How to Add Photos to NTREIS Listings — Agent No-Load

Adding Media in NTREIS Listings

IMPORTANT!!! Pictures must be saved in a “jpeg” format to be uploaded.

All adding and editing starts from the My Page tab in NTREIS Listings.

1. Click on My Page.
2. Click on Edit Media.

My Page | Search | Reports

@

Home

Freferences

Chia Histony
Confidential Listing Report

Edit iedia

kb k bk bk

Change ¥Your Password

3. Put the MLS number of the listing you wish to add photos to in the MLS Number
box then click the Edit Media button.
e My Page | Search | Reports |
&

Home

Enter The MLS Number For Your Property
MLS Murnber

4. On the next screen scroll down to Step 1 and be sure that Picture is selected.
There should be a dot in the circle.
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Pvailable Media Types
@ Picture (JPG) 200k size limit)
Oirtual Taur Hyperlink (URL)
Oeb Hyperlink (URL)
O Adobe® Acrobat® (PDF) (200k size limit)
Seledthetﬁateeogh:new media 2D (TAT) (30k size fimit)
O Rich Text (RTF) (200k size limit)
Fax in a Document (Converted to PDF)
O Lead Disclosure
O Seller's Disclosure
O Other

Step 2 Add New Media
Click on the “Add Hew Media™ button to start vour request

[ Exit from Media Page ]

5. Then scroll down to Step 2 at the bottom of the page click the Add New Media
button.

6. Use the Browse button to search for the photo file on your computer. You may
also add a description of the picture in the box on the right hand side.

Add Jpg Pictures

Epot\?vrstehebLlltotcoitltoonlgistaecrhg':;iﬁ:folrnet::x-hoxes o cllie e Enter a description of each JPG file in the text box provided:
c\RealEstate’\FrontOfHouse jpg (i 8 220 GlieEiER,

1 [ |CBrowse.. ) ‘ ‘

2 [ |(Browse... | ‘ ‘

3 [ |CBrowse.. ) ‘ ‘

4 [ |CBrowse... | ‘ ‘

5 [ |CBrowse.. ) ‘ ‘

[} | |[ Biowse... | ‘ ‘

7.  When you are finished click Submit.

8. When it has finished processing, a screen will tell you your photo has been
accepted.

Copyright 2003 by NTREIS, INC.
Page 2 of 3



How to Add Photos to NTREIS Listings — Agent No-Load

A

File House Picture - JPEG jpg was accepted.

9. Click Continue.
10. The first photo loaded will be automatically set as the Primary photo.

11. If you would like to set a different photo as the Primary photo, highlight the file
in the Current Media List window and click on the Set as Primary Photo button.
A photo must set as Primary even if you have added only one photo to your
listing.

by List Hew Listing

MLS #: 8143317
Address: 1230 NTREIS TEST, CARTHAG

Current Media List Edit Sglected Media

9143317-3.jpg A
9143317-4.jpg
Simulated Seller.

[

[ Delete Jelected Media
[ View Selected Media
[

[

Seller's Disclosure [Pending)
‘House Ficture - JPEG. o

L 2
Set Az Primary Photo

Yiew All Media

| S, W SRR ) S S

[ Move UP | | Move DOWH |

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

You may change the order of the photos by highlighting the photo and using the Move
UP and Move DOWN arrows. To edit the photo’s description, highlight the photo and
select the Edit Selected Media button. To delete a photo, highlight the photo and select
the Delete Selected Media button.

It is recommended that the primary photo be in the 1% position in the Current Media List
to ensure that the primary photo is the photo that displays on other websites (such as
Realtor.com) as well.
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