
Upload News with Photos on DVIDS DIRECT



Navigate to 
http://direct.dvidshub.net



Log in with User 
Name and ID for 
DVIDS main Web 

site.



1. Click here to 
upload your 

photos.



2. Navigate to the 
pictures you wish to 

upload and select them. 



3. Click on “Open” to 
upload each of the 

photos selected. 



4. Click the magnifying glass 
to review each photo’s 

metadata. 

Review each photo ONE AT 
A TIME.

NOTE: The 
filenames of 

the photos you 
uploaded will 

appear. 



NOTE: All 
required IPTC 
headers are 

shown.

6. Click the SAVE 
button once 

metadata review 
is complete.

NOTE: The date listed in the 
caption should match the Date 

Taken field as well as the date in 
the VIRIN. All dates should 

represent when the photo was 
taken, not when the caption was 

written.

5. Review all 
metadata or add 
metadata to the 
photo to ensure 
compliance with 

DoD Directive 
5040.6



7. Review the 
metadata for all 
other uploaded 
photos – ONE AT 

A TIME.

Once the metadata 
edits are finished 

and saved, the 
exclamation point 
will turn to a green 

circle with 
checkmark.



8. If a news story 
accompanies the 

photos, click the Add 
News Story link. 

NOTE: The news story 
will be automatically 

attached to the 
photos you select. 



9. Headline: Insert the news headline.

10. Introduction: Insert 
the first paragraph of the 
news story without the 

dateline.
11. Body: Insert the 

main body of the 
news story.

12. Add keywords: any words 
you would use to search for 

your own material.

13. Add the date the story 
took place, not the date it 

was written.



14. Ensure the correct 
unit and journalist are 

given credit.15. Ensure the correct 
country and city are 

selected.

16. Select the photos, 
previously uploaded, that 

belong with the story.

17. Click Save to 
complete uploading the 

story and attaching 
photos.



18. Click the FINISH button 
once each photo’s metadata 
has been reviewed and the 
story has been uploaded. 

NOTE: The FINISH button will 
not be available until all 

photos have been reviewed. 
Each uploaded product must 
have been reviewed and the 
status must be a green circle 

with checkmark. 

Verify the story was 
uploaded successfully.



After clicking the finish 
button, an e-mail will 
be sent to the person 

who uploaded the 
material, which will 

verify what was 
uploaded. 

Log out or Create a New 
Batch.



COMPLETE
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