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About this Manual

This manual is intended for use with any Distance Diagnostics through Digital
Imaging (DDDI) system currently supported by the Center for Internet Imaging
and Database Systems (CIIDS). This is a generic user manual that provides
a full range of information about how to use the system to submit samples,
evaluate samples, forward samples, retrieve and view samples, and basic account
management. Several different systems are currently produced and supported by
the facilities and staff of CIIDS. While these systems are very similar in the
interface they present to the user, there are some differences that are identied
wherever appropriate.
Throughout this manual, references are made to certain www site addresses.
Most notably, http://www.dddi.org/uga. This is the web location of the original
DDDI system. Whenever you need to visit your system for sample information,
please be sure to replace the “uga” portion of the universal resource locator
(URL) with your system appropriate name (Example: “aces”, “aku”, “honduras”,
“lsu”, “osu”, “pacic”, “tamu”, “uiuc”, “wsu”).
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Overview

The Distance Diagnostics through Digital Imaging (DDDI) system is an
innovative system that allows textual information and descriptive images to
be submitted directly from County Extension ofces for rapid evaluation by
resource professionals at the University. The system is designed to be easy to
use, responsive, and available from any computer terminal with access to the
WWW. Bringing together a hardware and software package that is both
reliable and economical results in time and economic savings not only in
terms of system development and implementation, but in training, and actual
submission of samples as well. The convenience factor of submitting and
accessing samples electronically, as opposed to traditional physical samples
or site evaluations, vastly improves the availability of timely responses of
evaluations that ultimately result in economic savings for the citizens of the
state of Georgia.
County Extension faculty are trained to capture descriptive images and submit
the images with information about various agriculture-related problems to
state Extension faculty. Off-the-shelf equipment including digital cameras,
microscopes, electronic image capture devices, and desktop computers are paired
with a state-of-the art database and web-based sample submission interface to
facilitate the transfer of images and text to University evaluators.
The DDDI system can reduce turnaround from an average of 4 days to as little as
1 day when compared to the method of sending physical samples through postal
mail. Samples can be submitted and evaluated within minutes in an emergency.
County Extension faculty become more familiar with agricultural problems
recognition through direct interaction with the process.
Future plans include the establishment of an online image library to be based on
images and information from real “grass roots” problems.

How the system works
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System login
The DDDI system is a secure site with password protection to keep sensitive
information within view of appropriate personnel only. Login with a uniquely
identifying, valid username and password is necessary for system access. The
login feature has the added benet of providing identifying information about
the user without requiring users to enter static information about themselves
repetitively. For example, every user is associated with a specic county,
address, phone, fax, and email address. This information is stored in the
database and is readily available as contact information for sample follow-up and
to populate the county eld of the sample submission form.
Sample submission
System users log into the system and select a discipline area specic to their
sample. All necessary and appropriate information is entered into the selected
form and up to ve images associated with the sample are uploaded to the
system. Upon submission, sample information is used to identify the appropriate
evaluator, and an email is automatically generated to inform that person of
samples awaiting his/her evaluation.
Sample evaluation
Upon receipt of system notication, evaluators log into the system. A list of
all samples applicable to their area of responsibility and awaiting evaluation
is available. Evaluators may evaluate the sample, forward the sample to
another evaluator who may better evaluate the sample, or s/he may seek
outside consultation about the sample and use that information to tender a nal
evaluation. In most DDDI systems, any user with system access may view the
sample information, but only the original sample submitter and evaluators may
view the nal evaluation, recommendation and comments. Some DDDI systems
allow all users to view sample evaluations.
Evaluation reply
Once evaluators have tendered their nal evaluation regarding a sample, an email
is automatically generated to the sample submitter, as well as the submitter’s
afliated county ofce, with sample information including the evaluation, and
applicable recommendations and comments. Submitters and evaluators may
at any time view the information relevant to a specic sample. Samples that
have been submitted and not yet evaluated display a message indicating that
evaluation is pending.
Sample archive
The DDDI system is designed to offer users an archive of samples they have
submitted or evaluated. A catalog of samples is available in chronological order
sorted by month that lists all samples submitted by the user via DDDI.
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Signicant features

User login means system is secure
The DDDI system makes submitting samples as secure as possible. The most
notable aspect of this security is the required login by all registered system
users. Each user has the opportunity to select their own uniquely identifying
username and password. The secure nature of the system insures that only those
persons with system access will view samples and, in most systems, only the
original submitter of the sample and evaluators may view recommendations.
User sessions are programmed to cease after a specied period of time to
insure that system access is not compromised by the casual passerby. System
administrators are granted a wide range of permissions that allow for system
maintenance.
Sample submission and evaluation reply is automatic
Once a sample is submitted to the system, email notication is automatically sent
to the appropriate evaluator based on areas of responsibility. When an evaluator
submits an evaluation, the submitter automatically receives this information
about the sample via email. A duplicate copy of the sample information
is sent to the county ofce for record keeping. This system of evaluation
reply dramatically reduces specialists’ time collecting sample submitters’ contact
information. Submitters benet from the time savings as well, being notied of
evaluation as soon as it is available.
Image preview option
The image upload process includes a preview option which allows the submitter
to view an image to make sure it is the appropriate image for a sample. A popup
window displays the image to be uploaded once the image has been identied
and the “preview” button is clicked.
Variety of disciplines extend system functionality
In an effort to make the DDDI system as robust and complementary to the
County delivery system as possible, a variety of agricultural disciplines are
incorporated into the DDDI system and can evaluate submitted samples. The
main user menu lists all available disciplines and sub disciplines available for
sample submission.
Help topics make sample submission easier
Help topics are identied throughout the site where extra explanation or help
may be benecial. The help topics are identied by the help icon
.
Users may click on this icon to launch a new browser window where the help
information is displayed without interrupting the user’s current session.

Signicant features
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Sample submission forms are streamlined and standardized
Although each discipline may request information specic to the sample, the
layout of constant factors, such as information about the submitter and client, is
represented in the same order and position on each form. Submitter information
is automatically associated with each sample.
Evaluators have choices
Evaluators can choose to evaluate samples routed to them without further
assistance; they may forward a specic sample to another evaluator who may
possibly have more experience with a particular sample type; or they may seek
outside consultation. Outside consultants are granted temporary access to the
system and may view sample information, with client information hidden to
protect their identity. If evaluators are aware they will be away from email
access for a prolonged period of time (more than 3 days) they can forward all
samples to another evaluator while they are away, insuring that no sample goes
without evaluation.
Contact information is readily available
Contact information about the submitter and evaluator is readily available
including hyperlink email addresses in the evaluation section for one-click email
communication. User information can be updated at any time including title,
address, phone, fax, email, and password.
Sample submission/evaluation activity is cataloged
System users have easy access to all samples they have previously submitted or
evaluated via DDDI. The samples are cataloged in chronological order to make
locating a sample easier and more efcient.
Evaluation reply times can be monitored
As timeliness is of the essence in regards to sample evaluation, system
administrators can easily track samples not yet evaluated and contact appropriate
personnel. This feature insures that no sample “falls through the cracks.”
Broadcast email allows system wide communication
System administrators and evaluators may utilize the broadcast email feature to
notify users of emerging issues related to proper system use. This eliminates the
need for individual email address lookup and insures that all system users are
notied regarding important system news.

Submitting a Sample
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Submitting a Sample

Login

1

Each system user is associated with a unique username and password. Users
may change their password at any time. System access is restricted to only those
personnel with valid username and password.
1.
2.
3.
4.

Go to http://www.dddi.org/uga/ where “uga” is your system name
Type your username in the “Username” eld
Type your password in the “Password” eld
Click “Login”

2
4

3

Note: If you forget your password, you may request an email reminder
(see the section “Why provide birth date and city” under the Account
Management section of this manual).
Select a sample area
The sample areas are designed to insure your sample is submitted to the
appropriate evaluator. Use your best judgment to identify a subject area that
appropriately describes the sample problem. If the evaluator who receives the
sample is not able to properly evaluate it, s/he has the option of forwarding that
sample to another evaluator who can better evaluate the sample.
5.

Click on the appropriate link to access the discipline form.
Example: Plant Pathology

5
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Client information

Client information
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Select Existing Client or Add New Client
Form elds with red labels indicate required information. “Select lists” with
predened option values are available for easy and consistent data entry.
Each sample must be associated with a client. If you are submitting a sample on
behalf of a client who has already been entered into the system:
1.
2.
3.

1

Select the appropriate County from the County select list
Select the appropriate Client from the Client select list
A pop up box will appear conrming your client selection.
If the client information displayed is correct, click “Yes” next to “Do
you want to use this Client?”. The sample submission page will be
reloaded and appropriate client information will be displayed.

2

OR
3.

If the client information displayed is incorrect or incomplete, click
“Yes” next to “Edit this Client?”. You will be given the opportunity
to modify the client contact information. Upon successful modication
of the client contact information, the sample submission page will be
reloaded and appropriate client information will be displayed.

3

If you are submitting a sample on behalf of a client who has not already been
entered into the system:
B1.
B2.
B3.
B4.
B5.
B6.
B7.
B8.
B9.

Type Client Name
Type Client Address
Type Client Address Line 2 if applicable (example: Suite 1302)
Type Client City
Type Client State
Type Client Zip Code
Type Client Phone Number
Type Client Email Address if applicable
Click Continue
The sample submission page will be reloaded and appropriate
client information will be displayed.

Note: Continue lling in the form elds as necessary. Fields from this
point forward may differ from discipline to discipline. Be sure to use select
lists or check boxes wherever possible. If options in the select lists are
not appropriate to the sample being submitted, select “Other” (if available)
from the list and type a more appropriate value in the box labeled “If Other,
Specify”. Remember that all elds with red labels are required.

B1
B4
B6

B2
B5
B7
B9
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Fill in form

Fill in form

13

The sample submission page will be reloaded and appropriate
client information will be displayed. Continue lling in the form
elds as necessary.
Note: Fields from this point forward may differ from discipline to
discipline. Be sure to use select lists or check boxes wherever possible. If
options in the select lists are not appropriate to the sample being submitted,
select “Other” (if available) from the list and type a more appropriate value
in the box labeled “If Other, Specify”. Remember that all elds with red
labels are required.

te

No

te

No
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Upload sample images

Upload sample images
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Attaching at least one image to the sample submission form is a requirement for
sample submission. Only image les in the JPEG format (le name extension
.jpg or .jpeg) can be attached to the samples. Be sure the images you wish to
upload are in this le format. If the images are saved on a oppy disk, be sure to
insert the disk into the computer before attempting the upload process.
1.
2.
3.
4.
5.

1

Click “Browse…” next to the eld label “Sample Image 1:”
Select the source where your image is stored from the “Look in:” drop
down menu. In this case, the images are stored on the 3 1⁄2” oppy
drive.
Select “All les [*.*]” from the “Files of type:” menu
Click on the image le you wish to upload. The image le name will
appear in the “File name:” window
Click “Open”

2

Note: Only les of type “.jpg” or “.jpeg” will be accepted.
6.
7.

Type a description for the sample image. For example, you may want
to indicate the time of day, location, focal length or camera zoom level
when the image was taken.
Continue uploading images and typing descriptions for up to
ve images for a given sample as necessary

3

4
5

te

6

Note: You may preview the images at any time to be sure they are
the appropriate images for the sample you are submitting. Click the
“Preview” button next to the browse button for an image. A separate
window will pop up previewing the image to be uploaded. Click
“Close” to close the preview window.
8.

Click “Submit Form” to submit sample information and image(s) to
the system

8

The Successful Submission page will display an auto-generated sample
number for this sample. An email is automatically generated to the
appropriate evaluator indicating a sample is awaiting their evaluation.
The evaluator logs into the system, evaluates the sample, and submits
an evaluation. The evaluation is stored in the system, emailed to the
sample submitter, and a copy is automatically sent to the appropriate
county ofce.
te

No

No

Viewing a sample

16

Viewing a sample
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Recently diagnosed samples
Each sample is assigned a uniquely identifying sample number. This number
can be used to quickly and efciently locate and view the sample. The sample
number is provided at the time of submission on the sample submission success
page. Once a sample has been evaluated, a link to that sample will be visible on
the original submitter’s Main Menu for seven days.
1.
2.
3.

Click “Main Menu” on the side menu bar
Click the sample number for the sample you wish to view
Sample information is displayed

2

Sample information displayed
•

All information pertinent to the sample will be displayed.

•

In most systems, only the submitter and evaluators may view the
actual evaluation, recommendation and evaluator comments. This
information is displayed below sample detail.

•

If the sample has not been evaluated, a message at the bottom of the
page will indicate it’s evaluation pending status.

1

3
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View a list of samples submitted by user

View a list of samples submitted by user

If you are unaware of a sample’s assigned number, you may locate the sample by
viewing a list of all samples you have submitted to the system.
1.
2.
3.

Click “Submitted by ...” from the side menu bar
Click the sample number of the sample you wish to view
Sample information is displayed
Note: If the sample you wish to view was submitted in a previous
month or year, click on the Month or Year the sample was submitted,
then click the sample number of the sample you wish to view. Sample
information will be displayed.

2
te

No

1

3
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Free-text search for a sample

Free-text search for a sample
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Free-text search for a sample (evaluators and administrators only)
To perform a free-text search of all the sample information submitted to date,
enter search parameter(s). You may use wildcard operators and boolean logic in
the search (i.e. *, AND, OR, etc).
1.
2.
3.
4.
5.

Click “Free-Text” on the side menu bar
Type search parameters in the search eld
Click “Search”
Click on the sample number you wish to view
Sample information is displayed

2
3
1

4

Sample information displayed
•

All information pertinent to the sample will be displayed.

•

In most systems, only the submitter and evaluators may view the
actual evaluation, recommendation and evaluator comments. This
information is displayed below sample detail.

•

If the sample has not been evaluated, a message at the bottom of the
page will indicate it’s evaluation pending status.

5
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View a list of recently submitted samples

View a list of recently submitted samples
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Recently submitted samples
A list of the last 25 samples submitted to the system is available to some system
users. In some systems, users may view the list of recently submitted samples,
In other systems, only diagnosticians and administrators may view this list.
1.
2.
3.

te

No

Click “Recently Submitted” on the side menu bar
Click the sample number for the sample you wish to view
Sample information is displayed
Note: If you wish to view the last 25 samples for a specic diagnostic
discipline, select that discipline from the select list and click “Submit.”
The last 25 samples submitted to the diagnostic discipline you selected
will be displayed.

2
1

3

Evaluating a Sample
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Evaluating a Sample
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Login

1

Each system user is associated with a unique username and password. Users
may change their password at any time. System access is restricted to only those
personnel with valid username and password.
1.
2.
3.
4.

Go to http://www.dddi.org/uga/ where “uga” is your system name
In the “Username” eld type your username
In the “Password” eld type your password
Click “Login”

2
4

3
te

No

Note: If you forget your password, you may request an email reminder
(see the section “Why provide birth date and city” under the Account
Management section of this manual).
View samples awaiting your evaluation
Samples awaiting your evaluation will be available on the main menu.
5.

Click the sample number of the sample you wish to evaluate
Sample information is displayed

5
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Evaluate sample

Evaluate sample
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At the bottom of the sample information page, a dialog box presents options
for your action on this sample. You may choose any of the three options.
After carefully reviewing the sample information and associated image(s), please
select the most appropriate option.
1.
2.
3.
4.
5.
6.
7.

8.

1

Examine sample information and associated images.
At the bottom of the sample detail page, select “Evaluate This
Sample” from the “What would you like to do?” select list
Click “Continue”
Type your evaluation in the eld labeled “Evaluation”
Type your recommendation in the eld labeled “Recommendation”
(optional)
Type your comments in the eld labeled “Comments” (optional)
OPTIONAL: You may select another evaluator(s) to receive the
evaluation you tender. Any evaluator you select from the list will
receive an emailed copy of your evaluation. Click on the name of
the evaluator you wish to receive a copy of your evaluation. Multiple
selections are allowed. Press the “CTRL” key on your keyboard and
then click on the multiple evaluators with whom you wish to share
your evaluation.
Click “Send Evaluation”

2
3

Your evaluation is automatically emailed to the original submitter.

4
5
6
7
8
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Forward sample to another evaluator

Forward sample to another evaluator

If you feel another evaluator associated with the system is better equipped to
respond to a sample, select the “Forward to Another Evaluator” option.
1.
2.
3.
4.

Examine sample information and associated images.
At the bottom of the sample detail page, select “Forward to Another
Evaluator” from the “What would you like to do?” select list
Click “Continue”
Select an evaluator from the “Forward This Sample To:” select list

1

Note: If an evaluator is not represented in the list, that evaluator is
unavailable for system access and is temporarily forwarding all samples
to another evaluator. Your name will not be present in the select list as
you cannot forward samples to yourself.
5.

Click “Submit”
Notication that a forwarded sample is awaiting their evaluation is
automatically emailed to the selected evaluator. Additionally, an email
is sent to the original submitter informing them of the change of
diagnostic responsibility. Responsibility for evaluating that sample is
transferred to the evaluator you select from the “select list.”

2
3

Note: For information regarding forwarding all samples when you
are unavailable for system access for a period greater than 3 days,
see the “Forwarding all samples” section of this manual under Account
Management.

4

5
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Seek outside consultation

Seek outside consultation
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If you feel a person outside the system may assist you in responding to a sample,
select the “Consult with an Outside Source” option.
1.
2.
3.
4.
5.
6.
7.
8.

Examine sample information and associated images.
At the bottom of the sample detail page, select “Consult with an
Outside Source” from the “What would you like to do?” select list
Click “Continue”
Type consultant’s name in the eld labeled “Consultant’s Name”
Type consultant’s email address in the eld labeled “Consultant’s
Email Address”
Type a subject in the eld labeled “Subject of Message”
Type a message in the eld labeled “Message to Consultant”
Click “Submit Consultation Request”

1

Your request is automatically emailed to the outside consultant you
identied on the previous screen. A carbon copy of the request is sent
to your email address as well.
The consultant receives an email requesting their assistance by an
evaluator for evaluation of a sample and instructions about how to
access the sample. They will be granted temporary and limited access
to the specic sample only. A form is provided for the consultant
to submit comments relevant to the sample. An email message is
automatically sent to the evaluator informing them of the consultant’s
comments.
The evaluator is ultimately responsible for evaluating the sample;
an outside consultant cannot submit nal evaluation for a sample.
Evaluators may submit an evaluation at any time; it is not necessary
to wait for a response from the consultant. The consultant has no
evaluation privileges and any comments submitted by a consultant will
be directed to the evaluator via email. Once the evaluation for a sample
has been submitted, all temporary accounts for consultation specic to
this sample will be terminated.

2
3

4
6

8

5
7
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View list of samples you evaluated

View list of samples you evaluated

At any time, evaluators may view all samples they have evaluated. If the sample
you wish to view has been submitted in the current month:
1.
2.
3.

Click “Evaluated by ...” from the side menu bar
Click the sample number of the sample you wish to view
Sample information is displayed
Note: If the sample you wish to view was submitted in a previous
month or year, click on the Month or Year the sample was submitted,
then click the sample number of the sample you wish to view. Sample
information will be displayed.

2
te

No

1

3
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Amending a Sample
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Submitter Amending Sample Comments

Submitter Amending Sample Comments
At any time following the submission of a sample, the original sample submitter
may amend their comments about a sample as more information becomes
available.
1.
2.

Click “Submitted by ...” from the side menu bar
Click the sample number of the sample you wish to view

2
te

No

1

Note: If the sample you wish to view was submitted in a previous
month or year, click on the Month or Year the sample was submitted,
then click the sample number of the sample you wish to view. Sample
information will be displayed.
3.
4.
5.

Sample information is displayed
Scroll to the bottom of the sample information
Type your additional comments about the sample
Click the “Submit Additional Comments” button
An email is generated to the diagnostician assigned to this sample
informing them of your amended comments. The diagnostician may
choose to submit amended comments regarding this or any other sample
as well.

3

4
5
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Evaluator Amending Sample Comments

Evaluator Amending Sample Comments

Evaluator Amending Sample Comments
At any time following the submission of a sample, any system evaluator may
amend comments regarding a sample as more information becomes available.
1.
2.
3.

Note: If the sample you wish to view was submitted in a previous
month or year, click on the Month or Year the sample was submitted,
then click the sample number of the sample you wish to view. Sample
information will be displayed.
3.
4.
5.

2

Click “Evaluated by ...” from the side menu bar
Click the sample number of the sample you wish to view
Sample information is displayed

Sample information is displayed
Scroll to the bottom of the sample information
Type your additional comments about the sample
Click the “Submit Additional Comments” button
An email is generated to the original sample submitter informing them
of your amended comments. The original submitter may choose to
submit amended comments regarding this or any other sample they
submitted as well.

te

No

1

3

Account Management
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Account Management

Account Management

At any time, users may update their contact information by clicking on “Modify
Account” on the side menu bar. Passwords are cloaked to prevent a breech of
security. Modications to your account information are not processed until you
click “Submit Changes”.

te

No
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Why provide birth date and city

Why provide birth date and city

In the event a user misplaces their password, the system is designed to
provide an email reminder of the current password upon request from the login
screen http://www.dddi.org/uga/ where “uga” is your system name. If a user
forgets their password and username, email notication of their password is not
available and they should contact technical support.
1.
2.
3.
4.
5.

Go to http://www.dddi.org/uga/ where “uga” is your system name
Click “Forgot your password?”
Type your username in the Username eld
Type your email address in the Email address eld
Click “Submit”
A message indicating that your password will be sent to your email
address conrms your successful request.

1

3
2

5

4
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For evaluators – forwarding all samples
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For evaluators – forwarding all samples
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Evaluators who will be absent from email and WWW access for a prolonged
period of time (three days or longer) should temporarily forward their samples
to another evaluator by using the interface “Turn Forwarding On” on the side
menu bar. Use of this feature results in the temporary forwarding of all samples
an evaluator would normally receive. This feature differs from the “Forward
this Sample to Another Evaluator” option associated with the sample evaluation
dialogue that forwards samples on a sample-by-sample basis.

te

No

Turn forwarding on
1.

Click “Turn Forwarding On” on the side menu bar
Note: Current forwarding status is displayed.

2.

2

1

Select an evaluator from the select list

3

Note: If an evaluator is not present in the select list, that evaluator
is either not a participating user of the DDDI system or is currently
forwarding their own samples and is thereby not available to evaluate
samples. Your name will not be present in the select list as you cannot
forward samples to yourself.
3.
4.

Click “Turn Forward On” button
A message indicating the name of the evaluator who will be receiving
your sample notications will conrm your choice.

4
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Turn forwarding off

Turn forwarding off
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The forwarding feature stays active until the evaluator logs into the system to
turn forwarding off. It is imperative to the proper operation of the system that
evaluators turn the forwarding feature off when they are once again available
for evaluating samples.
1.

Click “Turn Forwarding Off” on the side menu bar
Note: Current forwarding status is displayed.

2.
3.

te

Click “Turn Forward Off” button
A message indicating that forwarding has been turned off will conrm
your choice.

No

2
1
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Support/Assistance

Support/Assistance

Online support
Technical support is available online in a variety of formats. The most
immediate version of support is the presence of in line help topics graphically
represented by the
icon. Clicking on these icons generates a popup
window offering help topics appropriate to that section, function, or action
without interrupting the current session.
Further assistance is available in the support section of the web site located in
the menu bar under “Help & Support.” Access to technical and diagnostic
support is available and in some cases, online tutorials identify equipment
parts and interactions; software tutorials outline effective image editing; and
checklists provide step-by-step instruction on the use of appropriate hardware
and applications.

te

No
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The University of Georgia and Ft. Valley State University, the U.S. Department of
Agriculture and counties of the state cooperating. The Cooperative Extension Service,
the University of Georgia College of Agricultural and Environmental Sciences offers
educational programs, assistance and materials to all people without regard to race, color,
national origin, age, sex or disability.
An Equal Opportunity Employer/Afrmative Action Organization
Committed to a Diverse Work Force
Issued in furtherance of Cooperative Extension work, Acts of May 8 and June 30, 1914,
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