GSAXcess® Photograph Naming Conventions

When photographs are submitted by the reporting activity to be posted to GSAXcess®, the naming of the file must meet the conditions below:

· Each photograph must be identified by a separate photograph filename; no more than 12 photographs can be submitted for a single Item Control Number (ICN).
· The photograph filename begins with the ICN (a 15 position field with the 15th space blank or with a suffix) identifying the item being reported for excess by the reporting agency.
· The photograph suffix (consisting of an Alpha character) is added to the end of the ICN for each separate photograph for that item. The large photograph (full view) will end with the photograph suffix ‘A’, and thumbnails (sectional view) photographs will be from suffix “B through M, excluding the letter I.”  For example, if an ICN has 12 different photographs, each separate photograph will have a different suffix, W31G3G4329B408A, W31G3G4329B408B, etc. Please note that all alphabetical letters are capitalized. Therefore, a photograph filename will be either 15 or 16 positions depending on the size of the ICN.
· For pictures that are emailed or uploaded in GSAXcess®, the photograph file extension must end with “.jpg. For example, W31G3G4329B408A.jpg, W31G3G4329B408B.jpg, etc.
· For files that are batched and sent via File Transfer Protocol (FTP), the photograph file extension “.jpg” must be omitted even though the file is in the Joint Photographic Experts Group (JPEG) format.
