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Job Aid:  GSAXcess® – Including Pictures 

Purpose: 

The General Services Administration (GSA) maintains a system called 

GSAxcess in order to dispose of Federal personal property.  Sunflower has 

developed an interface for the Department of Commerce with GSAxcess so 

that excess assets can be sent directly to GSA automatically from 

Sunflower.  The GSAXcess Interface functionality has been updated to 

attach pictures in Sunflower. 

This Job Aid is designed to explain the requirements and process for 

attaching pictures to an asset record. 

Requirements: 

• Format: Only the .jpg, Joint Photographic Experts Group (JPEG), 

file extension is acceptable. 

• Size: Submit any size photograph; however, the large, full view, 

picture is displayed in GSAXcess in a rectangular format at 600 X 

400 pixels. 

• Quantity:  No more than 12 photographs can be submitted per 

asset. 
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Step 1: Get Started 

1. Log in to Sunflower. 
2. Click on the Sunflower Enterprise Forms link. 
3. Open the asset record using either the Management (Mgmt) module 

(Inventory Assets) or the Excess module (Excess Assets).  In this 
example we will be adding pictures to an Excess Asset.   
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Step 2: Retrieve the Asset Record to 
Begin Process of Adding Pictures 

1. In the “Barcode #” field, enter the barcode of the item you are 

submitting for excess. 

2. Hit “TAB”. 

3. The asset information and details will appear. 
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Step 3: Attach Pictures 

1. Click once on the “Comment/Picture/Attachment” button at the 
bottom of the asset record. 

 

 

 

 

 

 

 

 

 

 

 

2. This screen will appear: 
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3. Click the Pictures tab. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Click “Add Picture” 

 

5. The will create a new Internet Explorer window.  Using the Browse 

button, find the file to be uploaded: 
 

 

 

 

 

 

 

 

 

6.  For “Picture Type” the first picture uploaded must have a picture type 

of FRONT. 



6 
 

 

7.  “Description” is optional. 

 

8.   Hit “Upload”.  The message “Would you like to Requery the   

PICTURE?” will appear.  Select “OK”. 
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9.  The screen will now return to the Capture Comment, Pictures, and 

Attachments screen, including a preview of the uploaded photo.  
 

 

 

10.  Hit SAVE  .  This will bring you back to the asset record screen.   

11.  Hit SAVE   again. Your picture has been successfully uploaded!  
 

 

NOTE:  Secondary pictures can use the other picture types, but FRONT 

must be used for the first photo in order for any pictures to properly attach 

to the asset record.  Pictures and asset records will show up in GSA after 

the required 15 day internal screening cycle is complete. 

 


