For DA Photo and/or other Visual Information work request please
use VIOS (Visual Information Ordering System)

Follow the instructions below to submit a service or product work request.
1. Using you CAC you may log on to VIOS at this web address.
www.vios.army.mil or using your AKO log in www.vios-akowest.army.mil

2. Select the Western region.
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ing, Engravin,

EMCWEBSITES

ini Joint Base
yosTaling § Langley-Eustis
Privacy & Security Joint Base
Contact Lewis-McChord

FAQ Kaiserslautern

i 8 B

3. You will be a new user the first time. Select how you will log in (CAC or AKO)
Select Installation (Kansas ARNG) and Continue.

Common Access Card [CAC] Authentication

New User

sers that have never been registered with YOS before. Such users should
elect "a newe VIOS user?! option on the right.

Existing VIOS User WITH AKO Are you

Users that have been registered with YOS using their AKO login § password * 3 newVIOS user?
but never logged into VIOS using their CAC card. Such uzers should select "an . "
existing VIOS user With AKO?" option on the right and erter AKO € an existing VIO user With AKO?

Lasipeashoit T an existing VIOS user Without AKO?
EX|3tan VIOS User WITHOUT AKO Select your installation and click Continue
Users that have been registered with VIOS by the Installstion Administrator and Seloct Installati -
have been provided & login f passyord and never logged inta YOS wsing their I st nstalation... —I
CAC card. Such uzers should select "an existing YIOS user Without AHO? Continue |

option on the right and enter LoginPazsword provided by the Installation

Administratar.

NOTE:

This is a onetime process for those users that have
never been logged into VIOS using CAC Card.




4. The next screen shows the Work Request Icon. Click on the 3903.

Welcome To Fort Eustis Regional VI Activity Center Visual Infermation Web Site

Work Request

3903

Wiark Reguest

Back to Login Page

Erivacy and Security | Freguently Asked Questions

5. Next you will be asked to enter your personal contact information.
Customer Contact Information

First Name:l

M. Initia |:|_

Last Name:l

Organization Level#1:|....5elect.... ;I
Grad e:l
our Telephune:l
DSN:I
Your E-Mail Add ress:l
Add ress:l
E‘.'rty:l

State:lm
Zip:l—

Alternate POC Name:l

Alternate POC Grade:l
Alternate POC Telephune:l

Alternate POC E-Ma iI:I

& Pickup " Ship

Shipping Address same as above: [
Address:

City:

Stater] s -

Zip]

Note: Ship option is restricted to off-site customers

MNext Cancel

You may need to check the “Shipping Address same as above” box. Click Next.



6. Next select the type of Product or Service and enter Justification and click next.
Type of Product & Service

& Unclassified " Classified

Justification I

* Photography

" Print Photos, Signs and Charts

" Design/Graphic Senvices

" Video / Audio

" Audiovisual Events (Presentation Support)

" Fabrication

" Training, Audiovisual Equipment & Loan Media ltem Support

I~ Jump to Comments

Frevious Mext Cancel
Photography
Select Photography using the radio button on the Type of Product and Service screen.
Photography
File containing Sensitive Information SHOULD HOT be attached.
Type of Photography: ;I

D& Photo

Head & Shoulders Portrait
Photography of Special Event
Scanning

Select the type of photography from the drop down list. The types of photography
listed are dependent upon the privileges the user is allowed. Different screens will
automatically open for each selection.



DA Photo - Check the appropriate box and radio button.
Photography

File containing Sensitive Information SHOULD NOT be attached.

Type of Photography: I DA Phote

[

™ Promotion Board I School Requirements
Last Name:lwmnw

" Special Requirements [~ Warrant Officer Package

First Nﬁme:lAa ron

Widdle InﬂaI:IJ

" Enlisted ™ Officers
St”dic'il...Eeled.... |
Appuintmentﬂate:l— '}'( i
Quantity:|1
Frevious Mext Cancel

Select an appointment date and time. Click the icon to open the calendar feature.

Studio) pa Photo Studio
Appointment Date: 3

A new Calendar screen will open showing the current month and year along with the available time
slots for each day.

Aug September 2009 Oct=
Sun  Mon  flue  Wed  [Thu [Fi_ [Sat
I : : :
6 I 8 9 10 il 12
13 14 15 18 7 18 19
20 21 22 23 24 25 2%
[ wewn ]

1020 AVAILABLE

0720 AVAILABLE

1040 AVAILABLE

0740 AVAILABLE

1200 AVAILABLE

0200 AVAILABLE

1220 AVAILABLE

0820 AVAILABLE

1240 AVAILABLE

0840 AVAILABLE

1200 AVAILABLE

0200 AVAILABLE

1220 AVAILABLE

0920 AVAILABLE

1240 AVAILABLE

1400 AVAILABLE

0240 RESERVED
1000 RESERVED

1020 AVAILABLE

Walk In

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.



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

This screen offers you an opportunity to give us any specifics or information pertinent to your

request.
Special Instructions

Additional Comments:

Would you like a Quotation ? ®No O Yes

This next screen gives you a summary of your request. Click Submit.

Summary
Customer Contact Information
Name:Aaron Whitney Organization:DAHT. USAALS Alt. POC Name:Friedly. Jason Pickup Address:2715.C McMahon Street
Grade:E€ Address:2715-C McMahon Street Grade:SFC City:Fort Eustis
Phone:878-0110 City:Fort Eustis Phone:878-0110 State:VA
DSH:826-0110 State:VA Email:viwebportal@iti-corp.com zip Code:23804
Email:sustemen@iti-corp.com Zip Code:23604 Delivery Type:Fidup
Charge#;ﬁtﬂflﬂ {expired 3 Nowv OT)
Justification
Justification:Pheoto - Seanning Security Classification:Unclassified
Service - Scanning
Original:Film - 4x5
Qutput
Product:Event Fhotography Use:Indoor
Quantity:12 Est. Cost:30.00 Required:10/02/2009
[ Previous | [ submit | [ cancel

Next you will see option to preview/print, click Close.

Your Work Request has been submitted Successfully

Work Request # 2009004319

Preview & Print |
Close |



The same process works for Head and Shoulder Portrait and Photography of Special Event with
slight variations. Special Event Photography requires coordination and is dependent upon
manpower resources.

7. The VIOS system generates emails throughout the process to keep you informed on the
status of your request. Once you see Work Request PENDING APPROVAL you can rest assured
we have accepted your request and unless otherwise advised, everything with us is tracking.

The next time you login, VIOS will remember you and take you directly to the Work Request
screen.

Again if you need assistance with any part of the process, or have general questions concerning
our products or services, or changes to your original request please contact the Work Order

office @ 785-274-1032.

Other questions are answered in the FAQ part of VIOS.



