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Photo Guide for FlexMLS 
 

The MLS requires a primary photo for all residential listings (excluding new construction), although a 
photo or drawing is encouraged.  You have seven (7) days to submit a photo. 
 
There are four different ways to get your primary photo to MLS: 

·  When entering a listing into the flex system, if you indicate “yes” in the “MLS Take Photo” section, 
it means that you want the Metro MLS photographer to take the photo.  There is a $6 charge for the 
MLS photographer to take the photo in the metro area and additional charges for properties out of 
the area (depending on location in the outlying counties). 

·  Mail a hard copy of the photo with your listing information. 
·  E-mail your primary photo to photos@metromls.com 
·  Upload the photo directly to your listing. 

 
Some Photo Tips to Keep in Mind. . . 
 

·  The maximum number of photos you can upload to each listing, including the main list photo, is 25. 
·  Currently the MLS provides the primary plus the first five additional photos to broker’s web sites 

through the IDX program. 
·  Photos need to be in the .jpg format. 
·  The maximum file size of each photo that can be uploaded is 100KB. 
·  To check the file size on your photo(s), single right-click the file name, single left-click Properties in 

the pop-up menu. You will see Size on Disk. 
·  No signage, people, or advertising stamps are allowed on/in photos. 
·  Always take your main listing photo landscape (holding camera the ‘regular’ way) and not portrait 

(holding camera sideways).  The main listing photo placards in FlexMLS are formatted for 
landscape. Taking them in portrait will distort them.  Additional photos can be in either landscape or 
portrait. 

·  When taking listing photos, if applicable, set the pixels on your camera to a lower setting (under 3). 
Your camera may have a low enough setting that would allow you to upload your photos without 
manipulation. 

·  Please know your equipment and how it works, as we cannot know about all of the brands on the 
market.  All equipment differs, and it is important to be familiar with the features of your camera or 
scanner.  You will want to consult the manufacturer’s manual. 

·  When saving your photo to the new size, make sure in the Save As Type field, you have JPG – 
JPEG Files selected before saving. Also confirm the location you are saving this file to in the Save 
In field. 

·  To create a folder on your desktop:  1. Right-click on any blank space on your desktop.  2. Move 
your mouse over New in the menu, then choose Folder in the second menu.  3. Type the name you 
want to give the folder, and hit the Enter key when completed. 

·  To create a folder within another folder:  1. Open the desired folder. 2. Right-click on a blank space 
in the folder.  3. Move your mouse over New, choose Folder. 4. Type the name you want to give the 
folder, and hit the Enter key when completed. 

 
The following pages will aid you with step-by-step instructions on how to resize and upload your photos 
to flexMLS.  Included are instructions for downloading Irfanview, a shareware photo editing software 
program that is easy to use and free. 
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DOWNLOADING IRFANVIEW  
 

Go to www.irfanview.com 
Click on the Download link 
 

 
 
 
 
Click on the “Get Irfanview from CNET Download.com link. 
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Click on the Download Now link. 
 

 
 
 
Click on the Run button. 
 

 
 
 
If you get the next screen, click on the Run button, otherwise go to step 7. 
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Click on the Next button. 
 

 
 
 
Click on the Next button. 
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Click on the Next button. 
 

 
 
 
Depending on what you have installed on your computer, you may get the next screen (or 
one similar to it).  Click Don’t Install Google Desktop Search or uncheck the boxes for 
both Google Toolbar and Google Desktop Search and click the Next button.  If you don’t 
get a screen like this, go to the next step. 
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Click on the Next button. 
 

 
 
 
 
Uncheck Open Irfanview FAQs help page and click on the Done button. 
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Irfanview will automatically open to a blank window as shown below. 
 
Note: The default window color is black. You can change the background color of the 
window below by clicking on Options>Properties>Viewing and choosing a different 
main window color. 
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RESIZING LARGE IMAGES USING IRFANVIEW  
 

STEP ONE 
 

For the sake of this tutorial, please make a folder on your DESKTOP. Name it: Edited 
Listing Photos 

                      
 

After installing the Irfanview program, to get started editing your photos or images, double-
click on the Irfanview icon located on your desktop. The icon looks like this: 

 

 
 

It will open to a blank window as shown below.     
                       

 
 
 

You are now ready to begin resizing your photos. 
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STEP TWO 
 

To open your photo file, click on File on the menu bar and then click on Open. 
  

                     
 

 
The Open box will appear. In the Look In  field, use the drop down arrow to browse for the 
location of your photo file (in this instance, the photo is located in a folder named 2004-09-
03). This folder contains the photos that need to be resized. 
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Choose the photo you would like to resize. In this instance, the photo file name is Backyard-
Deck. Click on the file name once to select it, and then click the Open button. It will open in 
Irfanview, as shown below. 

 

 
 

Hint:  Use the zoom in and zoom out magnifying glasses to change the view of the image. 
 

STEP THREE 
 

To determine the current size of your image, click on Image on the menu bar and click on 
Information  as shown below. 
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The disk size entry will tell you how the current size of the photo. As you can see this photo is 
715.55 KB in size. All photos must be 100 KB or less in size.  

 

 
 
 

STEP FOUR 
 

To resize your photo, click on Image on the menu bar and then click on Resize/Resample as 
shown below. 
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This will bring up the Resize/Resample Image box.  Notice the current width in pixels for this 
picture is 1632. Make sure pixels is selected for Units and that a check mark is in the box for 
Preserve Aspect Ratio, as shown below. 

 

 
 

 
To adjust the width of pixels, type 500 in the Width field. The program automatically adjusts 
the height for you. After making your adjustment, click OK. 
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Your photo will now appear at the new size. 
 

     
 

 
STEP FIVE 

 
Now, you need to save this photo at the new size to prepare it for upload into FlexMLS. To do 
that, click on File on the menu bar and click on Save As shown below.  
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First, choose the location to save it to in the Save In field, using the drop-down arrow. 
Remember the Edited Listing Photos folder we created on the DESKTOP? Here’s where we 
use it. Browse to the DESKTOP location and select the Edited Listing Photos folder. Next, 
make sure (see below) you have JPG-JPEG Files selected in the Save As Type field. If it 
says something different, use the drop-down arrow at the end of that field to change it. Give 
your newly resized photo a new name to distinguish it from the original sized photo to be sure 
you don’t overwrite it because you may need it for future use. Click on the Save button.  In 
this example, the photo will be saved to the Edited Listing Photos folder. 

 

 
 
 
STEP SIX 
 

For confirmation of size and location, open the location where you have saved the new, 
resized photo to verify it is there, as shown below. 
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 To verify the photo file size, single right-click on the file, then single left click on properties 
in the menu that pops up. You will see the properties window for the file. Take note of Size 
on Disk and Size fields, as shown below. They should be 100 KB or less in size. 
 

 
 

 
Hint:  Another way to verify the size information is at the bottom of the photo. 
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UPLOADING YOUR PHOTOS TO FLEXMLS 
 

STEP ONE 
 

Now, you are ready to upload your photo into FlexMLS. Once logged in, on the menu, go 
to Add/Change>Change; enter the MLS number to which you want to upload photos 
and click Next. This will bring you to the Change menu for that listing, as shown below. 
 

 
 

Click on the Photos link. This will bring you to the Add Photos menu for that listing. The 
first photo you add should always be the main list photo. To begin this process, click on 
the Browse button to point the program to the location of the photo file you would like to 
upload. 
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Our photo is located in the Edited Listing Photos folder. Highlight the file, and click on 
Open. This pulls your photo into FlexMLS.  

 

                             
 

STEP THREE 
 
In the Description field, give your photo a description (i.e., Main Photo, Basement, 
Family Room, etc.). The Caption field is optional and shows up under your photo. An 
example of a caption would be, “Bring your ideas to this unfinished basement.” When 
you are finished entering the information, click on the Add button. After a brief message 
your photo will appear. 
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Your photo is now attached to your listing as shown below.  Only the main photo will 
have the red flag. 

 

 
 

 
You may follow the same steps to add additional photos to your listing, starting with the 
Add Photo button. To replace existing photos, highlight the photo you would like to 
replace in the list on the left side of the Photos menu, and click the Edit/Replace button. 
A Replace Photo check box will appear. Put a check in this box. Then you will receive 
the Browse button, to point the program to the location of the new photo file. 


