Quick Guide to Posting a Virtual Tour
A Virtual Tour is required for each listing with Troop Real Estate.  There is a document in your “Troop Forms” folder called “Virtual Tour Request” that needs to be filled out for each listing.  Below, please find quick instructions on how to submit a Virtual Tour through Troop Real Estate’s Virtual Tour service.  
NOTE:  You can use outside Virtual Tour companies as well, just make sure that the “branded” tour link is e-mailed to helpdesk@troop.com so it will be posted for you at Troop.com.  

MLS listings do not allow “branded” virtual tours (with the agent information) so the agent must be sent an “unbranded” virtual tour link from their virtual tour company.  This link must be uploaded to the MLS by the agent themselves.  Please contact your Branch Manager with further questions. 

I. Get your photos onto your PC:
1) Most cameras have memory cards in them.  After you have taken your photos, you can remove the memory card from the camera and use a USB adapter that can read your memory card through a USB port on your computer.  If not, then some people connect their camera to their computer with instructions that came with the camera.  Other people copy photos onto CDs, memory sticks, etc.

2) Create a new folder on your computer desktop.  Do this by right clicking your mouse on the desktop and select “new” then “folder”.

3) Rename the new folder (right click on it and rename) with the property address AND the agent name (i.e. 123 Hillsdale – agent name).

4) Copy the photos that you want to use for your tour from your original folder into this new folder (you can highlight photos and then right click and “copy” and then “paste” into the new folder – or hold down your right mouse button and drag the photos to the new folder and select “copy here”).
II. Fill out the “Listing Description” form: 
1) Copy (don’t move) the “Listing Description” document included here into your newly created folder that now has your photos in it.  You can also download the “Listing Description” form from http://www.troopvirtuals.com. 
2) Open the “Listing Description” file in Microsoft Word and fill it out completely.  Write the name of each photo to be used in order as you want them to appear in the tour AND be sure to include a description for each photo used.
Only include photos that will be used.  Most tours include 10-20 photos.
III. Music Selection:

All tours will have music added to them.  You can select music for your tour by visiting:  http://www.danosongs.com otherwise, default music will be provided.
IV. Upload your Virtual Tour folder to Troop:
When you are finished with the above steps, your folder should:


a) Be named by address and realtor name


b) Contain all photos to be used in the tour


c) Contain the completed “Listing Description” document

There is a shortcut included in the folder with these instructions called: 

“Virtual Tours Upload Folder” if you double click on this icon it will open up a window that may ask you for a username and password.  Use your e-mail username and password.
When the final window opens, you will see other agent’s Virtual Tours that have been uploaded.  Please do not touch the other tours in this folder.

Drag your completed Virtual Tour folder from your desktop into this open window along with the other completed tours.  Once you have copied your folder into this window, you are finished.

When the tour is made, I.T. will upload the “branded tour” automatically to Troop.com and the agent will be e-mailed the “non-branded link” to upload to their MLS.
