PROCEDURE FOR LOADING PROPERTY PHOTOGRAPHS

NB:
BEFORE ATTEMPTING TO LOAD ANY PHOTOGRAPHS ENSURE THAT:

THE PHOTOGRAPHS ARE JPG IMAGES; THAT HAVE BEEN RESIZED TO 200 WIDTH X 150 HEIGHT PIXELS; AND SAVED AGAINST A SHORT TITLE 

Then follow the following procedure:
1.
Login:

· Go to www.ieasails.pe.co.za;

· Select Members;

· Enter Agency ID; User Name; and Password.

· Select Login. This will take you to the CMA & ILS Administration Login Screen.

· Now select CMA/ILS;

· Select Agent Name [name of the agent utilising the system];

· Enter Password [personal password for the selected agent – if it is the first time the system is being used by the agent, he/she must select a personal password and record this, as the same password will have to be utilised every time.

· Select Login. 

2.
Select My List – this will provide all ILS listings for the selected agent.

3.
Select Edit next to the specific property listing – the listing profile will open.

4.
Scroll down to MARKETING INFORMATION.

5.
Enter a Title and a short Description of the property as these fields are mandatory.

6.
Go to the field Gallery 1 Name and enter a title for the photograph you want to load 

e.g. Front View or Main Bedroom.

7.
Go to the field Gallery 1 File next to the Gallery 1 Name field and click on the Browse 

function button – this will take you to My Documents or your computer.

8.
Search for and select [double click] the photograph image you saved for the specific property.

9.
Multiple Photographs – should there be more than one photograph, repeat steps 6-8 until all are loaded. One can load 12 photographs per property listing.

10.
Scroll down and select Save – which will return you to your listings – the FIRST photograph will now appear against the selected listing.

