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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. 
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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. 

 
          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 

 

      Figure 2.2 
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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. 

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 
screen are dependent upon the authorizations the user 
has been granted. 

 

First time Customers are required to enter all Customer 
Contact Information. After the first entry the customer 
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 
this publication. 

 

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. 

Figure 2.3 
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      Figure 2.4 

2.2.1 New VIOS User 

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  
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     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. 

            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. 
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     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. 

 
     Figure 2.9 
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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. 

     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.  

     Figure 2.11 
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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. 

  
         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 
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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 
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.  

3.2 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.) 

Figure 3.3 
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                                     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. 
 
 

       Figure 3.4(a) 
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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. 

                                                                                                                                        
 Figure 3.6 
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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. 

 

 

 

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

 

 

  

Select a studio from 
the drop down box provided. 

 

 

 

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. 

 

Enter quantity requested.   

Click the Next button to continue. See 
Figure 3.7.  

 
Figure 3.7 

Figure 3.6b 

Figure 3.6a 

Figure 3.6c 
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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. 

 

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

 

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

Figure 3.8 
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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.  
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If customer selected Walk In, then the appointment date will be appear 
as seen in figure 

3.10b 

 

 

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

If the customer has an existing DA Photo appointment, he/she won’t be 
able to make another appointment. That appointment has to be 
cancelled before a new appointment is made. See figure 3.10c 

 

Figure 3.10c 

 
If the Work order has been created against the Work Request for DA 
Photo and it is not completed, the user cannot create another DA Photo 
appointment. See figure 3.10d. 

Figure 3.10b 

Figure 3.10a 
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Figure 3.10d 

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. 

                                                                  Figure 3.11 

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

 

 

 

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

 

 

 

 

 

Select a studio from the drop down box provided. 

 

 

 

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. 

 

Enter quantity requested.   

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

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

If the customer has an existing Head & Shoulders Photo appointment, 
he/she won’t be able to make another appointment. That appointment 
has to be cancelled before a new appointment is made. See figure 
3.11d.  

Figure 3.11c 

Figure 3.11b 

Figure 3.11c 
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Figure 3.11d 

 
 

3.2.1.3 Photography of Special Event 
When 
Photography 
of Special 
Event is 
selected the 
screen seen 
in Figure 
3.12 opens. 
All text fields 
require 
information 
to be 
entered. 

Enter Name 
of Event 
using drop down list. See Figure 3.12a. 

 

 

  

 

 
Figure 3.12a 

Figure 3.12 
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Figure 3.13 

Enter Location using drop down list. See 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. 

3.2.1.4 Scanning 

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

Select original size 
from drop down 
list. See Figure 
3.13. Select 
Output, Print or 
File, using radio 
buttons. Refer to 
Figure 3.13a. 

Figure 3.12c 

Figure 3.12b 
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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 
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 
quotation?” question using the Yes or No radio buttons. 

Click the Next button to continue.  A Summary screen will open, See Figure 
3.13.2. 

Figure 3.13b 
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    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 
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     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. 

3.2.2 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 
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. 

 

Figure 3.14 
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      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. 
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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. 

 

      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 
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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. 

                                                          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 
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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 
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      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. 
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                                                                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?” 
question 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. 
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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 
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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 
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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. 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 Figure 3.28.2 

Figure 3.28.1 
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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. 
Refer to Figure 
3.28.3. 

• Select the time duration and check the days. 

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

Figure 3.28.3 

Figure 3.28.4 
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Duplication: 

• Select Output Media Type using check boxes. Refer to Figure 3.28.5. 

• 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 3.28.5 

Local Video Production: 

• Enter Title, 
Description etc. to 
the text boxes. 
Pink indicates the 
field is required, 
white indicates 
field is optional. 
Refer to Figure 
3.28.6 

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

Select Output Media 
Type using check boxes. Refer to Figure 3.28.6. 

• 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:  

• 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.  

Figure 3.28.5 

Figure 3.28.6 
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• Select Tape 
Types and 
select Customer 
Provided Media 
Type. 

• 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. 

• Select the time 
duration and check the days. 

Video Clip: 

• 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. 

• 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 3.28.8 

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

Figure 3.28.7 

Figure 3.28.8 
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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. 

 
Figure 3.31 

Once the Work Request is submitted a screen 
opens showing the Work Request number. 
See Figure 3.32.  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. 

 

 
Figure 3.32 

Figure 3.30  
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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.  

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

      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. 

                        Click the Next button to continue.  

A Special instructions screen will 
open.  
See Figure 3.36. Add any special  
requests here. Answer “Would  

Figure 3.35 

Figure 3.36  
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you like a quotation?” question  
using the Yes or No radio buttons. 

Click the Next button to continue.  

A Summary screen will open, See Figure 3.37.  

       Figure 3.37 

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

 

 

 

 

 

 

 

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 

Figure 3.38 
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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. 

3.2.5.1 Edit Audiovisual Events (Presentation Support)  

Click on the ‘Preview & Print’ button to view the work request.  

                                                         Figure 3.38 (a) 

If modifications need to be made, click on ‘Edit AudioVisual Events’ link displayed in red 
color. A new screen opens with edit functionalities; refer Figure 3.38 (b) 
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                                                             Figure 3.38(b) 

Make appropriate changes and click ‘Update’ button. Refer figure 3.38(c). 

                                                              Figure 3.38(c) 

Click on ‘Close’ button to come out of the edit screen. All the modifications are reflected on 
the 3903 print screen. Refer figure 3.38(d) 
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                                                                      Figure 3.38(d) 

Note: Customers are allowed to make modifications to the ‘Audiovisual Presentation 
Support Service’ work request only when the work request status is NEW.  

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.  

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. 
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Figure 3.39 

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

An Additional 
Comment screen 
will open.  
See Figure 3.40. 
Add any comments 
here.  

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. 

A Summary screen will open, See Figure 3.41. 

Figure 3.40 
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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. 

 

3.2.7 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 3.42 

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.   

 

 
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. 

  
      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. 

An Additional Comment screen will 
open. See Figure 3.47. Enter any 
addition information into the text 
entry box at this time. 

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 3.47. 

A Summary screen will open, See Figure 3.48. 

Figure 3.46 

Figure 3.47  
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Figure 3.49 

      Figure 3.48 

Click the submit button.  Once the 
Work Request is submitted a screen 
opens showing the Work Request 
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 
is sent to the Customer which 
includes Work Request #, Type of 
Service Requested, etc. 

 

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. 

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, 

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. 
 

 
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. 

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) 

    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 
requested is picked by or shipped to the customer, then an email is 
sent to the customer. The customer can submit the survey and 
those responses can be viewed either by the customer or manager 
by logging in to the WebPortal under the ‘DA3903 Requests 
Viewer’ and click the survey image, refer figure 3.51.1. A new screen opens with 
the survey results. Refer figure 3.51.2. 

Figure 3.51.1 
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     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 
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. 

Figure 3.54 
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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 ‘1105th 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. 

                                                               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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 Figure 3.56 

 

3.2.9 User Transfer to Other Installation 

When users are transferred to other installations then their VIOS account can be 
transferred to their respective installation.  

                                                                    Figure 3.57 
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On far right corner on the VIOS application, a link is provided stating ‘Have you transferred to 
another installation? Click on the link to read the important information about the transfer to other 
installation.  

Click on ‘My Profile’ link. Under ‘Employee Detail’ section, below the ‘User Name’ a link is 
provided stating ‘Permanently transfer my VIOS account’. Refer figure 3.58. 

                                                      Figure 3.58 

Click on ‘Permanently transfer my VIOS account’. A new screen opens ‘Transfer Yourself to a 
Different Installation’. Refer figure 3.59. 

                                                             Figure 3.59 
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Select the installation where the user has been transferred and select the respective organization 
and click on ‘Transfer myself’ button. Refer figure 3.60 

                                                        Figure 3.60 

 

A confirmation message popup (refer figure 3.61) click ‘OK’. This will transfer the user to different 
installation 

 
Figure 3.61 

Once the user is transferred to other installation, VIOS applications will logout the user. He / She 
have to re-login using their credentials. Refer figure 3.62. 
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Figure 3.62 

 
When user re-logins, his/her VIOS account opens from the transferred installation. Refer figure 
3.63. 

                                          Figure 3.63 

 

 

4 Information Corner 

4.1 Home  
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. 

Figure 4.1 
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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.     

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. 

 
Figure 4.2 
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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.  

When all of the edits have been made, click the Update button to complete the 
process.  

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 

    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. 

Figure 4.3 
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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. 

 

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

The document is accessed by 

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. . 

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.   

6 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. 

Figure 4.5 
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Figure 6.1 

7 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 
questions 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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