Tips for Uploading Photos

How to Resize a Photo

How to Upload a Photo

Status of Uploaded Photos

Photo was rejected

How to Delete a photo

How to Change a Primary photo

How to change the display order of your photos

See examples and instructions below.

Resizing a Photo:
PPMLS Photos must be no larger than 200KB or user will get a Page Can not be Displayed. To check your photo size, go
to the folder where your photos are stored and on the Toolbar click on View and then Details. This will then tell you the size
of each of your photos. If your photo size is over 200KB then you need to resize your photos before uploading to the

PPMLS Tempo System.
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RSC staff have created a simple resizing tool that you can use. It is located at
http://photos.ppar.com/resize/download.aspx

Photo Resize Installation Instructions
File Download - Security Warning 5[

Do you want to run or zave thiz hle?

Mame: photoresize.msi

Type: Windows Installer Package, 322 KB
Fram: phatos.ppar. cam

Save Cancel

"hile files from the Intemnet can be useful, thiz file ype can
o patentially karrn your computer. [F you do not trust the zource, do not

U ar gave thiz zoftware. What's the risky

Click Run.

Microsoft ¥isual Studio .NET 2003 - Security Warning |

The publisher could not he verified. Are you sure you want to run this
software?

Mame: photoresize.msi

Publisher: Unknown Publisher

Dan't Run |

@ This file does not have a valid digital signature that verifies its publisher, You

should only run software from publishers you trust, How can I decide what
software ko run?

Click Run.

i PhotoResize = E

AN

Pikes Peak Associationof REALTORS®

RSC Photo Resize Application

Cancel < Back |

Click Next.


http://photos.ppar.com/resize/download.aspx

{5 PhotoResize

Welcome to the PhotoResize Setup Wizard

The installer will guide you thraugh the ztepz required to install PhotoR ezize on pour computer.

Wit RMIMG: This computer program is protected by copuright law and international reaties.
Unauthorized duplication or digtribution of thiz pragram, or any portion of i, may rezult in zevere civil
or criminal penalties, and will be prozecuted to the marimunm extent pozzsible under the law.

Cancel < Back

Click Next.
i PhotoResize

License Agreement

Please take a moment to read the license agreement now. IF you accept the terms below, click |
bgree", then "Nest". Othenwize click "Cancel”.

LICENSE -
IMPORTANT - READ CAREFULLY

This is a legal license agreement between you and the Colorado
aprings REALTOR® Services Corp. (RSC) for use of R5C's
photo resizing software program. By using the program you
agree to be bound the terms of this license agreement. If you do
not agree with the terms of this license agreement do not use

the mracrarm Yo aclnosdadoa DO cumne thae mrosrarn DS il

| Do Mot Agree | Agres

Cancel < Back

If you agree to the license terms, choose "I Agree" and click Next.



i'-;% PhotoResize

Select Installation Folder

The inztaller will inztall PhotoR esize ta the following folder.

Taingtall in this falder, click "Mest". Toinstall to a different folder, enter it below ar click "Browse",

Folder:
C:\Program Files'REISYPhotoResize, Browse. ..
Dizk Cost...
Inztall PhiotoR esize for yoursell, or for anpone who uzes this computer:
" Everyone
Canicel < Back Mest >

Accept the default installation folder or browse for a different folder and click Next.

i PhotoResize

Confirm Installation

The inztaller iz ready ta inztall PhotoRezsize an vour computer.

Click "Mext" ta start the installation.

Cancel < Back

Click Next.



i’-‘%“ PhotoResize

Installation Complete

PhotoResize haz been successfully installed.

Click "Cloze" to exit.

Pleaze uze \Windows Lpdate to check for any critical updates to the MET Framework:,

[Lancel < Bach

All Done! Click Close.

From your desktop click on the Photo Resize Icon

Click on File and then Open

[{5 ppMLS Photo Resize Application -0 x|

File Help ©nline Manual

Use the File menu to locate your photo

Press F1 for the online help manual




Browse and select the photo you want to resize
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File name: [5555412.jpa

Filez of type: IJF'G photos

Photo has been resized

Click on File and Save.

5 ppMLS Photo Resize Application -1O] x|

File Help Online Manual

New Image. resized and cropped:

Use the File menu to save your new photo
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Photo will be saved with “_upload” appended to the end of the file name and will not overwrite your original photo.

Look ir: I =9 fixedlistingz

2|

x| = ® e E-

|55 1025F metrba.jpg
oh|551025gar.ipg

| 5510250r . jpg

| 551025hgar . jpg
| 551025hsun. jpg
| 551025ished. jpg
1551025kt jpg
1|55 1025kiknk, jpg
H|551025mstrba.ipg
h|551025mstrbd. jpg
| 551025shed. jpg
| 55102550n.pg
55 5 iC

lah]555541b.ipg
Gk|5EEs41c.jpg
Gl|5Ees41d.ipg

k|55e221.jpg
l|5zo614.0pG

H|550614a,0pG
H]559614b, G
k|559614c, 1P
Gah]550614d. PG
k|smo614e. G
l|smo614F.0PG
H|sens29.jpg

| se0529a.ipg
| se0529h,ipg
| 5e0529c,jpg

k] 560529d.jpg
H)se0529.9pg
() se0529F jpg
) 5e0529g.90g
&H)se4z11.5pg

&H)se4211a.9pg
&H)se4211b.9pg
&H)se4z11c.jpg
lh]564211d.jpg
H)seaz11e.9pg
H)se4211F jpg
H)se4211g.9pg
&H)se4z11h.ipg
&H)se4211ipg

&H)se42115.4pg

File namme:

Files of wpe: I.JF'G phitos

r
[
=l

Open

Cancel

i




Uploading Photos:

Step 1: Navigate to your Property List through My Page - Add/Edit — View Menu - View by Agent or View by MLS Number.

Step 2: Select the radio button for the appropriate listing and then click on the Add/Edit Media link in the menu bar on the
left side of the page.

Step 3: Once on the Media page scroll to the Add New Media section at the bottom of the Media page. Ensure that the
radio button in “Available Media Types” is set to Picture. Then click on the “Add New Media” button.

Step 4: Starting with line number 1, in the column labeled “Step 17, click on the “Browse” button. Navigate your computer to
find the correct photo to upload to this listing. Up to 16 photos may be uploaded to each Listing; a “Primary” photo
and 15 additional photos. Each photos’ file size may not exceed 200kb.

NOTE: Only upload a maximum of four photos at a time to avoid getting timed out.

Step 5: Directly to the right of the photo selection field, in the column labeled “Step 2", you may enter up to 250 characters
of Photo Remarks to describe each photo being uploaded. Remember: No contact or any form of address
information or location can be entered in the Photo Remarks.

Step 6: After selecting the photos to upload and completing any desired Photo Remarks, click on the Submit button at the

bottom of the page.

Enter the location of each JPG file in the text boxes or
click the Browse button to locate the file, For example:
c\RealEstate\FrontOfHouse. jpy

Enter a description of each JPG file in the text box
provided: (up to 250 characters)

1
2
:
4

Step 3:

Click on the Submit button:

Step 7: After you have completed step 6, the next screen will indicate the results of the upload.
Click on “Continue” to return to the Edit Current Media page

My Page | Search | Reports | Prospects | Tax | Financial | Member Info [&] [E

Pikes Peak =
= B = iy Page | Add/Edit | Staffirebs
Multiple Listing Service Home
View Menu Property List New Listing Mem
Media Upload Results
TS84 _mage jpy accepted.
Coritinue |

»:
4

NOTE: If you receive a Page Cannot Be Displayed or any message other than “Photoname.jpg has been
Accepted”, your photo was not uploaded. Check your photo size (See Resizing Photos above), or reduce the
number of photos you are uploading at the same time.



Photo Status:
In the Current Media List your photo has the following after the photo name.

Photoname.jpg ***Primary*** - means the photo has been reviewed and this photo is set as the primary photo.

Edit Current Media

MLS #: 499090
Address: 5881 TEST LISTING, COLORADC SPRIMNGS

Current Media List Edit Selected Media |
IMG_3317.JPG ™ Primary = Delete Selected Media |

Wiew Selected Media |
Set Az Prirnary Phato I
View All Media |

Movve UP | Morve DOWHN

Please note that you must select one photo as PRIMARY for a photo to appear on repaorts!

Photoname.jpg (Not Reviewed) — means the photo has not been reviewed by staff and is still in a pending status.
NOTE: “Not Reviewed" photos do no appear on listings.

Edit Current Media

MLS #: 435030
Address: 5881 TEST LISTING, COLORADO SPRINGS

i e Edit Selected Media |
IMG_3317.JPG_ ™ Primary ™ = Delete Selected Meda |
4665662 PG [Mat Reviewsd)
470520.0PG  [Mot Reviewsd] Wiew Selected Media |
IMG_3327.JFG  [Mot Feviewsd) _
IMG_3344.JPG [Not Reviewed) ] Set s Primary Phote |
View Ml Media |
Mave LIP | Marve DOWN |

“Please note that you must select one photo as PRIMARY for a photo to appear on reports!

Photoname.jpg (Rejected) — means your photo or photos were rejected. (See reasons below)

Edit Current Media

MLE #: 499030
Address: 5881 TEST LISTING, COLORADO SPRINGS

Current Media List Edit Selected Media |

IMG_337JPE ™ Primary ™ Delets Selected Media |
466566a. PG  [Rejected]
470520JPG  [Rejected) Wiew Selected Media |
IMG_3327.JPG  (Rejected) :
IMG_3344.JPG [Fejected] 7| Set As Primary Phota |
View &l Media |
Marve LIP | Marve DOWN |

*Please note that you must select one photo as PRIMARY for a photo to appear on reports!

Photo Reject Rules:
1. The photo remarks have all or part of the property address
2. The primary photo has a border
3. A Realtor® sign is visible and legible
4. The primary photo is an interior photo
. Submitted photo has a watermark
. Home builder’s name is on the photo or in the remarks
. Photo submitted is a copyrighted photo
. The photo remarks has contact information
. The photo remarks does not describe the physical attributes of the property

© 00 N o O



NOTE: You will receive an email from Vtours@ppar.org indicating that your photo or photos were rejected and the reason

why. If the primary photo has been rejected for any reason, all photos uploaded at the same time with that primary will also
be rejected.

Removing Rejected Photos: Rejected photos must be deleted by the user. Rejected photos will reduce the number of
photos that can be uploaded. ***See Deleting Photos and Documents below for removing rejected photos.

Deleting Photos and Documents:
Step 1: Navigate to your Property List through My Page - Add/Edit — View Menu - View by Agent or View by MLS Number.

Step 2: Highlight the Photo or Document to be deleted and then click on the “Delete Selected Media” button.

MLS & 4055807
Address: 430 TEST LISTING, COLORADD SPRINGS

e [T (L | EditSelected Media |
citys.jpg " Primary ™ | Delete Selectad Media |
La5 allePazsfzpensweb.jpg
okorcanbig.ipg [ YWiew Selected Media ]

[ Set Az Primary Photo ]

[ Wiewdl Media |

( Move UP | | Move DOWN |

“Flease note that you must select one photo a5 PRIMARY for a photo to appear on reports!

Replacing the Primary Photo:

Step 1: Navigate to your Property List through My Page - Add/Edit — View Menu - View by Agent or View by MLS Number.
Step 2: Follow the directions above for Uploading Photos.

Step 3: If you have uploaded a new photo to replace the primary, wait 2-4 business hours for the Staff Review process to

complete. Then navigate back to the Current Media List. Click to highlight the photo you want as primary and then
click on “Set As Primary Photo”

Note: You cannot delete a primary photo until you upload another photo and set it as Primary.

Changing the Order of Photos
Step 1: Navigate to your Property List through My Page - Add/Edit — View Menu - View by Agent or View by MLS Number.

Step 2: Click on the photo that you want to re-arrange and then click on the Move Up or Move Down button.

MLS #: 4035507
Address 430 TEST LISTING, COLORADO SPRINGE

Current Media List [ Edit Selected Media ]
citwe jpg " Primary | Delete Selected Media |
LaS alleFPassdspens'eb. jpg
okorzanbig.ipg [ Wiew Selected Media ]

[ 5etas Primary Photo |

[ Wigw All Media |

[ tMove LIP | | bave DOWHN ]

"Flezase note that you must select one photo z2s PRIMARY for &1 photo 1o aippe=ar on reports!


mailto:Vtours@ppar.org

