Step 2. Select LOGIN.
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Step 3. Enter the email address associated with your DVIDS account and password.
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Step 4. Once logged in, select DVIDS DIRECT.
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Step 5. Select AWARDS from the left-hand column.

Defense Media Activity Quick Contacts
Joint Operatons Center

Scott M. Betts
Phone
Email

24 Hour Hotline
Phone: 4

S TollFree:  877-DVID

Training Help
Email: 12

Unit Dashboard
Unit Media Control

Unit Page Gontrol

SSat. Scott Schmidt

Staff Sat. Pablo D. Morrison
DS SNCO 0 ) Chisf/Marine

Phone:  678-421-6820 Phone: 6764
(dshub.ne Email;  sschmidt@dvidshubinet ths e
DvIDS Toc DVIDS Terminal Helpdesk
Phone. Phone:
Email ids TollFree:
Email atsupport@dvidshub net
Web Help DVIDS Videa Editing
Email:  dvidsweb@dvidshub.ne Phone:
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***%* From this point forward, your screen will look slightly different. ******

Step 5. Select ADMIN in the upper ribbon.

Defense Media Activity
- Joint Operations
Center

360 Reports.
Assignment Dashboard
Avards

Closed Captions

Direct

Distribution Control
Editorial Calendar
Event Support Request
Features

Front Page Alert
Hometown News
Listsery

Listsery Templates

Live Webcasts
Manage Members
Media Playlists

My Portfolio Control
Playlist Generator
Priority Effort

Social Media
Subscriptions

System Tracking

Task Control

Training

Unit Contacts

Unit Dashboard

Defense Media Awards

Submit media products to the
awards compefition.

(C)

Workflow Details

Select Branch of Service:

*

Score entries submitted to the
awards competition.

@

b 4

Select Winners
Validate entries and forward

winners to the next competition
Tevel

@

Media Contest Guidelines

-

@ DASHBOARD

Overview  Submit Products  Score Entries  Select W

Products entering the media contest must convey, by o del h the command's
needs and, therefore, must be authorized products approved for publc elease.
Products must have been uploaded and published to DVIDS betwieen Jan. 1, 2019 and 11:59 pm. U, Eastern time on Dec. 31,2019 to enter.
Entrants must be miltary members or US. government civiian employees, Those assigned to Stars & Stripes, contractors, and all non-appropriated fund
(NAF) products and NAF personnel are ineligible
Government pete in any however, prod
employees are eigible fo team categories.
Leaders, by validating ll entries at the uni level, agree that
o pending administrative action that would make them ineligible to compete.

vy and Marine Corps entries,for the most par,flow from the unit to the Miltary Service competition. Army and Air Force entries flow from the unit o a

the contest meet their 2 and have

‘major command competition with winners flowing to the respective Miitary Service competitios. Select the Branch of Service from the drop-cown menu
for more information.
Refer to the media contest ules for complete details

Step 6. Select MANAGE PERMISSIONS.

= dids

- Joint Operations
Center

360 Reports
Assignment Dashboard
Awards

Closed Captions.
Direct

Distribution Control
Editorial Calendar
Event Support Request
Features

Front Page Alert
Hometown News
Uistserv.

Listsery Templates

Live Webcasts
Manage Members
Media Playlists

My Portfolio Control
Playist Generator
Priorty Effort

Sacial Media
Subscriptions

System Tracking

Task Control

Training

Unit Contacts

Unit Dashboard

Unit Media Control

Defense Media Activity

Defense Media Awards  Admin

Overview / Admin

2
¢

Manage the award categories

and requirements.

Search Entries

Search submission entries for
detais on their current
progress. You can also move
the entry to a different category
orlevel

@

Track recent activiy.

® | @ DASHEOARD | JULIEBRIGGS ~

Ovenview  SubmitProducts  Score Entries  Select Winners  Admin

Set De

BackDate

Backdate a media asset to be
eligible for the awards
competition.

Set the dates and deadlines for
submissions, judging, and
releasing results
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Step. 7. Select UNIT if you’re a unit-level awards coordinator.
Select COMMAND if you’re a major command coordinator.

Note: Branch coordinators must first grant major command personnel permissions to access this portion
of the Awards module. Once permissions are received, they can access this part of the module and
permissions to others assigned to their unit only.

**** Major Commands can also set permissions on behalf of their subordinate units, but only if they
have been granted permission by the Branch. Commands setting permission for their subordinate units,
select UNIT. ***

@ DASHBOARD

Defense Media Awards  Manage Permissions Ovenview  Submit Products  Score Entries  Select Winners

Defense Media Activity
- Joint Operations
Center Overview / Admin / Manage Permissions.
360 Reports.
Assignment Dashboard
Avards

Closed Captions

Direct

Distribution Control
Editorial Calendar

the UNIT level,

Step 8. Type in the name of the unit page in the SELECT UNIT dialog box. Remember to use the name as
it is listed in DVIDS. So, if it’s “U.S. Army Central,” keep the periods, but if it's “US Army Central,” don’t
use the periods.

@ DASHBOARD

Defense Media Awards ~Manage Permissions o ubmit Products  Score Ent Select Wi f
Tew / Admin / Manage Permissions / Unit
Manage Permissions
Fant Select the unit to set which members have permission to judge and
Name Unit Role Score Entries Selact Winners s
T T - for U, Army Centralin Unit Contacts.
ries eligible for Army units.
Joseph Black Submitter o
Member o o

o o

o o

o o
Taisha Lockhart o
Greg Mobley gregory.dmobleys. o
David Olson o 0
Randy Randolph o
Malory Spicer Administrator o o
Ryan Swanson y Submitter
Heather Word WardHE@state gov Submitter o o
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Step 9. At this point, you will see a list of everyone assigned to that page and their role.

Find the person’s name you wish to grant permissions to. Press 0 to open another dialog box. See next
step.

If you don’t see the person you wish to grant permissions to, this means they are not a member of your
DVIDS unit page. This will need to be done first. See separate instructions how to add personnel to your
unit page.

360 Reports
Assignment Dashboard | gaject (it U, Army Central 5
Avards Manage Permissions
Closed Captions Permissions Select the unit to set which members have permission to judge and
Drrect Email Score Entries Select Winners review submissions.
Distribution Control anrigbarimil@matmil B & Manage members and their roles for U.S. Army Central in Unit Contacts.
Editorial Calendar There are 12 active award categories elgible for Army units,
Eet Stpper- Remiest Jolack213094@gmailcom o 0
Features adsan borunda mil@mailmil o o
Front Page Alert = o
Hometown News
o o
Ustsery
Listsery Templates g o
Live Webcasts o o
Manage Members fred hhairmil@mailmil L 9
Mecta Pltjits Sean Harding sean tharding mil@mail mil o 3
My Portfolio Control
iiam K willam ci ii@mailmil o o
e Willam Knight liam.c knight18 mil@mail il
prioity Effort Taisha Lockhart taisha clockhart mil@mail il o o
Social Media Greg Mobley greqory.dmobleys cv@mailmi o o
Subscriptions David Olson davidjolsont mil@y o o
System Tracking
Randy Randolph randy.drandolphé mil@m: o o
Task Control il . ”
aiig Malory Spicer o o
Unit Contacts Ryan Swanson ) .
Unit Dashboard Heather Ward L 2
Unitbidiy Conyol Robert Waters robert] waters1234@gmail com o o
e Alice Y i il@mailmil Submitt 0 o
ice Yoo aliceyyoamil@mailmi ubmitter
URLshrink s
[ Andrew Zook andrev 200k mil@mail mil Submitter o o

Step 10. You should see the person’s name listed. If not, select CLOSE and return to Step 9.

At the unit level it is not necessary to grant permission to the SCORE ENTRIES as most units don’t
conduct a unit-level competition. Check the SELECT WINNERS box in the Apply to All row.

At the major command level, you must check the SCORE WINNERS and the SELECT WINNERS box in the
Apply to All row.

Select the green SAVE button.
See separate instructions on how to grant access to the SCORE ENTRIES portion of the module for

judges.

Manage Permissions

Manage the permissions for Taisha Lockhart

Category
Apply to All

Rising Star” Award for Outstanding New.
Military Videographer

Graphic Designer of the Year (Army)

Photographer of the Year (Army)

inding New
Military Writer

John T Anderson Military Videographer of the
Year

Military Graphic Designer of the Year (Army)
Military Photographer of the Year (Army)
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Step 11. Once saved, the personnel table will re-appear with green buttons indicating the number of
categories the individual now has access to in SCORE ENTRIES and SELECT WINNERS.

360 Reports.
Assignment Dashboard
Avards

Closed Captions
Direct

Distribution Control
Editorial Calendar
Event Support Request
Features

Front Page Alert
Hometown News
Listserv

Listsery Templates
Live Webcasts
Manage Members
Media Playlsts

My Portfolia Control
Playlist Generator
Priority Effort

Social Media
Subscriptions

System Tracking

Task Control

Training

Unit Contacts

Unit Dashboard

Unit Media Control
Unit Page Control

URL Shrink

Video Scheduler

Select Unit
Name

Anri Baril
Joseph Black

Adrian Borunda
Matther Britton
Amanda Clark
Karla Crayne
Angels Funaro
Fred Hair

Sean Harding
Willam Knight
Tasha Lockhart
Greg Mobley
David Olson
Randy Randolph
Malory Spicer
Ryan Sianson
Heather Ward
Robert Waters
Alice Yoo

Andrew Zook

Email
anrigbarimil@mailmi
Jolack213084@gmailcom
adrian borunda mil@mail il
mattheved britton mil@mail mil
amandakclarkigcv@mailmi

Karlamcrayne.mil@mailmil

angelalfunaro mil@mailmil
frec b haiemil@rmail il
sean fharding mil@mail.mil

william.c knight18.mi

taisha.clockhartmil
gregory.d.mobleys civemailmil

davidjolsont.mil@mailmil

randy.d randolph6 mil@mailmil
malory.espicer.civ@mailmil
ryanaswanson mil@mailmil
WardHE@state gov

robertjwaters1234@gmailcom

alicey yoomi@mailmil

andrew.rzookmil@mailnil

Unit Role
Submitter
Submitter
Member
Submitter
Administrator
Admiistrator
Administrator
Administratar
Subrmitter
Administrator
Administrator
Submitter
Adminisrator
Administrator
Administrator
Submitter
Submitter
Submitter
Submitter

Submitter

Score Entries

Permissions

Select Winners

Manage Permissions
Select the unit o set which members have permission to judge and
review submissions.

Manage members and their roles for LS. Army Central in Uit Cantacts,
There are 12 active award categories eligible for Army units.

Once the individual has permissions to SCORE ENTRIES and SELECT WINNERS, they can grant access to
others in their unit, as needed.

Commands can also then set permission for their individual units once they have been granted by the

Branch.

Select OVERVIEW in ribbon to return to the main page of the AWARDS MODULE.

® @ DASHEOARD LogouT

Defense Media Activity
- Joint Operations
Center

360 Reports
Assignment Dashboard
Avards

Closed Captions,
Direct

Distribution Control
Editorial Calendar
Event Support Request
Features

Front Page Alert
Hometown News
Listsery.

Listsery Templates
Live Webcasts
Manage Members
Media Playlists

My Portfolio Control
Playlst Generator
Priorty Effort

Social Media
Subscriptions

System Tracking

Task Control

Training

Unit Contacts

Unit Dashboard

Unit Media Control

Defense Media Awards ~Manage Permissions

Overview / Admin

Select Unit

Name
A Barl
Joseph Black
Adrian Borunda
Matthew Britton
Amanda Clrk
Karla Crayne
Angela Funaro
Fred Hair

Sean Harding
Willam Keight
Taisha Lockhart
Greg Mobley
David Olson
Randy Randolph
Malory Spicer
Ryan Swanson
Heather Ward

Manage Permissions / Unit

Email
anrig.barilmil@mailmil

jolack213034@gmail com

adrian borunda mil@mailmil

matthev.d britton mil@mail mil
amanda kelark18 civ@mailmil
Karlam crayne mil@mait il
angelalfunaromil@mailmil
fred hhaiemil@maitmil

sean harding mil@mailmil
willam.cnight18 mil@mailmil
aisha.clockhartmil@mailmil
gregorydmobleyt cv@mailmil
davidjolson1 mil@maimil
randy drandolphé mil@mailmil
malory.espicerciv@maimil
yanaswanson mil@mailmil

WardHE@state gov

Unit Role
Submitter
Submiter
Member
Submitter
Administrator
Administrator
Administrator
Administrator
Submitter
Administrator
Adminisrator
Submitter
Administrator
Administrator
Admiristrator
Submitter
Submiter

Score Entries

Permissions

Select Winners

Manage Permissions
Select the unit to set which members have permission to judge and
review submissions

Manage members and their roles for .S, Army Centralin Unit Contacts,
There are 12 active award categories eligible for Army units.
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