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l. LOGIN AND ACCESS

1. Login to your DVIDS account.

LOGIN REGISTER

pmorrison@dvidshub.net

(e.g. yourname@email.com)

B Remember me Forgot Password?

LOGIN NOW

n Or login with Facebook

2. Once you are logged in, your name should be displayed at the left top corner of the page. Click DVIDS
DIRECT.

DVIDS DIRECT ADMIN

3. Oncein DVIDS DIRECT select NEW BATCH

DVIDS Direct  Select a Batch

Marine Rep

360 Reports

Application Tags Below is a list of incomplete batches opened within the last hour.
Assignment Dashboard To resume a bateh, select from the list below and click "Go

Audio Control - . Batr® [

- Ctherwise, to begin a new batch click the "New Batch” link

Awards
Batch Control 1449017 started at Jul 20, 2018 9:07:49 AM v
Closed Captions

Newsach |

Distribution Contro



UPLOAD IMAGES

Prior to upload content ensure all metadata information is correct. This will save you time in the review
process.

1. Click “Upload a file” and select the image/images you want to upload. Click OPEN

T Favorites

B Desktop Y
18 Downloads L=
Up\oad afile %] Recent Places -
Barack_Obama_a Falcon,jpg MeandElena,jpg
4 Libraries t White Housejp
E

[ Documents

Files Queued: 2 Music
i [&] Pictures
Files Uploaded: B Videos :

shooting

Errors: % Computer g
& ) . =
= S; (ECOVERV - + | DVIDS Media Files (*jpg:*jpeg; ~
e HP )

Filename €% BD-ROM Drive (E) MGW ACE ENC

5 groups (Wshare\public) (¥:)

NOTE: To select more than one file at the same time you need Adobe Flash Player

2. A window with the batch information will open. Wait for all selected images to be uploaded. Click the
magnifying glass to review.

Upload a file

Files Queued: 0 Current Speed:

Files Uploaded: 1 Time Remaining:

Errors: -‘cent Uploaded:

Filename Review Status Delete

finish.JPG B, - o 1)

NOTE: You can only review one image at a time. It is important to upload all the metadata information
correctly prior to upload to save time



3. Review all the metadata is correct and make changes if necessary. Click SAVE

Edit Metadata

All fields are required unless otherwise indicated

Headline

Caption

Caption Writer

XMP Metadata

Tags

Release Authority Information

Released

Staff Sgt. Pablo Morrison

Office of Marine Corps Communication
pmorrison@dvidshub.net

via DVIDS

Operation/Exercise Name

Command Shown

Date Taken

07/19/2018

) oo



4. Onceyou have reviewed all images. The status field will show a green checkmark indicating the file/files
are ready for command revision/approval and publish. Click FINISH

- B0

Review Status Delete Script

) o 5

1. UPLOAD NEWS STORIES

Prior to upload content ensure all metadata information is correct. This will save you time in the review
process.

1. Repeat step 1 through 3 of “upload images”
2. Click “Add News Story”

Files Queued: 0 Current Speed: N/A
Files Uploaded: 1 Time Remaining: MN/A
Errors: Percent Uploaded: MN/A
Filename Review Status Delete Script
SMMC Holiday card.jpg L () St

3. Review all metadata is correct and make changes if necessary. Select the image you want to associate
your story with by checking the box next to it. Click Save
Edit Metadata X

All fields are required unless otherwise indicated

Headline

Story Summary

Full Story Text 4 iated i
Please select any associated images

.

Save

Taas 4




4. Once the image and the news story have been uploaded properly you will see a green checkmark

below status. Click Finish

Files Queued: a
Files Uploaded: 1
Errors:

Filename

SMMC Holiday card jpg

SMMC Holiday Card News Story

Add Mews Story

Iv. UPLOAD NEWS STORIES W/O IMAGES

1. Select Add News Story

Upload a file

Files Queued:
Files Uploaded:

Errors:

Filename Review

2. Review/edit the metadata

I Edit Metadata

All fields are required unless otherwise indicated

; Headline

Story Summary

Full Story Text

Taas

Current Speed:
Time Remaining:

Percent Uploaded:

Review

Status

Delete

)

Script

- 3



3. Select Finish for Unit approval/Publish

Upload a file

Files Queued: Current Speed: MN/A
Files Uploaded: Time Remaining: A
Errors: Percent Uploaded: N/A
Filename Review Status Delete Script
AWESOME STORY 2, [~ 3|

Add Mews Story

V. UPLOAD IMAGES TO AND EXISTING NEWS STORY

1. Inthe admin section select ‘Unit Media Control”

Ticket System

Training

Unit Contacts

Unit Dashboard

=
Unit Page Conirol

URL Shrink

Video Chat

2. Select “news” in the top bar. Locate the asset in question and select edit.

Audio Images News Publications Video Graphics Meeds Approval Published Assets Archived Assets




3. Select associated media. Input the photo ID of the image you want to associate with the story in the
“Search for Assets” box. Select the photo and the news story. Click “Connect Selected Assets”

the assets box and select the asset

Asset Details Priority Of Effort Tags Associated Media _

Connected Media
(Click X to disconnect, +'to make primary)

Disconnect All Assets Connect Selected Assets Connect A Url

Assets In Batch 881077 Search for Assets

(Click asset to add to set) - 5023917 -

DefenseTV launches app for. FILTER: Audio | Video | News | Images | Graphics | All

2 Fire Support Coordinator... W
ay Chad Nall {right d to the rank of Major by Lt. Col. Antheny Sanders, Deputy
G ma Field

VIDS today announced that adaptors of the new Apple TV can

VI. UPLOAD VIDEOS

Prior to upload content ensure all metadata information is correct. This will save you time in the review
process.

1. Click “Upload a file” and select video/videos you want to upload. Click OPEN

& Open X
1 | m > ThisPC » Desktop v O Search Desktop y el
Organize « New folder =~ M 0
~ L1 1 1] ~
& This PC - - -
s 3D Objects r n 4 n -
m Desktop | = =
Ly c— - .
[# Documents Adobe Fuse CC Adobe Attachment 1 Attachment 1 Attachment 2
s Downloads (Beta) Lightroom Exel Exel
Classic CC
b Music - ]
= Pictures e l
B Videos AN 0}-&_—_‘ 0}-&3
& 08(C) PDF PDF
e -
AP gioups (1312216 Attachment 2 awesome video CNS Cormmand CTW
= pmorrison (W% Screening Form
and Duty Status
u¥ Metwork v Waiver_Oct 20... o
File name: | awesome video ~ | All Files ~

NOTE: To select more than one file at the same time you need Adobe Flash Player



2. A window with the batch information will open. Wait for all selected videos to be uploaded. Click the
magnifying glass to review.

Upload a file

» @wesome video.mpd

Files Queued: a Current Speed:

Files Uploaded: i -'ne Remaining:
Errors: -'cem Uploaded:

Filename Review Status Delete

awesome video.mp4 2 _ @ i

NOTE: You can only review one video at a time. It is important to upload all the metadata information
correctly prior to upload to save time

3. Review all the metadata is correct and make changes if necessary. Click SAVE

Edit Metadata X

All fields are required unless otherwise indicated XMP Metadata
Filesize 1.97 MB

Category

-- Please Select — v

Title

Description

Caption Writer

Language

English ¥

10



Once you have reviewed all videos. The status field will show a green checkmark indicating the file/files

are ready for command revision and approval. Click FINISH

Review Status Delete

- o 5

Script

- B0

VIL.

Prior to upload content ensure all metadata information is correct. This will save you time in the review

process.

UPLOAD AUDIO

5. Click “Upload a file” and select audio file you want to upload. Click OPEN

_ ¢ Open
For more information
4 m » ThisPC » Desktop v 0 Search Desktop
Your Batch # is 1 Organize ~ MNew folder
" Classic CC
Web Upload SF % This PC s
» 3D Objects 3
To begin, please select m Deskiop L)\:) r = |
e 7 Documents PDF me&-_é_umum
i0ad a file .
- P 3 Downloads . . -‘
Attachment 2 awes awesome audio awesome video
S 4 Music p
Files Queued: N
= Pictures ( ( ( (
Files Uploaded: g Videos :_}-\-._) :_}.\__, :_}.\,__, j\,__,
Errors: & 05(C) PDF PDF PDF PDF
o groups A 16 Command cTw direct-audio-sop direct-publicatio
Filename =~ pmorrison (19 Screening Form -20120626 ns-sop-20170328
and Duty Status
W Network v Waiver_Oct 20...
Add Mews Story File name: | awesome audio v| All Files

A
=
o

DOD_106356825-
256x144-111k (2)

Cancel

NOTE: To select more than one file at the same time you need Adobe Flash Player

6. A window with the batch information will open. Wait for all selected files to be uploaded. Click the

magnifying glass to review.

Upload a file

= awesome audio.mp3

Files Queued:

Files Uploaded:

Current Speed:

maining:

Errors: Percent Uploaded:
Filename Review Stalus Delete
awesome audio.mp3 \ _ @ 5

11




7. Review all the metadata is correct and make changes if necessary. Click SAVE

Edit Metadata

All fields are required unless otherwise indicated XMP Metadata

Filesize 1.97

&l

Category

-- Please Select -- v

Title

Description

Caption Writer

Language

English v

8. Once you have reviewed all files. The status field will show a green checkmark indicating the file/files
are ready for command revision/approval and publish. Click FINISH

= B0

Review Status Delete Script
) © s
VIII. UPLOAD PUBLICATIONS (Only on Direct 3.0)

1. To establish a publications page on DVIDS - email dvidsservicedesk@dvidshub.net with
the following information. You will be notified when the page is ready for uploads.

e Logo - 255x60 jpg only
e  Publication name

e Unit

e Description

e Date created

12



2. Click “click to upload” and select the publication you want to upload. Select OPEN

DVIDS Direct

Poliey Update: You now have complate o
the site Your unit acmi

for all visualinformation published o DY
8la0 opt-in to the unit approval workfioy

ensUE gUs

"
)

coval workflow clich

ration on how 1o edit vour V| assets of to optintothe u

Your Batch #is 1113270

b Upload FTP/SFTP Upload

for uplead

Click to Upload

Files Queued: o Current Speed:

Files Uploaded: 1 Time Remaining:

Errors: i} Percent Uploaded:

Filaname Review Stalus Dalote

Choose PDF

Adkd News 5

(@ open ==
G-\'._J ~ "¢ » Libraries » Documents » - ‘tyl | Search Documents Pl
mgmixg > Newfolder - Al &

‘ 3 Favorites Documents library i by b

Creabve Cloud Files  Includes: 2 locations .
B Desktop Hame . Dabe modified Type Size ol
8 Downloads
A | Downloadzd Installers 3/0/2005 10:1L AM  File folder
| Dutlook Files Fite folder
= Ubraries |5 AmazonFire Channels Foat Beadder POF . 53 KB =
e ’ Analytics All Web Site Data NOY Fosit Reader PDF .. 57 KB
o Music .S: Analytics Amazon Fire MOV Foxt Reader PDF ... I8 KB 4
e [£ Analics i05 Now 54 KE
] Videos |4 Analytics Roku NGV Fowt Feadar 56 KE
[2 Apple Channels Fanit Feadar EOF S5 KB
8 Computer L Assets Report_For_Air Force_ Fosit Resdzr POF . 76 KB
% Asseks Report_For_Air_Ferce 48th_Fighte, Fouit Reader POF . 559 KB
@ Netwark |4 Assets Report For Defense Threat Redu.. Fosit Feadar POF . 20 KB
i} BIA March 2015 MP4 Video 73514 KB
[ Chrstmas in the Army - American Creil .. Fout Resder PDF . 115 kB
DefenseTV Amazon 6 Manths Data KB
DefenseTV AmazonTV 6 Months Daca 15KB
[Z) DefenseTV Android € Months Dats 1 Fosit Resd=r POF T4 KB
" | DeforseTV Charncls 119/016 432 PM Fowt Feader PDE . 56 K|

Filename DefenseTV Chonnels

3. Click on Review magnifying glass icon to enter metadata.

Your Batch # is 1449067

Web Upload FTP/SFTP Upload Upload Graphics

To begin, please select your media for upload.

Click to Upload

Files Queued: o Current Speed:

Files Uploaded: 4 Time Remaining:

Errors: ] Percent Uploaded:
Filename Review
Barack_Obama_at_White_House jpg =Y
Falconjpg 4
MeandElena jog %
shooting range002 jpg 4

Add News Stary

2256

0s

bps

100.00%

Status Delete

e e

&

13

Script

—— |
) [02;;;%@: '




4. Select Publication title from drop down menu (note there could be more than one based on permission

settings). Enter description of the publication episode, if applicable. Set date the publication was created —
not uploaded to DVIDS. Save

Edit Metadata X
all ficlds are required unless otherwise indicated -
Fublication ¥
--Ploase Salect- v
Description 1
Date
Su Mo Tu We Th Fr Sa
£ 2 3 4
¥
5 B 8| 9|0 31
2 323 4 5| 36| A28
19 20 21 22| 23| 2% 25
26 27 Save
P

5. Status will change to green checkmark — select Finish to upload
Wet Upload FTP/SFTR Upload

To begin, plesss s=lact YOUr meca 1of upload

Click to Upload

Files Queued: 0 Current Spead: 6 .50 Mops

Files Uploaded: | Time Remaining: Os

Errars: n Percent Uploaded: 10000 %

Filename Review Status Delete Seript

DefenseTV Channels. pdf 4

@
&

14



UPLOAD GRAPHICS

1. Once in DVIDS DIRECT select Upload Graphics. (Refer to “Graphics Upload Guidelines” in the training
portal prior to upload source files)

DVIDS Direct

Policy Update: You now have complete aediterial control for all visual information published to DVIDS
from the site. Your unit administrator can also optin fe the unit approval workflow to ensure guality

For more information on how to edit your V| assets or to opt-in to the unit approval workflow click he

Your Batch #is 1160214

Web Upload FTP/SFTP Upload Upload Graphics _

To begin, please select your media for upload. N
Click to Upload
2. A pop-out window will open, select LEAVE
x

Do you want to leave this site?

Changes you made may not be saved.

Leave Stay

L)

3. Now you are in the graphic uploader site. Make sure your unit is displayed in the unit bar. If your unit
is not displayed type your unit’s name and set the unit.

Unit: | HOMC-COMCAM

15



4. Select upload graphic.

Upload graphic

DefenseTV_Amazon_Posters_1024x500.psd
Dustin Largent
testing graphic uploader 123 edit

™

Graphss

iRy temid: - cerificate most place VIDEO UNIT TEMPLATE.psd
- Staff Sgt. Pablo Morrison

- test

Graphss

5. Click browse to take you to the next step.

Graphic Uploader

Accepted file extensions are psd, .ai, and .indd.

16



Search for your graphic’s location and once you have found it select it and click open.

FOpen .
Gu

L. » AWARDS » MEMBER OF THE MONTH » SEPTEMEER 2016 - .” Search SEPTEMBER 2016 2

Organize = Mew folder = + [ @ I
0 Favorites i
- Desktop n-lu:mmiMnlmmu |
4 Downloads "
& OneDrive

UEq
" Recent Places

cerificate
@ Creative Cloud FijE member of the
month template

. Libraries
@ Documents
J’ Music
[E=] Pictures L4

E Videos

Ll Computer 57

File name: - ’Custom Files v]

Open |VI [ Cancel ]

Fill out all the required metadata fields.

Graphic Uploader
Accepted file extensions are psd, ai, indd, png, jpg, pdf, zip, and mp4.

Headline

Caption

Caption Writer

Released

Staff Sgt. Pablo Morrison
Headquarters Marine Corps
pmorrison@dvidshub.net
via DVIDS

Select category:

lllustration

Select unit:

17



8. Before uploading, select the category and the unit the graphic belongs to. For a list of categories and
their meaning, refer to the Upload Guidelines.

Select category:

lustraticn r

Select unit:

DVIDS Hub r

cerificate member of the month template. jpg837 kb)

9. If needed you can upload more graphics by selecting browse again. Once all the graphics have been
selected click upload. This action will place the graphic for PAO release.

Prepared by Staff Sgt Morrison

pmorrison@dvidshub.net

678-421-6629

2019-01-11

18


mailto:pmorrison@dvidshub.net



