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Defense Installation Messaging System (DIMS)
1. Overview

DIMS is a messaging system between installation relocation personnel and the Editors who will make the requested changes for publication on the web.  It is as simple to use as e-mail.  

· Relocation personnel will use DIMS to communicate additions and changes to content including: (1) topic narratives; (2) contacts; (3) major unit listings; and (4) photos in Plan My Move (PMM) and MilitaryINSTALLATIONS (MI).  All changes to installation content will display in both the MilitaryINSTALLATIONS and Plan My Move applications.

· Message Editors will use DIMS to advise relocation personnel if they have clarification questions and when their request is completed.  

· All requests for changes must be submitted through this system.  

2. Login

To login, you must posses a DoD Common Access Card (CAC).  CAC cards are the only access to DIMS.  To access the directions for logging into DIMS go to https://apps.mhf.dod.mil/DIMS.  On this page select “I have read and agree” for the terms and conditions, then select “first time user.” 
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Figure 1 DIMS welcome screen.
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Common Access Card (CAC) Registration Procedures

The Military Community and Family Policy (MC&FP) Program Support Group has implemented the use of Dob Public Key

Infrastructure (PKI) authentication for the Defense Installation Messaging System (DIMS) in accordance with DoD

policy. DIMS is for authorized users only and requires a valid CAC.

First time visitors must register to ain access. The registration and approval process for access to ths section cauld take up to 24 hours.

REGISTRATION PROCESS:

1. Ensure that your CAC is functioning carrectly in your brawser. If you are having any difcultes, please cantact your netwark

administrator or lacal help desk

2. When your certficate has been imported, you may clck on the link belaw to register your certficate and request access to DINS.

3. fter clicking on the link below, you will be prompted to select 2 PKI Certficate.

o In registering a CAC certificate, be aware that you may have multiple certificates in the dialog box

o Make sure that you do not select the e-mail certificate. Laok in the lower halfof the screen at the "Issued by:" field; ensure i does not

cantain the word E-Mail
« Once the correct certificate is selected, dlick OK to continue with the registration pracess. v
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Figure 2 Common Access Card (CAC) Registration Procedures

You need to register only once (Figure 2).  After you have registered you will be granted access every time you login.  Again, the URL is https://apps.mhf.dod.mil/DIMS.  Select “I have read…” and then “proceed”. Note:  if you do not use the system for 90 days, your account will be inactivated.  You must contact the Help Desk to reactivate your account.
If you need additional assistance, please contact the Help Desk at 1.888.363.6431 (1-888-DoDMHF1). 
If your CAC Card changes.  You need to go to https://sso.mhf.dod.mil/pls/cssso/f?p=202 select “authenticate” and go through the “Update CAC/ECA Certificate” process.
3. DIMS Features

When you login to DIMS, you will be on the Create Message tab, and will see the Submit Request form (Figure 4).  The Create Message tab and Submit Request form function like an e-mail system that routes your request to the Editors.
If you have permission to see more than one installation, you will also see a Messages tab.  This tab is used by headquarters, major commands or field personnel with responsibility for more than one installation to view all messages for their area of responsibility.  Figure 3 shows the Messages tab.

Figure 3 also shows a Reports tab.  The report functionality is described in Section 8 of this guide.  The reports allow relocation personnel to access customer statistical data for their installation. 
[image: image3.png]merica Online 9.0 Security Edition &l

Ele Edt Ml Commuty Services Safety Window  Keyword  SanOf  Hel

%“@&W@ﬁﬁe

Bookmark DIMS | Military Homefront | Site Map

HOMEFRONT Supporting our Troops & their Families Wednesday July 04, 2007

Troops & Families Leadership Service Providers

Defense Installation Messaging System piiitar

Welcome Linda Rothleder  Print Contact US User Guide How To Submit 3 Change (Simulation) FAQs Logout

Create Message | JEERETERE)  Reports |

Search

User AL

Message Status AL

Show Completed Requests |~

Messages

(Reset) ((apply Changes

Message  Subject Erom Installation Topic  LastUpdate Status Attachment
033uL-07
FLOWERS. ANNA E. 1085044342 Hickam AFB 01.31.23.000000 [Submitted

Hickam Air Force Financial

Base, Hawail  [-OWERS.ANNA.E.1085044342 Assistance 01

usac 033uL-07

changes Jennifer afford BENELUX/SHAPE- Overview  06.05.34.000000 [Response Sent v
Chievres PM

usac Motor 033uL-07

Jennifer afford BENELUX/SHAPE- 1o\ 06.13.10.000000 [Response Sent -

Dimsnewscroens -1 ; . 7 & On@n e - v 2[00 F§E s





Figure 3 List of Messages
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Figure 4  DIMS Messaging page showing header and Create Message tab

The header displays the current date and your user name, and contains standard DIMS functions.  These functions are:

· Bookmark DIMS – Select this link to add the DIMS URL to your Favorites list.

· Print – Allows you to print the contents of the current page on your local printer.

· Contact US - Tells you how to contact the Help Desk.  The Help Desk phone number is 1.888.363.6431 or use the “Contact US” link at the top of the page. 
· User Guide – Allows you to download a PDF file of the current DIMS User Guide
· PMM/MI Content Manual – Allows you to download a PDF file of the current content manual which must be followed when writing content for the applications.

· How To Submit a Change (Simulation) – Allows you to view a tutorial on how to use the DIMS messaging system.

· Frequently Asked Questions – Allows you to review commonly asked questions and answers

· Logout - Logs you out of DIMS and closes the browser window for the current session.  See Section 9, “Completing Your DIMS Session,” for details on this function.

The Create Message tab contains the Submit Request form.  This looks and functions like a standard e-mail system.  Note the following features:  

· Installation and Topic – These are dropdown menus.  Select your installation, than select the topic.  It is important to select the topic related to your message.
· Subject – This line is an open field.  Fill this in with the subject of your message.
· Request/Change – Note messages cannot be longer than 32,000 characters. Please use the spell check function provided.  
· Attachment - Area with Browse button (shown in Figure 4) – Word, rich text file, and text file documents and image files only may be attached.  PowerPoint attachments for images will not work. 

· Reset – This button will delete all information in the message field.
· Submit Request – When you are satisfied with your message this sends your request.
4. Creating and Sending Your Request in DIMS

To submit a request or change through DIMS:  

Step 1:  Select Installation and Topic – Use the dropdowns to indicate the Installation, and Topic to which the change applies.  If this change is applicable to more than one topic, please be specific in your e-mail subject line to the Editors.  

Step 2:  Enter Subject and Request/Change Text -- Indicate the specific subject and the

requested change in the Subject and Request/Change areas on the Submit Request form.  You do this by selecting the area (e.g., by clicking on it) and entering your text.  

· Make sure to monitor the length of your message as only 32,000 characters are allowed, the rest will be lost.  

· Use the Spell Check button to check your spelling at any time. 

Note:  Do not select the Reset button unless you need to completely clear (start over) the Submit Request form.

Your message must clearly describe the change(s) that needs to be made to the content.  You should indicate:
· If there is an attachment.  If there is an attachment, outline in the message field what the attachment includes and what you would like the Editors to do with the content in the attachment (replace complete article, replace/modify specific text under the subheadings, etc.).  Please do not send complete replacements, unless the text is completely rewritten.  Please do not accept changes in MS Word documents, send the documents with the changes showing.  Please let us know if the change is in a contact or the topic narrative or both. 
· The current text that is in place and the requested changes to that text.  Please make sure that your message is clear.  For example, you could write the following in the message field: The current text reads……, please replace it with the following text……  When providing new text, please limit the number of URLs/websites in the text to three (3) and the number of e-mail addresses in the text to two (2).

· If your request is to edit a contact, you must show what needs to be changed clearly.  Requests to change all contact information will not be honored as the system cannot replace all, every field must be done manually.
· Always include in the message field a commercial phone number where you can be reached.
If you are not attaching a file to your message, go to Step 4.  Otherwise, continue with Step 3.
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Figure 5 Submit Request form with Subject and Request/Change filled in.

Step 3:  Attach a File to Your Message – If you are sending an attachment as part of your message, select the Browse button next to the Attachment area.  A Choose File dialog box will appear that allows you to find the attachment on your computer, select it, and attach it to your DIMS message by selecting Open (see Figure 6).  After you do this the path to your attachment will appear in the Attachment area of the Submit Request form. 

Note:  DIMS limits you to one attachment per message.  For example, you can attach a text or an image file to a message but not both at the same time.  Provide specifics about the attachment in the Request/Change area.

Attachments must conform to the following guidelines:
· Narrative content (text) may be submitted in one of the following formats:  as a plain text file (TXT); as a rich text file (RTF); or as a Word document (DOC).
· Contacts can be sent as a plain text file, rich text file, Word document or Excel spreadsheet but changes to contacts must be clearly marked.

· Images pictures or other artwork to appear as content must meet the following specifications:

· Format:  JPEG/JPG (preferred) or GIF files only. 

· File Size:  No larger than 100KB per image. 

· Maximum Image Size:  640x480 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 scanning printed photos, scan them at 300dpi.  Use 4x5 or 4x6 photos for best results.

· Submit your photo caption or description along with your image in the message field.
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Figure 6 Selecting the Browse button on the Submit Request form brings up the Choose File dialog box that allows you to select a file from your computer and attach that file to your DIMS message.

Figure 7 shows the completed Submit Request form.  When you are done with your attachment, go on to Step 4 to submit your message. 
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Figure 7 The completed Submit Request form ready to be submitted.

Step 4:  Submit Your Request/Change – Once you are satisfied with your message, select the Submit Request button.  Your DIMS message will be routed to the Editors.

If for any reason you need to clear the entire Submit Request form, hit the Reset button. 
5. Status E-mail Messages from DIMS

DIMS will automatically send an e-mail to the address you provided when you registered as a DIMS user.  You will receive a message when the Editors have a clarification question and/or when the work is completed. 

· Clarification question message. 
** This is an automated message from the Defense Installation Messaging System (DIMS).  Please do not reply to this email. **

A Defense Installation Messaging System (DIMS) message was sent to you from linda.rothleder@itc.dod.mil.  To view this message in DIMS, click on the link below.
https://apps.mhf.dod.mil/pls/psgprod/f?p=106:1:::NO::P1_ID:2059

Thank you for using the Defense Installation Messaging System (DIMS).
MC&FP PSG Support Services

· Completion message.
** This is an automated message from the Defense Installation Messaging System (DIMS).  Please do not reply to this email. **

Your Defense Installation Messaging System (DIMS) request was completed on 06/14/2007 08:47.

Thank you for using the Defense Installation Messaging System (DIMS).
MC&FP PSG Support Services
It is your responsibility to review your work after you receive the completion message.  If you find you need additional changes, send a new message through DIMS. 
6. Replying to E-Mail Notifications in DIMS

If the Editors have questions or add comments to your original request, you will receive an e-mail notification that you have a message from an Editor.  It will include a hyperlink to DIMS.  Following this link will take you to the Message Reply form seen in Figure 8.  This will show the entire sequence of messages that apply to this particular change request.  Note: that the most recent message (probably the one you need to reply to) is on top, with the previous messages in the thread displayed below it in descending date/time order.  Your original request will be last in the sequence.
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Figure 8 DIMS Message Reply form.
If you need to: add comments, answer questions, or explain or clarify your request, you may do this in the Reply area.  Scroll down the page until you see the Reply area at the bottom of the Message Reply form (Figure 8).  Add your message and any attachments there.

When your reply is complete select Send Reply to send your message.  You will not get a “return receipt” when your reply is read.   You will only receive a message if there is a need for additional clarification and/or the work is completed. 
7. Completed Requests in DIMS

When action on your request has been completed, the responsible Editor will change the request status to “Completed.”  A final status e-mail will be sent to you.  The goal of the Editorial staff is to complete action on all messages in 4 working days after submission.  You should see the final result on the appropriate content page, Plan My Move or Military Installations, within 7 working days of your request.   
8. Report Functions in DIMS

This section describes the report functionality in DIMS.  There are 3 areas in the report functionality.  They are:  Message Counts; Statistics, and Users by Service.   To generate a report choose the date range you desire and select go.  The report will generate.  All reports are downloadable to an excel spreadsheet.
1. Message Counts -- shows the number of DIMS messages received for the time frame selected.  It reports by Service and you can easily see if there as been activity.  The number of DIMS messages received during the selected timeframe will display.  If there has been no activity, a zero will display.
2. Statistics – this report has 2 pages.  A summary page for the entire application followed by an installation specific page.  It displays the number of visitors and hits by Topic and by page of Plan My Move.

3. Users by Service – identifies the DIMS users by installation.  This page could be useful to you to create an e-mail and phone list of other relocation personnel in your Service. 
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Figure 9 Reports homepage.
Statistical reports are displayed by date range, by installation, for the topics in PMM and the pages in PMM.  There are 3 tables on the homepage, Figure 10. The first table presents installations in order of most hits to least hits and number of visitors.   These numbers are aggregate for the date range you select.   Figure 11 shows the topics most used to least used and Figure 12 shows the pages in PMM from most used to least used by hits and visitors.
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Figure 10 Statistical reports homepage.  
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Figure 11 Topic usage. 
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Figure 12 Pages in Plan My Move.
In Figure 10 above, the installations are hyperlinked.  Select your installation and an installation specific report will be displayed.  This is the report that you will use most often and is most important to you for collecting your statistical data and evaluating how your clients are using your information.  This page has two parts:  (1) topics accessed and (2) pages in PMM accessed by hits and visitors.  Figure 13 shows the topics and Figure 14 shows the pages in PMM.
Note:  if a topic or page has not been accessed in the timeframe you selected, it will not display; therefore your report may look different from one report to the next report. 
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Figure 13 Topics by installation.
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Figure 14 Pages in Plan My Move.
The pages in Plan My Move refer to the pages in the application.  There are several lines which you should pay particular attention to.  These include:

· Installation Overview  -- the overviews may be accessed from MI, MHF or other means
· Plan My Move – Installation Information -- means the number of times the overview is accessed from the calendar specifically
· Major Units

· Contact Information

· Installation Photo Gallery

· Plan My Move Booklet

The remainder of the information is interesting but unnecessary for you to get a good view of the information that your customers are accessing.
The new reports functionality also allows you to view your own message history in DIMS.  Select the messages tab and the active messages will display for your installation, Figure 15.  If you want to see all of your message history in DIMS, check the closed message box and select go, then all of your messages active and closed will display.   To view the content of a message, simply select “view message” in the left hand column and the content will display.
[image: image15.png]=181

DIMS - Messages - Microsoft Internet Explorer pre
ft I

Fle Edt View Favortes Took Help

Goack - > - @ [B) 2| Qearch [revortes @vieda 3 | B & =1 2 &3
‘address [€) htps:/japps mhF dod.milpis{psgprodfTp=106:6:727766589238929: M0 =] Qoo |unis
Bookmark DIMS | Military Homefront | Site Map .
Military
Wednesday
k Supporting our Troops & their Families eptamber
15, 2007

Troops & Families Leadership Service Providers

Defense Installation Messaging System

Willtary one

ontact US User Guide PM/MI Content Manual How To Submit 3 Change (Simulation) FAQs Logout

Welcome Patricia Johnson  Print C:

Create Message || fITEEEXTER  Reports |

Search

Installation AL T

Show Completed Requests [~

Go

Messages
(Reset) (pply Changes )

Subject Erom Installation  Topic Last Update Attachment
view Istallation Specfic Information - ¢ Naval Station overview 18-SEP-07
TemmeFEX et 08.48.51.000000 PM

Message  Contact Information
Download List of Messages

&
Sstant| 1] @ | [t | [ | ks | €100, | [l | @t ews [[E Vo

a5





Figure 15 Message display screen.
9. Completing Your DIMS Session

When you have submitted your requests and changes or finished checking the status of a request/change in DIMS, click Logout to complete your session.  You will see the Logout page, Figure 16.  The popup will ask you if you want to close this window.  Select Yes to close the window and complete your session.
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Figure 16 Logout Page with popup.  Select Yes to close your DIMS session.
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