How to Submit Entries on Someone’s Behalf
** Instructions are for page administrators only **
**%* USE THE GOOGLE CHROME WEB BROWSER ****

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

Step 2. Select LOGIN.

LOGIN | IEGISTER

HOME  FEATURES ~ CONTENT  STORIES ~ UNITS ~ NEWSWIRE  MEDIAREQUESTS

YOU TELL THE STORY, WE TELL THE WORLD.
[a

RECENTLY AIRED EVENTS UPCOMING LIVE WEBCASTS NEWSWIRE ALERTS

Secretary Tillerson Delivers Remarks on Syria to
the Hoover Institution and the Freeman Spogli
Institute for International Studies

1/17/18 1425 -1537 EST

Acquisition Awards Ceremony 2018 Defense Secretary James Mattis
Feed begins at 0955 EST (1/18/18 0955-1100) Get Alerts Now
Def James Mattis. Click here for

Department of State Press Briefing with

U.S. Marine Corps Newswire
Spokesperson Heather Nauert [ "

N
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B Remember me. Forgot Password?

LOGIN Now
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Step 4. Select DVIDS DIRECT.

{ DVIDS DIRECT ADMIN REQUEST SUPPORT

at

HOME FEATURES CONTENT STORIES UNITS

A rcd

DEFENSE VIDED IMAGERY DISTRIBUTION SYSTEM

YOU TELL THE STORY, WE TELL THE WORLD

Q

OPTIONS

NEWSWIRE

MY DOWNLOADS

LoGoUT

MEDIA REQUESTS

Follow Sec Def James Mattis. Click here for

related products.
view background image

Step 5. Select AWARDS.

diFecdes

Defense Media Activity - Quick Contacts

Joint Operations Center

Live Webcasts

360 Reports Scott M. Betts SSgt. Scott Schmidt Staff Sgt. Pablo D. Morrison
H t Dashboard DOD DVIDS Program Manager DVIDS SNCOIC / Senior Marine Corps Liaison DVIDS VIM Chief/Marine Corps Liaison
< Kiwards Phone: 678-421-6776 Phone:  678-421-6820 Phone:  678-421-6629
Email:  scott.m.betts.civ@mail.mil / Email:  sschmidt@dvidshub.net Email:  pmorrison@dvidshub.net
o aptions sbetts@dvidshub.net

Direct 24 Hour Hotline DVIDS TOC
Distribution Control Phone: 678-421-6612 Technical Operations Center
EditorialCalendar Toll-Free:  877-DVIDS-247 Phone: 6784216690
Event Support Request 877-384-3724 Email: dvidstoc@dvidshub.net
Feattiies DVIDS Terminal Helpdesk Training Help Web Help
Front Page Alert Satellite Transmitter Troubleshooting Email:  training@dvidshub.net Email:  dvidsweb@dvidshub.net
Hometown News Phone: 678-245-7583
listeery Toll-Free:  800-259-9001 DVIDS Video Editing

Email: satsupport@dvidshub.net Phone: 678-421-6707
Listserv Templates

Email:  video@dvidshub.net
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Step. 6. Select SUBMIT PRODUCTS.

Defense Media Awards Overview  SubmitProducts  Scorentries  Select Winners  Admin

Defense Media Activity
- Joint Operations

Media Contest Guidelines
» Products entering the media contest must convey, by content and delivery,relevant information that supports the command's information and/or mission
needs and, ized pr e

1,2019 and 11:59 pm, US. Eastern time on Dec. 31, 2019 to enter.
5. Those assigned to Stars & Stripes, contractors, and all non-appropriated fund

pete in any. however, prod duced with assistance of govemment contract

level, agree that the miltary members entering the contest meet their Service's quality force standards and have
mpete.

contest rules for complete details
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Step 7. Select type of award category.
Select INDIVIDUAL if submitting a product created and credited exclusively to you.

Select UNIT if submitting team product to a unit award category. Product must have been
created by two more people. All must be listed in the credit line; video products must use a
DVIAN in lieu of the Vision ID in the VIRIN. See the DoD Visual Information Style Guide for
details: https://www.dimoc.mil/VI-Training/DoD-VI-Style-Guide/.

For illustrative purposes, these instructions deal exclusively with INDIVDUAL award categories. The
process is nearly identical for UNIT award submissions.

Submit Products Overview  SubmitProducts  ScoreEntries  SelectWinners  Admin
Defense Media Activity  Defense Media Awards - submit roduct
- Joint Operations

Center Overview / Submit Products

Submit Products

« Products entering the medi
that supports the comman

ntest must convey, by content and delivery, relevant information
nformation and/or mission needs and, therefore, must be authorized

1. Select the appropriate category type: Individual or Group.

Unit Dashboard
Unit Media Control
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Step 8. Select the appropriate icon.

SINGLE PRODUCT if submitting one product

COLLECTION if submitting more than one product. Refer to notes in the blue box for further
instructions.

PORFOLIO if submitting a Communicator or Photographer of the Year entry.

Defense Media Activty  Dfense Media Awards - suo

- Joint Operations
Center Overview / Submit Prodcts

360 Reports

ada

1. Select the appropriate category type: Single Product, Collection, or Portfolio

of-the-Year categories. enury, create that first.

Step 9. Type in the entrant’s DVIDS Logon Email address in the “Submit on Behalf of” dialog box and
then select GO. Only a unit page adminstrator can submit on someone else’s behalf. If submitting your
own entries, the system will automiatcally default to your account; there should be no need to type in
your DVIDS logon information.

TIP: If you don’t know the entrant’s DVIDS logon email address, go to UNIT CONTACTS (located at the
bottom of the gray column), select name of your unit in the yellow box, select the UNIT PERSONNEL tab.
Copy the email address for the person you’re submitting on behalf of. Return to Step 3 of these
instructions.

Defense Media Awards ~Subr

Defense Media Activity

product,
may be the only one

ded and published 1o DVIDS between Jan. 1, 2019 and 1159 pm, US.

Eastern time on Dec. 31, 2019 are displayed in the media tabs;

1. Unit leaders submitting products on behalf of u
2. Selec

3. Click the submit button and follow the prompts to enter the productinto the awards competition
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Step 10. Select the appropriate tab for the type of product being submitted.

IMAGES for photo categories
VIDEO for video categories

NEWS for print articles
GRAPHICS for graphics categories

AUDIO for audio categories

Only those products uploaded and published to DVIDS between Jan. 1, 2019, and Dec. 31, 2019 will
appear in the tabs.

ubmit Products: Single Produc Overview  SubmitProducts  Score Entries  Select Winners  Admin
Defense Media Activty  Defense Media Awards - submit products:Single product

- Joint Operations

Center Overview / Submit Products / Individual / Singe Product

360 Reports

Assignment Dashboard

Submit on behalf of abiigasc@ugimil | Go

Awards Guidelines for Submitting Single Products

Clased Coptions « Use this section ta submit entries to categories that only require one praduct.

+ Products must be the work of one individual therefore,this persor' name may be the only one.
lsted in the credit fine or byline.

Direct

Distribution Control

Editorial Calendar = Only those products uploaded and published to DVIDS between Jan. 1, 2019 and 11:59 pm. U
Event Support Request Eastern time on Dec. 31, 2019 are displayed in the media tabs.
Features

1. Unit leaders submitting products on behaf of unit members, enter the entrant's email address in
Front Page Alert

the input field and select “Go'

Hometown News 2. Select the appropriate media tab (Images, Video, News, etc) and locate the product you wish to
Listsery submi
Listsery Templates 3. Click the submit button and follow the prompts to enter the productnto the awards competition

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

Step 11. Once in the appropriate tab, find the product to be entered and then select the green SUBMIT
button.

Defense Media Acaviry  Defense Media Awards - submit roducts Single Product Overview  SubmitProducts  Score Entries  Select Winners  Admin
- Joint Operations

Center Overview /Submit Products / Indivicual / Singie Prodiict

360 Reports

Assignment Dashboard Submiton behalf of: | daniels willoughby2mil@r | Go

hars Guidelines for Submitting Single Products

:'““““"’"“’“ bages: || Vides: | News ‘'Gpicss hudio « Use this section to submit entries to categories that only require one product.

irect

« Products must be the work of one individual, therefore, this person's name may be the only one
listed in the credit line or byline.

+ Only those products uploaded and published to DVIDS between Jan. 1, 2019 and 11:59 pm. US.
Eastern time on Dec. 31, 2019 are displayed in the media tabs.

Oistibution Control
ncie 551st Inland Cargo Transfer Company

G Unit Spotlight
Event Support Request

AFN Daegu

Video by Spe. Eduardo Reyes, Spe. Lamont
Shavers, Ptty Offcer 2nd Class Daniel
Hometown News willoughby

Listserv Video ID: 714209

2019 Daegu Halloween Festival
Features
1. Unit leaders submitting products on behalf of unit members, enter the entrant’s emal address in
the input field and select “Go. Use email address associated with entrant's DVIDS account.

AFN Dacgu
Video by Petty Officer 2nd Class Daniel
Willoughby
Video ID: 719634
2 Select the appropriate media tab (Images, Video, News, etc) and locate the product you wish to

DAEGU submit

3. Click the submit button and follow the prompts to enter the productinto the awards competition

Front Page Alert

sty Templates
e Webeasts
Maniage Mermbers
Media layiss Submision 10 43382
My Portfolio Control Category: Short-form Production Video (DOMMA only)

Playlist Generator

eriory ffor
Y [ oo [ remove | 99-year-old Army Veteran Recalls

Social Media Time in Service
Subscriptions

AFN Daegu

System Tracking
Y’ sy ¥ Camp Carroll Rebrands Dining Facility Videa by Petty Officer 2nd Class Daniel
ko) to Commemorate Battle Willoughby

Taining | Video ID: 722640

Unit Contacts. AFN Daegu
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Step 12. In the SELECT CATEGORY box, select the category name.
*¥**%* Ensure the appropriate category name is selected for the competition you're entering. ***
Army KLW competition: Use category name with “(Army only)” listed.
Air Force competition: Ensure “(Air Force only)” is listed
Navy: “(Navy only)”
Marine Corps: “(Marines only)”
Defense Media Merit Awards: “(DMMA only)”

Ensure the unit page name is correct in the SELECT UNIT dialog box. This is especially important for
those who are members of more than one unit page. Failure to select the appropriate unit willl result in
the entry going to the incorrect workflow.

Once SELECT CATEGORY and SELECT UNIT are correct, select the green SUBMIT button.

Once submitted, a system-generated email will be sent to the page administrators notifiying them to
review and validate the entry via the SELECT WINNERS portion of the module. See separate instructions.

Submit to Awards Competition

2019 Dacgu Halloween Festival vill be submitted to the awards
competition.

Select Category:

This entry will be reviewed by a unit PAC before continuing to the next
level of the awards competition.
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Step 13. The product box will change. A submission ID number will appear along with a note stating
that the entry is pending review for the next level of the competition.

If you’re a page administrator, you will receive a system-generated email asking you to review and
validate the entry via the SELECT WINNERS portion of the module. See separate instructions to
accomplish this step.

Defense Media Activiy  DEfense Media Awards - submit Prodacts:Single Product Overview  SubmitProducts  ScoreEntries  Select Winners  Admin
 Joint Operations

Center Overview / Submit Products / Indnicual / Single Produict

360 Reports

G=ignmentbashiboaty Submit on behalf of: | daniel swilloughby2mil@r | Go X

Avards Guidelines for Submitting Single Products

:f::“"’“”"‘ g || Vo | tow e A + Use ths section to submit entries to categoriesthat aly requre one product

o Products must be the work of one individual therefore, this person's name may be the only one
fisted in the credit ine or byfine.

« Only those prodicts uploaded and published to DVIDS between Jan. 1, 2019 and 11:59 p.m. US.
Eastern time on Dec. 31, 2019 are displayed in the media tabs,

Distribution Control
et 551st Inland Cargo Transfer Company

Unit Spotlight

2019 Daegu Halloween Festival
Editorial Calendar

AFN Dacgu
Video by Petty Officer 2nd Class Daniel
Willoughby

Video ID: 719634

Event Support Request

AFN Dacgu
Video by Spc. Eduardo Reyes. Spc. Lamont
Shavers, Petty Officer 2nd Class Daniel
Hometown News Willoughby
Listserv Video ID: 714209

e 1. Unit leaders submitting products on behalf of unit members, enter the entrant’s emal address in
the input field and select “Go". Use email address associated with entrant's DVIDS account.

2. Select the appropriate media tab (Images, Video, News, etc) and locate the product you wish to
submit

3. Click the submit button and follow the prompts to enter the product into the awards competition

Front Page Alert

Listsery Templates

Live Webcasts

Manage Members

Media Playlists Submission ID: 43362
My Portfolio Cantrol Category: Short-form Production Video (DMMA only)

Social Media Time in Service

compettion

Subscriptions

System Tracking AEHDmagy
Camp Carroll Rebrands Dining Facility Video by Petty Officer 2nd Clss Daniel
1ok control to Commemorate Battle Willoughby
Trining ) Video ID: 722840
Unit Cantacts o,
Video by Petty Officer 2n Clss Daniel
Unit Dashboard Yiloogtby
Unit Media Control Video 1D 716215 <
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