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	1. User Details
	Your Role:  Author  FORMCHECKBOX 
        Editor  FORMCHECKBOX 


	Name/Rank:

     
	Date:

     
	Phone:

     

	Department:

     
	Pers-Code:

     
	NMCI E-mail:

     

	

	2. Images
	Images are stored in the Resource Gallery, and must be approved by the WCMS moderators before you can use them on your site.  For guidelines on what images will be approved for the site, see the User Manual, Style Guidelines section.

	To add an image to the resource gallery, attach both the image and this form in an e-mail to the legacy help desk.

Name of image:     
Is this image a logo or graphic that needs to be sized for the Standard Template image placeholder?  FORMCHECKBOX 
Yes   FORMCHECKBOX 
No

	URL of page on which image will be placed:      

	Source of Image: 

 FORMCHECKBOX 
 Internet (Provide URL:     )

 FORMCHECKBOX 
 Scanned image

 FORMCHECKBOX 
 Clip art

 FORMCHECKBOX 
 Other (please explain:      )

	Images that violate copyright protection will not be placed on the website.

Please select:   FORMCHECKBOX 
 Image is owned by DoD/Navy                     FORMCHECKBOX 
 Image is in the public domain, not copyright protected

	Comments:

     

	

	3.  Resource Gallery Files
	Let the site moderator know if you need to move files in the resource gallery, or if you need to import a large number of files into the resource gallery.

	To move a file in the resource gallery:

Existing location:      
Move to:      

	To import a large number of files into the resource gallery, attach both the files and this form in an e-mail to the legacy help desk.  If you have difficulties attaching your files due to file sizes, provide a comment in the space below and we will contact you to arrange alternate file transmission.

Destination in the resource gallery: (example: Career Info > Records Management)

      



	Comments:

     

	

	4. Resource Gallery Permissions
	Let the site moderator know if you are unable to add resources to the appropriate section of the resource gallery.

	Resource gallery channel to which you need access:      
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