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Defense Installations Messaging System

1. How do | register for the Defense Installations Messaging System, or DIMS, so that | may
update my file?

You must have a common access card, or CAC, to register for DIMS. The URL is
https://apps.militaryonesource.mil/dims. For new registrants, follow the first-time user
instructions to apply. After your application has been approved, you will receive an email
notification and then you may begin sending messages through DIMS. If you have problems,
contact the help desk at 888-363-6431.

2. What happens if my CAC changes?

Normally, if your CAC changes at your installation or at a new location, our system will
automatically recognize it with no change in the log-in process. However, if your CAC has
changed due to a name or affiliation change and you log in to DIMS and receive a “no access’
message, you will need to follow these instructions:
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Click the click here link in the message and fill out the resulting registration form.
Click submit and choose the appropriate DIMS role on the next page.

Click submit and choose the appropriateinstallations.

Click submit one last time. You will receive a confirmation email and the request will
be sent to the approving officials to process.
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3. If I have more than one digital certificate or external certification authority on my computer,
what should I do?

Most people have more than one ECA on their computers at work. Make sure you remember
and note which certificate is for DIMS and which is for your email.

4. What should | do if | find inaccurate or missing information, or | want to change or add new
information to my installation’s topics, contacts, major unit listings or photos?

You should contact the editors at https://apps.militaryonesource.mil/dims to make
changes. You need a CAC to log in to DIMS. Your one-time registration will give you
continuous access. Be specific in your request and the editors will make changes for you.
Please follow the content manual instructions (downloadable from DIMS) when requesting
changes. If the editors have questions, they will contact you through DIMS, email or your
commercial phone number (if you provided one in your DIMS message).

5. Why must | indicate the changes to my information for the editors? Can’t the new information
automatically overwrite the oldinformation?


https://apps.militaryonesource.mil/dims
https://apps.militaryonesource.mil/dims%20to%20make%20changes.
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The content management system supporting MilitaryINSTALLATIONS is not designed for
automatic load and overwrite. The editors check for mistakes and incomplete information
before it is published and presented to the public. They will contact you if theyhave a question.

How do | highlight changes for the editors?

The editors prefer you copy your articles, contacts and major unit listings into a Word document
and use track changes to make the edits. Do not accept the changes that you made in the
document. Attach the Word document to a DIMS message and the editors will make the
changes. As an alternative to track changes, you may note your changes in another font color or
highlight using the highlight function in Word. It is imperative that you indicate current content
and how you want it changed (new content). If the editors cannot see the changes, they will
return the content to you through DIMS.

If the changes are minor, what procedure should | follow?

Type the changes into the message box in DIMS indicating where the change is to be made;
include the old and new text. It is important to be very clear on what you are asking to be
edited. This includes the exact location of the content you are requesting changed.

Should | send one contact change at atime?

No, please do not send one contact at a time if you are updating multiple contacts. Copy your
contacts from the Contact Information tab in DIMS, paste them into a Word document and
make the updates using track changes or another means of highlighting.

Can | make my contact changes in Excel?

This is not the preferred method, but if it is the only way you can make the edits, you mayuse
Excel. If you do, you must show which cells have been changed using color or highlighting.
Changes in Excel take four times longer to post than changes submitted in Word.

How do | know my message has beencompleted?

The DIMS editors will send one of two messages after they review your request. If they do not
have any clarification questions, they will send you a COMPLETED email. No action is required
on your part. If they have a clarification question, you will receive an email message that looks
like this:

** This is an automated message from MC&FP Office of Military Community Outreach Defense Installation
Messaging System (DIMS). Please do not reply to this email. **

An MC&FP Office of Military Community Outreach Defense Installation Messaging System (DIMS)
message was sent to you from lisa.collier.ctr@militaryonesource.mil. To view this message in DIMS, click
on the link below. https://militaryonesource.mil/pls/psgprod/f?p=110:1:::NO::P1 1D:1723685.

Thank you for using the Defense Installation Messaging System (DIMS). MC&FP Office of Military
Community Outreach

You must click on the link and answer the message. All open messages will be closed after 15
working days. It is your responsibility to check the work and make sure the changes have been
made to your satisfaction.


mailto:lisa.collier.ctr@militaryonesource.mil
https://militaryonesource.mil/pls/psgprod/f?p=110%3A1%3A%3A%3ANO%3A%3AP1_ID%3A1723685
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What if | try to attach a file and it doesn’t work?

The DIMS system limits the names of files to 85 characters. If the attachment isn’t working,
check your attachment and rename it or save it to your desktop before sending.

Why am | required to certify that my content is complete and current quarterly?

The Office of the Secretary of Defense and your service branch require quarterly certification as
stated in the DoD Instruction 1342.22, “Military Family Readiness.” The editors keep track of
your certifications and review your files to see that they are current and complete. Certification
reports are sent to your service representative quarterly.

What should | do if | get a MilitaryINSTALLATIONS quality assurance review matrix?

When you receive a comprehensive review performed by the editors, you have 45 days to make
the appropriate updates or note on the matrix in the Installation Response column why a
requirement does not apply to you. The updates are sent through Defense Installation
Messaging System. They are not made on the matrix itself. The matrix is sent back through DIMS
after you have completed your updates. The editors keep track of the returned matrix and
report to OSD and headquarters quarterly. The returned matrix provides an audit trail for your
installation, and it is to your advantage to return it to us.

Will there be an opportunity to add newinstallations?

Yes, to be included in the MilitaryINSTALLATIONS and Plan My Move applications you must
make a request through your service headquarters chain of command. New installations can be
classified as either major or small. Content manuals are available for both types of installations.
Small installations have a location overview, photos, applicable contacts and major unit listings.
Major installations have this information along with articles in all topics.

What information am | required to update for a complete file?

You are required to write articles and supply complete contact information, photos and major
unit listings according to the content manuals, which are downloadable from DIMS.

May | link emails and websites in myarticles?

You may link websites, but please limit to three per article. You can no longer link email
addresses in articles. All email addresses must be contained in the contacts.

What information is required for a complete contact?
A contact needs to have all elements as described in the content manual. These include:

= Complete physical address, as well as a mailing address, if applicable
=  Phone and fax numbers, both commercial and DSN

= Email addresses and websites

=  Hours of operation

Incomplete contacts are major problems in our database. Take care to ensure you have included
all required information.
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Are there formatting rules for articles?
Yes, the content manual outlines the rules for formatting articles. Some of the highlights include:

= Use civilian time, for example, 8 a.m.

=  Write phone numbers as 301-384-5696.

= Write overseas phone numbers as if dialed from the States, for example, 011-49-75-6879.

= Use DSN area codes even in the United States, for example, 312-356-8766. Note the 312
area code has been added to most U.S.DSN numbers; please do not request the area code
be removed.

= Do not use elaborate formatting or colors. The editors will format according to the approved
standards.

What should be included in major unit listings?

You should provide commercial and DSN phone and fax numbers. If the unit has a website, that
may be included as well. You should not include descriptions, addresses or names of individuals.

Can | add custom topics?

Custom topics cannot be added at this time. This is under consideration for future development.
However, you may add installation-specific information to most of the topics. See the content
manual for information that should be added as installation-specific and for topics where
installation information is notallowed.

Do Plan My Move and MilitaryINSTALLATIONS contain a photo gallery? If so, is it limited to a
certain number of photos?

Yes, you can submit a new photo or change a photo through DIMS. The number of photos you
may have in your installation file is not limited. However, use your discretion in the number of
photos as they take up space on the hard drive. One photo of a golf course is plenty; three is
overkill. Make sure to include a caption with each photo. If you send photos with faces of
people, make sure you have a written release on file or that it is a stock Public Affairs Office
photo.

Photos must be sent one at a time. You cannot include a zip file attachment in a DIMS message.
Photos must comply with the following formatrequirements:

= Format: JPEG/JPG or GIF files only

= File size: No larger than 100KB perimage

= Maximum image size: 640 by 480 pixels (total pixel size no larger than 307,200 pixels). If you
have trouble resizing photos contact the help desk for assistance.

= Scanned photo dpi: If you are scanningprinted photos, scan them at 300dpi. Use 4-by-5 or
4-by-6 photos for best results.

PowerPoint slides, PDFs and Word files will not work in the system and will be returned.



Plan My Move

1. Whyis Plan My Move a three-month calendar?

Three months was chosen as an average for the standard calendar. The Plan My Move site has a
customize calendar function, which allows a user to create a personal calendar with user-
specific tasks for any length from one month to years. The calendar is stored and private to the
individual user. It is available whenever the user logs in to Plan My Move.

2. What happens if | get an error when trying to access the calendar?
Clear your cache and your SSL State. Here is how you do that:

Select Tools -> Internet Options

Select the General tab and click the Delete in the Browsing History section
Select the Content tab and click the Clear SSL State button

Click Apply and Ok
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Once that is done, close out of all your open browser windows, open a new window and go
to http://planmymove.militaryonesource.mil.

3. Is there anything | need to do for Plan My Move content?

No, Plan My Move is a sister application to MilitaryINSTALLATIONS. That means the information
in Plan My Move is pulled from the MilitaryINSTALLATIONS database of information. That is
why it is so critical for your files to be updated and accurate at all times.

4. Are the contacts in the MilitaryINSTALLATIONS directories the same as those that appear on the
pages with the articles in Plan My Move?

Yes, the contacts are the same; both programs use the same database. When you send
corrections and updates through DIMS, please note if the corrections are in a contact or in an
article.


http://planmymove.militaryonesource.mil/

MilitaryINSTALLATIONS

1. Are MilitaryINSTALLATIONS and Plan My Move available to the public?

Yes, these applications are not protected by a log-in requirement. Ease of access to information
and resources is a primary objective of MilitaryINSTALLATIONS and Plan My Move.

2. Should I be concerned about security since MilitaryINSTALLATIONS has maps and building
numbers for my installation that are unavailable to the public?

No, the DoD Security Office for publications has approved MilitaryINSTALLATIONS information
for the Web. Be sure to clear any photos you want to post with your Public Affairs Office.



