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What is my job?

Apply for DIMS Account
Read Content Manual

Research and write content 
Review content at least quarterly
Keep photos up-to-date
Keep contacts up-to-date
Keep major unit listings up-to-date



DIMS User Orientation

Purpose
Signing in
Sending a message
Replying to a message
Report functionality



Welcome Screen



DIMS Purpose

Used by installation relocation staff to 
communicate with DoD editors
Improve quality and speed of response
24 Topics 
Contacts in 55 MI Directories
Major Unit Listings
Photo Galleries



Getting Access to DIMS

DoD Common Access Card (CAC) only access to DIMS.
URL 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.”
You only need to register once.
Registration becomes inactive after 90 days if not used.
If you get a new CAC 
https://sso.mhf.dod.mil/pls/cssso/f?p=202 select 
“authenticate” and go through the “Update CAC/ECA 
Certificate” process
Issues call Help Desk 1-888-363-6431.

https://apps.mhf.dod.mil/DIMS
https://sso.mhf.dod.mil/pls/cssso/f?p=202


CAC Card Registration Screen



Features of the DIMS

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 (DoDMHF1) 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 of the 
current content manual
Newsletter – Archive of newsletters
Frequently Asked Questions – Allows you to research some answers 
to issues and problems.
Logout - Logs you out of DIMS and closes the browser window for the 
current session.



Features of Create Message Screen

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

Installation Name – dropdown menu
Topic – dropdown menu 
Subject – line is an open field.  
Request/Change - area that includes a character counter and 
Spell Check function.
Attachment - area with Browse button – Word, rich text file, 
and text file documents and image files only may be attached. 
Reset – button will delete all information in the message field
Submit Request – button to send request



Create a Message Screen



Submitting a Request
To submit a request or change through DIMS:  

Step 1:  Select Installation and Topic – Use the dropdowns to indicate the 
Topic to which the change applies or if you need to change photos, major 
unit listings or contacts.  If this change is applicable to more than one topic, 
please be specific in your e-mail 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.  
Messages are limited to 32,000  Characters in the text box only.  No limit 
on attachments
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 that needs to be made to 
the content.  You must:

Include the name of the installation for which you are requesting a change.
Show the current text that is in place and the requested changes to the text.
Include a commercial phone number where you can be reached.



Recommended Ways to Make Changes

Simple changes insert into DIMS message
More complex changes in a MS Word 
document using “Tools”, “Track Changes” or 
colors to denote changes.

Must show changes
Do not send replace the entire text if only a few 
words have changed
Combine all of your information into one Word file 
following the content manual
Do not send contacts one at a time



Choose File for Attachment

Select Browse… to bring 
up the Choose File dialog 
if you need to add an 
attachment



Rules for Attachments

Narrative
Word file (*.doc)
Rich text format file (*.rtf)
Text file (*.txt)

Images
JPEG (*.jpg) preferred
GIF (*.gif)
Maximum file size

100KB per image
640 x 480 pixels (307,200 pixels total)

Scanned photos
Original should be 4x4 or 4x6
300 dots per inch (dpi)

One attachment per message – narrative and image changes require 
two messages
Title of attachment must be limited to 85 characters or the system will 
strip the attachment.  No limit on characters in attachment.



Contact Information Tab

Can see complete e-mail addresses
Verify if e-mails are working from your computers
Send changes through DIMS

Can verify web sites from this page
See Hours of Operation
Can copy this page into Word and update 
using track changes



Contact Information Homepage



Select Installation and Program or Service



Search Results Page



DIMS Automated Messages

DIMS will automatically send an e-mail to the 
address you provided when you registered as a 
DIMS user when: 

The editors have a clarification question 
Your request is complete.

The status of your request will change as it is 
reviewed and processed by the Editors.  When 
editorial actions on your request have been 
completed, you will receive a final status message 
that tells you that the status of your request is 
“Completed.”



Responding to DIMS Messages

You may receive e-mail requiring a response
These e-mail notifications include a hyperlink 
to DIMS

A Defense Installation Messaging System (DIMS) message was sent to 
you from linda.rothleder@mhf.dod.mil.  To view this message in DIMS, 
click on the link below.

https://apps.itc.dod.mil/pls/DIMS/f?p=106:1:::NO::P1_ID:261

Follow hyperlink to view and reply
You must respond to these messages within 
30 days or they will be closed



Message Reply Clarification



Replying to a Clarification



Reports in DIMS

Available by installation
Available by time frame selected
Three types of reports

Message Counts -- shows the number of DIMS 
messages received for the time frame selected. 
Statistics – this report has 2 pages.  A summary page 
for the entire application followed by an installation 
specific page. 
Users by Service – identifies the DIMS users by 
installation.  



Reports Tab Homepage



Statistical Homepage



Topic Usage Table



Plan My Move Pages Totals



Topic Report by Installation



Plan My Move Pages by Installation 
Report



Critical Pages in PMM for Reporting and 
Evaluation

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



Messages Report



Log out

Alwys Log Out

Select Yes o 
close the 
window



Content Manuals

Major Installations
Small Installations (separate content instructions)
Must follow guidance as presented

MHF editor review continuous
Quarterly review requirement

Proactive
Must affirm that you have reviewed and send message through 
DIMS

Some flexibility
Includes Standardized Text

Cannot be edited
Can include installation specific information under Standardized
Text



Parts of Content Manual
Checklist
Part I describes new tools and transition from 
SITES
Part II - DIMS Users Guide
Part III - guide to content pay topic with 
checklists and includes standardized text
Part IV - guide to contacts and major units
Part V – photo information
Appendix 1 - Standardized text
Appendix 2 – Contact Directories



Review

DIMS is used to send changes to your 
installation information
Explain change in your message
Attach narrative or image (only one per 
request)
Respond to clarification questions promptly
Gather statistics for reports



Getting Help

MHF will have a Relocation Service Providers page
Contains all current materials: Users Guide, Content 
Manual; Marketing Materials, Training Materials; Important 
Messages

Download and Read User Guide
Read Newsletter Archives
E-mail Help Desk

support@mhf.dod.mil
Call the Help Desk

1-888-363-6431



Help with Content

Send request through DIMS
Can contact 
Linda.Rothleder@rothlederassociates.com or

Linda.Rothleder.ctr@mhf.dod.mil or
301-384-5696

mailto:Linda.Rothleder@rothlederassociates.com
mailto:Linda.Rothleder.ctr@mhf.dod.mil
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