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Description:  This is a demonstration of how to use the MilitaryINSTALLATIONS website application.
Learning Objective:   Military members and family members will be more familiar with the application.  Users will know how to find the information they are seeking with ease.
Materials: Materials needed to present this module include:  PowerPoint slides and projector, live internet if available; PowerPoint slides will not be necessary.
Audience:   Service and Family members with PCS orders and those expecting orders in the future. 
Timing:  The suggested time frame for this presentation is 20-25 minutes. This leaves time for   questions and discussion.
TIP:  You can insert and replace screenshots of your own installation to demonstrate how to use the application.
SLIDE 1 – Introduction 
PRESENTER:  Welcome the participants and provide them with details about your background. Tell participants your name, title, and your experience with relocating with the military and your expertise in Life Skills Education.
SAY:  Welcome to the tour of MilitaryINSTALLATIONS (MI).  For the next few minutes, I am going to explain the features and benefits of this website for military families and service members. MilitaryINSTALLATIONS, http://www.militaryinstallations.dod.mil, is a comprehensive quality of life website that is rich in content for service and family members. Often thought of as a moving tool, MilitaryINSTALLATIONS contains information that can be used daily by any person needing an answer to a question concerning military life.  
MilitaryINSTALLATIONS provides various kinds of information:  a specific phone number for a program or service; the locations and directions for all the commissaries in a region; or an entire booklet of information on a specific location can be downloaded and kept for reference off-line.  MI links to DoD and Service approved resources for more information.  Let’s get started.
SLIDE 2 – MilitaryINSTALLATIONS homepage at www.militaryinstallations.dod.mil 
SAY:  MilitaryINSTALLATIONS is easy to use.  As you can see the homepage is very simple and intuitive.  From this page, there are two ways to search: by Installation or State.  The “View a Directory of Installations” link allows you to select an installation or you can begin typing the name, and then select the installation from the dropdown box. Once the name is in the box select “GO”.  Let’s look at the “View a Directory Installation” selection process.



SLIDE 3 – View a Directory of Installations (Army has been chosen to demonstrate)
SAY:  When the link is selected, the branches appear first to help you narrow your search.  Note that the State Department is on this list.  There are many small overseas locations that are not in the database.  The State Department link has information on all locations worldwide from A-Z.  
After you select a branch, a list by State and Country appears.  In this case we selected Army.  Simply scroll down until you find the location that you are looking for and click on the location.  This action populates the “Enter an Installation” box on the MI homepage. 
SLIDE 4 – MilitaryINSTALLATIONS homepage to type in an installation (Fort Campbell ).
SAY:  If you know the name of your installation, simply begin typing in the name and a list will appear.  Find your location, select it.  The selection appears in the search box and you select “GO” to find information on the location.
ASK:  How many of you have seen or used this application?
SLIDE 5 – Fort Campbell, KY Fast Facts 
SAY:  Selecting “GO” will always take you to the Fast Facts page for an installation.  This page was designed as a summary of the essential information you may need.  Think of it as an “at a glance” view of the location.  You can only see the top half of the page here but other information displayed is on Housing, Base Services, Family Center, Youth Services and more.   Traveling around this page on the left hand tool bar are the articles which appear in every large installation file.  Smaller locations only have one summary article.  Across the top are the tabs for the installation overview, contacts, major units, photo gallery and local community information.  Continuing down the right hand tool bar and visible in this screen is a link for personal assistance. Clicking on the link takes you to an email form to send your request.  You will receive an answer directly within 5 business days.  If you do not want to wait for an email, you can call the installation using the phone numbers on the upper left hand corner of this page or by looking over the program contacts from the “Installation Contacts” tab across the top.  You may also contact Military OneSource 24/7 for personal assistance with any question.  The Military OneSource information is on the right hand side of the page.  Also on the right hand side of the page are additional resources and below the fold is the local weather and time.
SLIDE 6 – MilitaryINSTALLATIONS Homepage to type in a State (Maryland)
SAY:  You may be interested in information about a State as you are not near a military installation.  The State pages of MilitaryINSTALLATIONS contain a wealth of information and put you in direct contact with the people who can help you research a State program or service.  To find a State begin typing in the name of the State in the search box, then select the State from the dropdown list.
ASK:  Who has been stationed at a location that was not close to an installation?   Tell us about the support you received.
SLIDE 7 – Maryland State Page with JFSAP information
SAY:  The State pages contain links and emails to the people who will have the answers about the military resources in the State.  This program is called the Joint Family Support Assistance Program (JFSAP).  All State Overview pages are setup the same way as the one in this screen and all have the same information.  Across the top under the “State Installations” tab, you can find the listing of all military installations in the State.  There may be some that are closer to you that you are unaware of in the database.  The database has over 300 small locations in the States.  You can find a moving checklist to use and a directory of state resources available to military service and family members.  But first, let’s finish our tour of how to search for information from the MilitaryINSTALLATIONS homepage.
SLIDE 8 – MilitaryINSTALLATIONS homepage to type in specific program or service (Family Center, Kaiserslautern, GE)
SAY:  Suppose you just need one piece of information, a phone number, address, email, or website for a specific program or service.  You can search this information easily and in many ways.  You start by selecting the “program or service” from the dropdown, selecting your “installation” from the dropdown, then you have options of entering your zip code and a mileage range or just one or you can leave these fields blank, then select “Go”.
SLIDE 9 – Installation Contacts for Family Center (Kaiserslautern, GE)
SAY:  In this example, I have selected the Family Center within 10 miles of Kaiserslautern, Germany.  As you can see there are three family centers within a 10 mile range or (14 kilometers since we are in Germany).  The information in the contacts show: commercial and DSN phone and fax numbers, a local address as well as a mailing address, links to email, websites for the centers, and the map link takes you to the location on Google maps.  
SLIDE 10 – Installation Overview (Camp S. D. Butler)
SAY:  Briefly, let’s look at the tabs across the top of the page in MilitaryINSTALLATIONS.  We will save the articles on the left for last.
Every “Installation Overview” page is setup the same way beginning with a short description of the location of the installation -- country, province, state, county, city and town and addresses if this is a “military town/area”.  Other information that you might find in this first paragraph will be links to base videos, Facebook pages and Twitter accounts.  You will find the base operator numbers as well.  Moving down this page you will get a snapshot of the history, mission, populations served, sponsorship procedures, temporary lodging options, information on housing, and other important topics; especially if anything is critical to the location.  Critical messages include information on telephone procedures, pet restrictions, hurricane information or other emergencies which may be common to the location and if there are restrictions on bringing family members to the location.

SLIDE 11 – Installation Contacts for Camp S. D. Butler
SAY:  Following along the top tabs, the “Installation Contacts” are a comprehensive list of all the searchable programs and services on an installation.  There are 60 or more contacts for every file, if it is a large installation; medium and smaller locations have fewer contacts.  You can find virtually anything that is important from Special Needs enrollment offices, to the family member employment assistance programs, to the transportation offices and housing offices, the school liaison officer, the BCAC, the medical treatment facilities, banks, MWR, commissary, exchanges, barber shops, personnel offices, family centers, and the relocation office  to name just a few.  Contacts have commercial and DSN phone numbers, addresses – mailing and mapping, emails and websites as well as hours of operation.  If you find information missing, it could be that the program or service does not have all of these elements.  If you find something is incorrect or not working, please use the “feedback” button on every page to send a message so that the editorial team can update incorrect information.  Your help is always appreciated when you find missing or out of date information.
ASK:  Who is moving to an overseas location or coming from an overseas location? 
SLIDE 12 - Photos
SAY:  Next is the “Photos” tab which displays a photo gallery of the installation.  Scrolling the horizontal tool bar will provide a thumb nail and clicking the thumb nail will enlarge the photo.  Every photo has a caption so you know what you are looking at.  An average photo gallery contains about 40 images, but there is no limit.  Some have more and some have less. 
One of the requirements for MilitaryINSTALLATIONS is that installation housing floor plans be included in the photo gallery. Alternatively, a URL to your installation’s housing office’s website may be provided in your Housing articles as links to the housing floor plans.
SLIDE 13 – Major Units for Ft Campbell, KY
SAY:  Moving on, “Major Units” contains a listing of the major units on the installation.  These are quick reference phone and fax lists and in some places websites to the units are included.  This is very helpful if you are looking for a unit contact quickly.
SLIDE 14 – Installation Booklet – Ft Campbell, KY
SAY:  Next is the “Installation Booklet” tab.  All of the location’s information can be downloaded into a PDF booklet.  If there is information that you do not need, simply uncheck the box next to the information that is not needed before proceeding to the download process.
SLIDE 15 – Plan My Move homepage at http://apps.mhf.dod.mil/pmm 
SAY:   Now let’s explore the right hand tool bar.  On every screen there is a link to Plan My Move.  This is the Plan My Move (PMM) homepage.  Plan My Move is a calendar based moving tool available for service members and families to plan an efficient, cost-effective move.  There is a separate presentation for Plan My Move similar to this presentation so we are not going to explore Plan My Move here.  A majority of the information in Plan My Move is drawn from MilitaryINSTALLATIONS to display behind the events on the planning calendar pages.  Plan My Move also has generic articles and links that are helpful to anyone moving, on TDY or PCS orders, for the military.  It brings together in one place all of the resources available from DoD and the Services.
SLIDE 16 – MI and PMM Additional Resources
SAY:  Following down the right hand tool bar, there are “Additional Resources” available.  Both the installation and state pages have additional resources.  The topic areas on this screen contain the approved, official websites and information that DoD and the Services want service and family members to be aware of to assist them live a full productive military life.  There are many wonderful programs available under each of these topics.  Far too many to discuss here, but we encourage you to explore them at your leisure.
SLIDE 17 – Special Needs article for Ft Campbell, KY
SAY:  Another important group of articles on MilitaryINSTALLATIONS are the articles specifically created for families with Special Needs family members.  These pages have a wealth of information on everything anyone needs to know if they have a Special Needs family member.  The information addresses educational needs, medical care, enrollment procedures and support available from the family center.  For each of these topics there is an in-depth article written and approved by the DoD Office of Special Needs.  All of the articles are not pictured here.  This is the overview page to the Special Needs section and it links to each individual article or you can use the left hand tool bar and select the desired article.
SLIDE 18 – Employment article for NAS Whidbey Island
SAY:  All of the MilitaryINSTALLATIONS’ articles are important and contain vital information for service and family members.  A very important topic is employment assistance.  Finding satisfying employment has always been difficult for mobile family members whether they are in the military or private life. The Employment article is the place to start your research when looking for a position in a new location.  Information contained in the article includes a brief narrative regarding the employment opportunities and unemployment situation in the area.  There is a discussion of state and county employment office programs and how to best access these resources;   the installation family member employment program’s services and resources available; and most importantly there are links to the employment programs run on behalf of DoD by Military OneSource such as the MyCAA program for tuition assistance and websites for finding available jobs with DoD partner companies.
ASK:  How many of you know about the Military Spouse Employment Program (MSEP)? 
SLIDE 19 – Sponsorship article for Columbus AFB, MS
SAY:  Sponsorship is a wonderful program designed to help service and family members move.  The Sponsorship article in MilitaryINSTALLATIONS links to the secure and public Sponsorship Training application at http://apps.mhf.dod.mil/esat.  In the training application checklists are available as well as information necessary for a successful move. Each Service runs their sponsorship programs a bit differently and this article summarizes the procedures for each Service.  At the bottom of this screen the major units appear for the selected installation which is a quick and easy way to contact your unit if you do not already have a sponsor assigned.  To the right you will see “Do you have a Sponsor?”  Click here and you will send an email to the Relocation Manager who will work with your unit to get you a sponsor.
SLIDE 20 – Family Center article (McGuire AFB – Joint Base Lakehurst-Dix-McGuire)
The Family Center article is Service-specific and discusses all the programs and services provided at the facilities and virtually by the staff.  Each installation augments the standard description with a discussion of their services.
SLIDE 21 – Relocation article (Heidelburg, Schwetzingen, Germersheim, GE)
SAY:   As with the Family Center article, the Relocation Assistance article is in two parts.  The first part is a discussion by Service of the programs and services, the second part not shown here is the installation-specific discussion.  The relocation program staff provides the information for MilitaryINSTALLATIONS’ articles, contacts, photos and major units.  It is my job to supply information as it changes.  I provide counseling on moving through MilitaryINSTALLATIONS and Plan My Move.  I train the sponsors to help them facilitate your moves.  I provide workshops and trainings, tours, out-processing and in-processing briefings and most of all I coordinate with all the other installation resources to make sure that you have the information you need to take some of the stress out of moving in the military.
The loan closet is also part of the relocation program.  We have items available for loan when you arrive and when you depart.  Items needed to set-up a household prior to your household goods arrival are available and listed here.  The procedures for lending and returning items can be found in the Loan Closet article.
SLIDE 22 - Conclusion
SAY:  This concludes our tour of MilitaryINSTALLATIONS.  Questions and comments are welcome. I want to thank you for your time and attention.  Our staff at the Relocation Program office is very proud of this website and we hope that you found something in today’s presentation that will help you answer a question or find a specific resource.  
ASK:  How can I help you?
Presenter:   Provide business cards if available.
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