
 

Reference Document Add Attachment 

Defense Property Accountability System (DPAS) Add 
Attachment Reference Document 

 

Definitions: 
 

An attachment is any printed item added to an asset for informational purposes.  Examples of attachments 
are user or repair manuals.  Attachments are linked to the asset itself. 
 
The “Add Attachment” process will allow you to attach picture files (.bmp, .jpg, .jpeg, and .gif) and Adobe 
Acrobat files (.pdf) to an asset.  You can add as many files as you want. 

 

 
1. After selecting the Add Attachment button from the Update page, the Upload File page is displayed. 
2. If you know the path and filename of the document you wish to attach, you can enter the information 

in the *File Path field, or use the Browse button to search for the document. 
 
NOTE:  Keep in mind that the maximum length for each file you attach is only 1.03Mg. 
 

 
 

 
 
 

 
Page 1 of 6 

DPAS Call Center  
E-Mail: DPASSupport@Leidos.com 

Toll Free: 1-844-843-3727  
 

mailto:DPASSupport@Leidos.com


 

Reference Document Add Attachment 

3. You must enter a Description of the file in the *Desc field. 
 

4. The Primary check box can be used to indicate which attachment you wish the system to first land on if 
there are multiple files.  This is optional. 

 
5. Select the Add button. 

 
6. Once you select the Add button, the system displays in the Temporary Attachment section an entry 

showing there is a file ready to be attached to the asset. You may continue to add additional files to 
the asset using steps 2-5 above. 

 

 
 
Once you have completed attaching all the files you want to the asset, select the Attach button in the 
Temporary Attachments section.  This will return you to the Asset Update page, where you can complete the 
transaction. 
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Viewing Attachments 
 

There are two ways to view any attachments to an asset.  The most common is to view them using the 
Asset Inquiry and the other is through the Details (this is a hyperlink from either the Search Results or 
Selected Rows pages). 
 
We will discuss using the Asset Inquiry to view your attachments, first. 

 
1. Select the Inquiries>Asset Management>Asset menu path. 

 

 
 

2. On the Search Criteria page, enter the Asset Id of the item in the Asset Id field and select the Fields 
button. 
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3. On the Field Selection page, select the fields you wish to display.  If there are fields that you do not 
want displayed but have been pre-selected for you, just uncheck those fields. 

 

 
 

4. Once you have selected/deselected fields, select the Show Inquiry button.  Your query results are 
displayed. 

 

 
 

5. Place your mouse pointer on any of the data that is displayed under the column headings (your cursor 
will turn to a Hand object when you do this) and click your left mouse button. 
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6. The details of the item you selected are displayed. 
 

 
 

7. Using the tabs at the top of the page, select the Attachments tab.  The Attachment View page displays 
all files that are attached to the asset.  These are shown as “thumbnails” which you select to open the 
file. 

 

 
 

8. Select the thumbnail you want to open to view your attachment. 
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The second way to view an attachment is when you are viewing the Details of an asset.  The details of an asset 
are viewed through the Search Results or Selected Rows page.  Let’s discuss this option using the Search 
Results from the Transfer process. 
 

 
 
Select the hyperlink for the asset you want to view the details. 
 

1. The Details page for the asset will display. 
 

 
 

2. Select the Attachment hyperlink to open the Asset Attachment Viewer.  The Asset Attachment View 
page displays all files that are attached to the asset.  These are shown as “thumbnails” which you select 
to open the file. 

 
3. Select the thumbnail you want to open to view your attachment. 

 

 

 
 
 

 
Page 6 of 6 

DPAS Call Center  
E-Mail: DPASSupport@Leidos.com 

Toll Free: 1-844-843-3727  
 

mailto:DPASSupport@Leidos.com

