GSAXcess® Photograph Transmission Guidelines


Digital or scanned photographs of federal excess personal property reported as excess can be submitted by the reporting activity by batch or email for display in GSAXcess®. All pictures must comply with GSAXcess® Photograph Taking Guidelines and GSAXcess® Photograph Naming Conventions prior to transmission. Incorrect formats or naming will delay the posting of photographs. Once an agency has reported the item as excess, photographs should be sent to GSA as soon as possible.  


Batch Customers:
· Send photographs by File Transfer Protocol (FTP) to the agency’s respective GSAXcess® directory. For more details concerning the GSAXcess® directory and /or the batch process, request information through gsaxcess@gsa.gov. 
· All transferred files must be sent in the binary mode.
· When submitting replacement photographs, use the same method above. If more than one photograph per Item Control Number was originally submitted, send only the replacement photograph and not the entire set. 

Online Customers have two options:
Upload Pictures

· To upload pictures online through GSAXcess®, users must have access to “Report Property Menu.”

· In addition, users must have access information for the “Upload Picture” module.

· To obtain more information about the “Upload Pictures” module, please contact the GSAXcess® Help Desk at (866) 333-7472 or email: gsaxcesshelp@gsa.gov.
Email Pictures 

Email all digital photographs to gsaxcess.pictures@gsa.gov.
· Do not send more than ten photographs per email message because the server has a limitation on the number of kilobytes that can be received per email.
· If emailing photographs is not practical, send the digital photographs on a floppy disc or CD through the mail or by courier to the following address:

GSA 4FBP

Attn:  Diane Smith-Knights
401 W. Peachtree Street, NW
Suite 2600
Atlanta, GA 30308 


· Send replacement photographs in the same way as the original photographs.  If more than one photograph per Item Control Number was originally submitted, send only the replacement photograph and not the entire set.
