
VIOS: how-to request photo prints 
1. Navigate to https://vios.army.mil 

 

 

 

 

 

 

 

2. Select ‘US East’ and log in using your CAC for authentication and type in 
your pin 

 
 
 
 
 
 
 
 
 

https://vios.army.mil/


3. Select ‘OK’ USG warning and Consent Banner 

 
4. Select ‘Continue’ 

 

 

 



5. New users will need to register, select the “a new VIOS user?’ bullet on 
the right. 

 
6. Choose your installation (Minnesota ARNG) and select ‘Continue’ 

  
7. New users will sign up  
8. On the welcome page select “Work Request” to create a new request 

using the 3903 form 

 
 
 
 



9. Complete the form and select next at the bottom of the page 

 
10. Provide justification and select what type of product you need, select 

next 

 
 
 
 
 
 
 



11. Select either (1) From HardCopy Original or (2) From Computer File. The 
screen will auto-populate the next portion of the form after you make 
your selection. 

 
12.  If you chose (1) From HardCopy Original, please continue the steps 

below. If you chose (2) Computer File, please skip to step 16 
13.  Complete the form including quantity and description. If you do not 

have the digital file and we took it, please make note of that in the other 
section. Please also state who took the photo or where the photo was 
taken. Select next at the bottom of the window. 

 
14. In the special instructions window please provide a description of 

where it was taken and if possible, who took the photo, so that we can 
attempt to locate it. If it is a true hard copy file, please include 
information about how you will deliver the photo to us. 



 
15.  Select next at the bottom of the window. Skip to Step 19. 
16.  If you chose (2) Computer File, complete the form, including quantity, 

description and upload digital file by clicking choose file. (Only ai, aif, avi, 

bmp, cdr, doc, docx, dxf, eps, gif, jpg, mp3, mpeg, mpg, pdf, png, ppt, pptx, ps, psd, pub, rtf, tif, wav, 
wma, wmf, wmv, xls, xlsx are allowed) 

 
 
 
 
 
 
 

 

17. Click “add products” in the center of the screen. Once you have 
uploaded your file, you can repeat these steps to add as many files as 
you want. Once you are satisfied with the request, select ‘next’ at the 
bottom of the window. 
 



 
18. Enter additional comments as necessary such as the required photo size 

and select next. 

 
19. Review the work request and select submit. 

 
 
 
 



 
20. Save your work request number. 

 

 


