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Tips and Tricks for Photos

Photo Compression: If a photo is over 125KB in size, the image will be compressed to 125KB.
Note: this could result in a reduction in quality. For users who upload photos larger than the
125KB limit, the images cannot exceed 10MB in file size. Attempting to upload files larger than
10MB will result in an error message.

Image Size: Image size refers to the resolution of the photo. Paragon requires a resolution of
1280x960 or less. If a photo is under the 125KB limit but has a resolution greater than 1280x960
compression will occur.

In MS Windows, the image size of a photo can be accessed by mousing over the image — details
will display in a pop up.

Size: 141 KB

You can also go to a folder in MS Windows, right-click on the image file, select Properties, and see
the size of an image on the General tab.

General | Security | Details | Previous Versions |

Extariors

Type of file:  JPEG image (JPG)
COpens with: %] Windows Photo Viewer Charge... |

Locztion: C:\Users'ien WISREZ\Pictures FLYER

P fi.

Size: {1248 127,325 bytes)
s N
Singn dislk: 128 KB (131,072 bytes)

Acceptable Formats: The following formats can be uploaded to Paragon: .jpg, .gif, .png, .omp,
and .tif.

File Name Special Characters: Special characters, suchas\/: *?” <> etc., cannot be used in the
photo file name.
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Image Resizing Tips and Tools

Because Paragon has strict guidelines for images it will upload to the database, it is important to
know how to get your images from your camera, to your computer, and then into Paragon with
minimal distortion. If your photos are larger than the recommended specifications you should
resize them before adding them into your listing.

Use the free Image Resizer Tool suggested by SCWMLS:

Download the free Image Resizer Tool here:

http://www.bricelam.net/ImageResizer/

After installing the tool, Select the picture (or pictures) you want to resize from a folder on your
PC (My Documents, My Pictures, etc), Right Mouse Click on picture(s) and select Resize
Pictures. To select multiple files, hold down the Ctrl key while clicking the file names.

¢ \When using this resizing tool, choosing the “Small” size is the quickest way to get the
best image quality in Paragon.

¢ Alternatively, you can click the Advanced button, choose “Custom”, set the width to
1280 and leave the height blank, assuming the photo is in landscape orientation. If
you choose this method also check the box next to “Make pictures smaller but not
larger”.

x

You can create resized copies of one or more selected pictures and store them in
the current folder.

Select a size:
" Small {fits a 854 x 480 screen)
" Medium (fits a 1366 x 7568 screen)
™ Large (fits a 1920 x 1080 screen)
i~ Mobile Device (fits a 320 x 480 screen)

* Custom (fitsa| 1230  by| screen)

¢ Make pictures smaller but not larger

[™ Resize the original pictures {don't create copies)

<< Basic | QK Cancel

Use an online image editor

There are also several websites you can use to resize, crop, and otherwise adjust your photos. A
few examples:

http://www.picresize.com/

http://imageresize.org/

http://webresizer.com/

http://www.photoresizer.com/

https://bulkresizephotos.com/
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Listing Photo Input

To add photos to your listing:

Click Listings on the Banner Menu and under Maintain click Listings.

|

iﬁel&(&i&

=
[
LISTINGS CHMA CONTACTS FINANCIALS TAX MEMBERSHIP

ADDEESTING MAINTAIN
Single Family Listings
Condo Fariais
Multi Family GEOCODE QUALITY
Lots & Acreage Geocode Quality Search
Business/Comm

Rental

The following will display. You may need to use the search tools available to retrieve the listing
you are looking for. Locate the listing on which you want to add photos.

MLS # ADDRESS CLAsS STATUS LISTING OWNER
- Al v Active v Al -
Address Address2 Status Type Listing Agent Pics Action

735N Court S5t Active-ACT Single Family 1

0 Landmann 5t Active-ACT Single Family 2

715-1 Salsbery Cir Active-ACT Single Family n = g

715-2 Salsbery Cir Active-ACT Single Family g

715-4 Salsbery Cir Active-ACT Single Family = El

501-3 Salsbery Cir Active-ACT Single Family ]

204 Temple Ct Active-ACT Single Family L 4

E12233 TIMBER RIDGE TR. Active-ACT Single Family - 21

501-1 Salsbery Cir Active-ACT Single Family £l

N5585 HWY 12/16 Active-ACT Single Family = 5 Select an Action...

When you locate the listing you are looking for, click the Select an Action link in the far
right-hand column, and choose Picture Administration in the modal window.

Select an Action Cancel |

Main Actions
Maintain Listing " Price Change
= | Expiration Date / Remarks
¥ Virtual Tour % Change Geocode

Assodate Documents

W Picture Administration(M) e Sold/Closed
A" Activity Report # set as Offer-Ho Show
Integrations

B ShowingTime i.i Supra Lockbox
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*Note: You can also click on the number in the Pics column to start the picture upload tool. Even if
the number is zero.

£179,900 Actve-AZT Single Fanily L Select &1 Actor...
£252,200 Actve-AZT Single Family 4 Select a1 Actor...
£425.000 Actve-AZT Single Family 21 Select 31 Actor. ..
£129,900 Lctve-AZT Single Fanily 9 Select &1 Actor...
£139,900 Actve-AZT Single Family I@ Select a1 Actor...
£239,900 Actve-AZT Single Fanily ’1 Select 371 Actor. ..
£55,000 Actve-AZT Single Fanily 15 Sekect 31 Actor...
£53,900 Actve-AZT Single Family a9 Select &1 Actor...
£3,500,000 Actve-AZT Single Family 9 Select 31 Actor...
£249,900 Actve-AZT Single Family 1 Select 31 Actor. ..

Picture Administration Tool
The Picture Administration Tool has two ways to upload listing images:

1. One at a Time Photo Upload — upload each individual picture.
2. Bulk Upload — upload all of your pictures with one upload click.

One at a Time Photo Upload

Step 1: After selecting Picture Administration (see previous screen shot), the Picture
Administration modal window opens.

Picture Administration(A) - 1801900 Close |

" Upload Multiple Photos bed 5ave % Check All |5 Delete = Print Verify Photo Count (1) Upload Help

Primary @B A =@ B @ [c @B P @B E =
F @ (e G| [ @ @ @ K &=
L @ [m G| [ @ e = P @ =
R @|[s @ [T @ v = B W &=
X =
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Step 2: Either double-click on one of the picture placeholders, or click the icon on the top right of
the placeholder. The upload picture modal opens, giving you the ability to browse and find your
picture. Most start with the Primary picture, but it doesn’t matter, you can rearrange them later.

" |Upload Multiple Photos = | Pril

Double did: to upload an

image.

Primary E

Step 3: Click Add Files to open a browser box to find the listing picture for this upload.
Optionally, you can drag files from a Windows Explorer window and drop them in the blank space.

PP

Upload Picture Close |
Select files

Add files to the upload queue and click the start button.

Filename

Status Size

Drag files here.

© Add Files 0%

Step 4: The browse box is the typical process for looking for a file on your computer. It is the same
process you would use to attach a file to an email. Once you have found the picture you want, click
Open, or double click on the image to tell Paragon that it is the picture you want.
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Lookin: | |, HOUSE

_—
b
Recent Places

Desktop

HPIMOEE2 HPIMO&E3 [~/ HPIMOEEL HPIMOEES
(Medium) : ___Mg_g:_l_il._J__m (Medium) (Medium)

HPIMOEEE HPIMOZET HPIMOEEE HPIMOEES
(Medium) (Medium) (Medium) (Medium)

File name: |HPIMDB83 (Medium) =

Files of type: IAIIuwed Files (" jpa;” jpeg:™af = tf " tiff " bmp:"p *

Step 5: Click Start Upload in the picture tool to send the picture image to Paragon. If the picture is
not in the requirements of Paragon, you will be given an error message at this point.

7
Upload Picture Close |
Select files
Add files to the upload queue and click the start button.
Filename Status Size
exterior.jpg 217 kb E]

)

Q1 files queued | EXStart Upload

0%
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Bulk Photo Upload

Step 1: Click Upload Multiple Photos at the top left to open the upload tool.

" Upload Multiple Phatos Save W Checkal '=

Primary Q A Q

Step 2: Click Add Files to locate the photos to upload. This is the same process covered in the
one-at-a-time upload image description.

Step 3: With the bulk upload selection, you can select all of your listing images using this one time
browse process. Hold your control key down while you click on the pictures for this listing. The
ones selected will be highlighted. When you have selected the pictures you want, click Open.

" & Select file(s) to upload by

Look n: |}, HOUSE - 0% HE-
L Fa
i
Recent Places
Desktop IE_
s HPIMOTEE HPIMOTEZ HPIMOTTO HPIMOE49 [
= (Medium) (Medium) (Medium) (Medium]
=T
Libraries
P I
Tt .
Computer F* i
@ |
Network HPIMOE50 HPIMOE51 HPIMOB52 HPIMOE53
(Medium) (Medium) (Medium) (Medium) =
File name: 1"HPIM1}353 (Medium).JPG" "HPIMO768 [I'\"Iediuj Cpen
Files of type: JNIowed Files [‘.jpg;‘.jpeg;‘.gif;‘.tif;‘.ti‘ff;‘.brnp;‘.plj Cancel

Step 4: The Upload Pictures box will now have the picture files lined up in the middle. If any of
the image files do not match the Paragon image requirements, the file will be removed and you will

have to manage that image file so it does fit the requirements. Click Start Upload to add the
pictures to the Picture Administration tool.
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Upload Pictures Close |
Select files

Add files to the upload queue and click the start button.

Filename Status Size
image0l.jpg 334 kb E] =
image02.jpg 408 kb E]
image03.jpa 404 kb E]
imagel4.jpg 4456 kb E]
image0s.jpa 380 kb E]
image06.jpg 214 kb E]
image07.jpg 221 kb E]
image08.ijpa 214 kb E]
image0l9.jpg 226 kb E] ;I—

=T
025 files queued ' @ Start Upload ' 0%
™

Deleting Photos

To delete pictures from Paragon, first click the white checkbox at the top right corner of any
images you want to remove. Then click the Delete button at the top.

4 Upload Multiple Photos bl Save %7 Check @ Print [ Verify Photo Count €9 Upload Help
S —

|C

Add Label | lddisbel | Addlshel
IF B2

Rearranging Photos Tool

Rearranging photos allows you to change the sequence of the pictures in your listing once you have
them uploaded. From the Picture Administration modal window:

Step 1: Left click and hold on the picture you want to change.

Step 2: In a drag and drop motion, move the picture to the place you want it to appear and release
your mouse button. The other pictures will move to make room for your relocated picture.
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Step 3: Itis necessary to click Save to retain the new picture arrangement, or Paragon will not hold
the new picture order.

Note: You can use this function when you initially upload pictures or at any time you want to
update/change the order of pictures on your listing.

Agent and Logo Image Uploads

Size requirements for listing photos also apply to Agent and Logo photos. They must be .jpg, about
125KB in size, and 1280x960 pixels. To load these pictures into Paragon:

Agent Image

To add your Agent Image, click on Preferences and choose User. On the left side menu choose
Agent Image. Above the photo space, click on Update Photo.

e
= 3 User Preferences “i Update Photo ) Remove
@ Logo Image
| Ment Image PHOTO CC
& Assume Identity Ifa DhFItD
= o reduction
o Login Maintenance images do
[ System Preferences
[ Report Views IMAGE 5L
£3 Emai Image size
photo is u

[ Collab Center

® occur. In

[ Tax Reports REALTOR dicpbu
L3 cma

1PG image only IMAGE RE

There are

In the modal window that appears, click on Upload Image at the top. This will allow you to
browse out to your computer for a previously saved and appropriately sized image.

r

Add or Update Photo

|:| Preserve Original Image Format

IR 1y office 1mages

When you find the image, double click on it. This will add it to the list of choices you have in your
modal window. Click Start Upload and the picture will be added to the My Images folder.



Paragon Photo Maintenance and Input - March 2018

Click on the image so it is highlighted yellow, and then click Insert Image in the upper left-hand
corner of the modal window. If you can see the image in the Agent Image space, it has been
successfully uploaded, and will appear on your reports.

Add or Update Photo Cancel |

“'—'—'.—"W:. - Preserve Original Image Format

RN | My Office Images || MLS Images |

=]

Hydrangeas.jpg Jellyfish.jpg Penguins.jpg

Logo Image

Logo images are loaded in the same way Agent images are. There are a few more options for
pictures, however.

When you click on Update Office Logo, you will see 3 tabs that you can select from — My Images,
where you can load your own logo, My Office Images, where the Broker can load a logo for the
office, and MLS Images, where the MLS has loaded a few logos for everyone to use.

As with the Agent Images, if you can see the image in the Logo images space, it has been
successfully uploaded, and will appear on your reports.

Removing Agent Photos and/or Logos

If you ever move companies or are unhappy with your picture or logo and you need to remove it,
but you do not have a replacement, you can remove the image by simply clicking on Remove
above the image space. The space will revert to the default, and you can always go back and upload
a new image when you are ready.



