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How to Add Photos to a Asset 
 

 
This function is located in: Inventory->Asset-> Photos 

 

Description  
This “HOW TO” manual describes how to add photos for an Asset. 

It applies to Asset Elements, Critical Findings, and Maintenance/History (Work Orders and Work Requests).  This is also 
where INDOT will upload photos of Load Rating Signs. 
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Steps 
# Description 
1. i. To add photos to an Asset, first you need to select the Asset. 

ii. Either choose an Asset from the list or use the Quick Search, the search by field Filter or the advanced 
Filter functions to find a particular Asset.  
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2. Go to Photos tab at the top of the Asset page. 
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3. Click on the Actions tab from the upper right corner.  Click on + Add from the drop-down menu. 
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4 To upload an Asset photo: 
i. Click on Choose file to select the photo from your computer 

ii. Select the photo from the appropriate location on your computer 
iii. Update the below information if necessary: 

a. Asset – is the name and number of the Asset and it is read-only 
b. Date- is the date the photo is uploaded to the system 
c. Comments – is to add comments (if any) 
 

 
 

d. Click on Rotate picture to rotate the photo 

e. Click on the pencil to mark up the photo 
f. Click on the to draw an arrow on the photo 

g. Click on the to draw a circle on the photo 

h. Click on the to add text on the photo 

i. Click on the to select the color of the markups on the photo 
j. Click on the to adjust the thickness of the markups  

k. Click  to Save 
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5 Click on + Add many to drag and drop multiple pictures. 
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6 Choose files to select the files, or drag and drop onto the screen. 
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