Uploading Documents

A

This guide is essential for anyone looking to efficiently manage and upload
documents related to assets. It provides clear instructions for uploading, viewing, and
deleting files, as well as setting a primary image for better organization. By following
these steps, users can streamline their document management process, ensuring
easy access and a more organized asset portfolio. For those looking to enhance their
workflow, this guide is a valuable resource.

Uploading Files

1 In this guide, we're going to look at how you can upload images and documents
to an asset and control what media image is displayed on the general tab. Click on

Documents.
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This table will show you all of the documents currently attached to an asset. To
upload a new document, click Upload Files.
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3 A explorer/file picker window will open. Select the file you wish to upload and click
Open.
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4 This button will show the file being uploaded.
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5  To upload another file simply repeat the above process.
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6 To view a file click on the filename. Currently the file will be downloaded to your
local computer. In a later release we will add a document viewer.
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Deleting Files

7 To remove a file from an asset click the red delete icon below.
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8 You will be prompted to confirm your choice or cancel. Clicking ok will delete the
file from the asset.
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Setting a Primary Image



9 If you upload multiple image files to an asset you have the option of setting the
primary image for that asset. This image will then appear on the general and
physical info tab. To change the primary image use the toggle below.
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11  You can now see the primary image has been set.
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12  If you wish to change the primary image click back into documents
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13  Toggle the alternate image you now want to make primary.
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14  Go to the General or Physical Info Tab
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15  The primary image will be instantly updated.
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