
Admin Console: Getting Started
Quick Start Guide

● Account Info & Billing
View and manage your account info, pricing plans and billing information.

● Users, Roles & Permissions
Invite and manage new users and their roles and permissions across 
solutions and projects.

● Projects
Create new and manage existing projects including project names, geo 
radius and configuration templates.

● Photo Tags
Create, manage and delete your own tag categories and values, and 
create dependencies between them.

● Report Templates
Create, manage and adjust your own field reports templates, checklists, 
surveys and inspections.

● Report Branding
Upload your company’s logo to brand your reports and impress your clients.

● Storage Connector
Connect and manage the connector between FotoIN and your storage 
system, in-house or in the cloud.

● Filing Paths
Build your own default filing paths to your storage for photos and reports 
separately, to match your existing archive folder structure or to create a 
new one.

● Enterprise Project Templates
Setup project templates with specific photo tag categories, report 
templates, filing paths and level of access by different roles and users. Apply 
any of the Enterprise templates to a new project to set them up in seconds.

Get started by visiting  www.fotoin.com, and tapping Log in from the upper right. When you enter the FotoIN Web Portal click on Admin Console to access the following:

http://fotoinmobile.com


USERS, ROLES & PERMISSIONS

1. Select ‘Users, Roles & Permissions’ under the Admin Console to view all 
users, edit User roles and/or permissions, and invite new users.

2. Selecting from the drop down next to User Management title will allow 
filtering of users by Mobile Role, Web Role and All Users.

3. User permissions for ‘Mobile Role’ include:
a. Upload & Download: View all company photos on mobile app
b. Upload Only: View only their photos on the mobile app
c. None: No access to the mobile app

4. User permissions for ‘Web Role’ include:
a. Admin: Full access and editing capabilities on the web portal. Such 

as, creating new projects and editing tag categories.
b. Project Admin: Access to view and edit specific projects only.
c. Viewer: Access to view information only with no editing.
d. None: No access to the web portal.

5. Inviting a new user will send an invitation email that they will open on their 
mobile device and then they will create their own password.  

Admin Console: Account Info and User Management
Quick Start Guide

ACCOUNT INFO & BILLING

1. The first tab under Admin Controls is where you view and manage your 
account info, pricing plans and billing information.

TIP: Make sure the new user has downloaded the FotoIN app on their device before 
opening the ‘Join FotoIN’ email.Tip: If needed, please contact Support to provide or update your billing information.

1.

2. To set up a recurring 
payment for your 
account, select Company 
Information. Then scroll 
to ‘Billing’ to safely and 
securely enter your 
payment information.



PROJECTS

1. Under the Admin Console, select Projects and then click New Project 

above the list of existing projects.

2. Fill out the name of project in the first field and then enter in the full 

address: street, city, state, and zip code. Press the ‘Enter’ or ‘Tab’ key on 

your keyboard to refresh the latitude and longitude and find the location 

on the map.

3. Enter in the desired radius or drag the circles on the map to change the 

size. (The radius default is 1,000 feet.)

4. When you are finished entering in the project information, click Save to 

activate the new project across your company’s account. 

5. Finally, make sure all mobile users sync their mobile app to get the newly 

created project.

Admin Console: Configure Projects and Photo Tags
Quick Start Guide

Tip: Set the project radius 200 feet larger than the project in order for photos taken on the 

perimeter of the jobsite to have the correct project name. 

PHOTO TAGS

1. To create a new tag category, click on Add Category in the left column, 

and type in the name of that category. Check the Require tag selection 

box to require users to select a value from this category for every photo.

2. Determine the selection option for mobile users:

a. Single selection: Allows users to select one tag value only

b. Multiple selection: Allows users to select many tag values

3. After saving the tag category, select it from the category’s row to add new 

tag values. Type new tag value names above the middle row and click Add.

4. Add dependent tag values: 

a. Select the tag category and then select the tag value you wish to 

associate new selection options.

b. Open the dropdown under Dependent Tag Values and select  from 

existing tag categories to view the tag values below. 

c. Check the boxes for each value that you would like to be 

dependent. Select all of the tag values for the entire category.

d. Click Save Changes.

5. All tag categories and values can be organized by dragging and dropping 

each one into the preferred order.

TIP: Each change takes effect after clicking “Save” or “Add” and does not re-organize 

already filed photos. New tags will appear in the mobile app after an app sync.
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REPORT TEMPLATE AND FORMS

Create, manage and adjust your own field reports templates, checklists, surveys and 

inspections. Select Continue under ‘Report Templates' to get started.

1. Click New template above the list of templates. Type in the name of the 

new report template  and select whether or not you would like a title page 

with your company’s logo to be included in the report.

2. Then check all the following options of information that you would like to 

include in the header: Project, Address, Device and Date. Click Create.

3. To add sections, click Add a section at the bottom of the ‘Sections’ column.

a. Enter in the section name and the names of any subsections 

and hit ‘Enter’. 

b. Each time you type in a new sub-section’s name and hit enter, 

a new sub-section row will appear.

4. To add questions, select the desired section and click Add a question at the 

bottom of ‘Questions’ column.

Admin Console: Report Templates and Branding
Quick Start Guide

REPORT BRANDING

Upload your company’s logo to brand your reports and impress your clients, select 

Continue under Report Branding from the Admin Console.

1. This logo will be used to brand all of your company’s reports. There is 

currently no option to upload multiple, separate files. 

2. To upload a logo, click on the Upload button on the right side to open a 

browser window to search your computer files. 

3. Make sure that the logo is a .JPG file and the ideal size should be around 

180px by 50px.

 

TIP: Make sure mobile users have re-started or synced their mobile app to capture 

the newly created report templates or forms.

TIP: All subsections will contain the same questions. For example: 'Floor 1' and 'Floor 2' 

subsections, have the same questions. So you only need to create the questions once!
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STORAGE CONNECTOR

The Storage Connector page is where you manage the connector between FotoIN 
and your storage system, in-house or in the cloud. Some connector options include:

1. If the photos taken on the FotoIN mobile app are not syncing to your 
storage account, log into the web portal. 

2. Under Admin Controls, click on Manage Storage Connector. If connection 
is lost you will see a Verify Storage button, click on it. 

3. Re-enter in your storage provider credentials to re-grant access and the 
connection will be restored.

FILING PATHS

Under Filing Paths, you can configure your company’s folder hierarchy within your 
storage repository. The following steps are the same for all hierarchies.

1. To create new folder levels: Select the filing path to add a new folder to. 
Type the new folder’s name into the text field and click Add. The new folder 
will be added to the bottom of the ‘Current Folder Order’ column. 

2. To add an existing folder to the current hierarchy: drag a folder name from 
‘Folders Not in Use’ over to ‘Current Folder Order’ on the left. 

3. To remove a folder from the current hierarchy: drag the folder name 
from ‘Current Folder Order’ over to’ Folders Not In Use’ on the right.

4. To organize the existing folder hierarchy: drag and drop the folders within 
the ‘Current Folder Order’ column.

Two types of folders within your existing hierarchy are:

● Fixed folders: the folder’s name  does not change and is highlighted pink
● Variable folders: the name of the folder will change, based on the defining 

variable (i.e Project will change based on the different project names).

Admin Console: Storage Connector and Filing Paths
Quick Start Guide

TIP: Do not create more than five folders within your folder hierarchy to save you time 

when searching for photos.
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Tip: You should receive a notification email from ‘success@fotoin.com’ every time the 
connection is broken. Just click the link to easily log into your account!



NEW TEMPLATE

1. To add a new Enterprise Template, click on the New template button 

above the list of existing templates.

2. Name the new template in the pop-up window and determine if you would 

like to copy settings from an existing template or begin with a blank 

template.

3. Next, configure the template by adding/editing the following:
a. Photo Tag Categories: Add existing categories or create new ones
b. Report Templates: Add existing templates from the dropdown
c. Filing Paths: Edit the current path by clicking the pencil icons

4. Save the Enterprise Template by clicking Save in the upper right.

EXISTING TEMPLATES

1. Access ‘Enterprise Templates’ by clicking Continue from the last box on the 

Admin Console page.

2. Enterprise account’s come preconfigured with a ‘Default’ template which is 

automatically assigned when no other templates are available or selected 

by an Admin, when creating a new project.  

3. Under ‘Controls’, from the list of existing templates is where you can: 

a. Edit: Click on the Edit button to the right of the template that you 

wish to edit. 

b. Delete: Click on Delete and you will be prompted to confirm this 

action. Deleting an Enterprise Template will affect all the projects 

associated with this configuration.

Admin Console: Enterprise Project Templates
Quick Start Guide

TIP: There is no delete option from the template’s edit screen. Return to the list of 

templates in order to Delete a template from the list. 

TIP: To edit existing photo tag categories and report templates, return to the Admin 

Console to access the edit pages for each item.

Enterprise Project Templates
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