Photo Guide for FlexMLS

The MLS requires a primary photo for all residelitgtings (excluding new construction), although a
photo or drawing is encouraged. You have seveddy$ to submit a photo.

There are four different ways to get your primangio to MLS:

- When entering a listing into the flex system, itijadicate “yes” in the “MLS Take Photo” section,
it means that you want the Metro MLS photograpbdake the photo. There is a $6 charge for the
MLS photographer to take the photo in the metra ared additional charges for properties out of
the area (depending on location in the outlyingnti@s).

- Mail a hard copy of the photo with your listing anfnation.

- E-mail your primary photo tphotos@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 &sihg, including the main list photo, is 25.

- Currently the MLS provides the primary plus thetfilive 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 beaghtd is 100KB.

- To check the file size on your photo(s), singlétiglick the file name, single left-click Propesia
the pop-up menu. You will see Size on Disk.

- No signage, people, or advertising stamps are atifosn/in photos.

- Always take your main listing photo landscape (lhmccamera the ‘regular’ way) and not portrait
(holding camera sideways). The main listing phgéards in FlexMLS are formatted for
landscape. Taking them in portrait will distortithe Additional photos can be in either landscape or
portrait.

- When taking listing photos, if applicable, set fineels on your camera to a lower setting (under 3).
Your camera may have a low enough setting that avallibw you to upload your photos without
manipulation.

- Please know your equipment and how it works, asavaot know about all of the brands on the
market. All equipment differs, and it is importaatbe familiar with the features of your camera or
scanner. You will want to consult the manufactsraranual.

- When saving your photo to the new size, make sutkaSave As Typefield, you havelPG —

JPEG Filesselected before saving. Also confirm the locagion are saving this file to in tHgave
In field.

- To create a folder on your desktop: 1. Right-cbckany blank space on your desktop. 2. Move
your mouse ovellew in the menu, then chooselder in the second menu. 3. Type the name you
want to give the folder, and hit the Enter key whempleted.

- To create a folder within another folder: 1. Oples desired folder. 2. Right-click on a blank space
in the folder. 3. Move your mouse owew, choosd~older. 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-st@gtructions on how to resize and upload your phioto

to flexMLS. Included are instructions for downlaagl Irfanview, a shareware photo editing software
program that is easy to use and free.
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DOWNLOADING IRFANVIEW

Go towww.irfanview.com
Click on theDownload link

>

Click on the*Get Irfanview from CNET Download.com link.
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Click on theDownload Nowlink.

>

Click on theRun button.

-

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

-
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Click on theNext button.

-

Click on theNext button.
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Click on theNext button.

-

Depending on what you have installed on your coempybu may get the next screen (or
one similar to it). ClickDon’t Install Google Desktop Searchor uncheck the boxes for
bothGoogle ToolbarandGoogle Desktop Searcland click theNext button. If you don’t
get a screen like this, go to the next step.

_ >

O
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Click on theNext button.

>

UncheckOpen Irfanview FAQs help pageand click on théone button.
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Irfanview will automatically open to a blank windag shown below.
Note: The default window color is black. You can chattygbackground color of the

window below by clicking oD ptions>Properties>Viewingand 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 fotateyour DESKTOP. Name iEdited
Listing Photos

After installing the Irfanview program, to get &t editing your photos or images, double-
click on thelrfanview icon located on your desktophe 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 oRile on the menu bar and then click Open.

D

The Open box will appear. In th®ok In field, use the drop down arrow to browse for the
location of your photo file (in this instance, thigoto is located in a folder named 2004-09-
03). This folder contains the photos that neecdetodsized.

> O
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Choose the photo you would like to resize. In thidance, the photo file name is Backyard-
Deck.Click on the file name once to select it, and tbkrk the Open button. It will open in
Irfanview, as shown below.

O

Hint: Use the zoom in and zoom out magnifying glassetéamge the view of the image.

STEP THREE

To determine the current size of your image, ctinbkmage on the menu bar and click on
Information as shown below.

>
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The disk size entry will tell you how the curreresof the photo. As you can see this photo is
715.55 KB in size. All photos must be 100 KB orsl@s size.

O

STEP FOUR

To resize your photo, click dmage on the menu bar and then click Besize/Resamplas
shown below.

-

>
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This will bring up the Resize/Resample Image bibotice the current width in pixels for this
picture is 1632. Make supexels is selected for Units and that a check mark ihébox for
Preserve Aspect Ratipas shown below.

To adjust the width of pixels, tyf@0in the Width field. The program automatically astgi
the height for you. After making your adjustmeiiicOK.

>
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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 sizgdpare it for upload into FlexMLS. To do
that, click onFile on the menu bar and click @ave Asshown below.

>
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First, choose the location to save it to in 8ave Infield, using the drop-down arrow.
Remember th&dited Listing Photosfolder we created on the DESKTOP? Here’s where we
use it. Browse to the DESKTOP location and seleeEdited Listing Photosfolder. Next,
make sure (see below) you halRG-JPEG Filesselected in th&ave As Typdield. If it

says something different, use the drop-down arrotiveaend of that field to change it. Give
your newly resized photo a new name to distingitiflom the original sized photo to be sure
you don’t overwrite it because you may need itftdure use. Click on th8avebutton. In

this example, the photo will be saved to Hubted Listing Photosfolder.

>
>

STEP SIX

For confirmation of size and location, open theataan 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 the file, then single left click goroperties
in the menu that pops up. You will see the propsnvindow for the file. Take note 8ize
on Disk andSizefields, as shown below. They should be 100 KBesslin size.

>

Hint: Another way to verify the size information is hetbottom of the photo.

-
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UPLOADING YOUR PHOTOS TO FLEXMLS
STEP ONE

Now, you are ready to upload your photo into Flex®40nce logged in, on the menu, go
to Add/Change>Change enter the MLS number to which you want to uplpadtos
and clickNext. This will bring you to the Change menu for thatihg, as shown below.

N

Click on thePhotoslink. This will bring you to the Add Photos merar that listing. The
first photo you add should always be the maindistto. To begin this process, click on
the Browse button to point the program to the location of pteto file you would like to

upload.
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Our photo is located in thiedited Listing Photosfolder. Highlight the file, and click on
Open. This pulls your photo into FlexMLS.

O

STEP THREE

In the Description field, give your photo a description (i.e., Maihd®o, Basement,
Family Room, etc.). Th€aption field is optional and shows up under your photn. A
example of a caption would be, “Bring your ideashis unfinished basement.” When
you are finished entering the information, clicktbeAdd button. After a brief message

your photo will appear.

_ >
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Your photo is now attached to your listing as shd&tow. Only the main photo will
have the red flag.

-

You may follow the same steps to add additionak@hto your listing, starting with the
Add Photo button. To replace existing photos, highlight piwto you would like to
replace in the list on the left side of the Phatenu, and click th&dit/Replace button.
A Replace Photacheck box will appear. Put a check in this boxe lgou will receive
theBrowsebutton, to point the program to the location of tlesv photo file.
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