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View Tour Go to Services 
Page

Get Tour Link Email Tour Delte Tour

Home page: «Tour Index»

The main page (Tour Index) is divided in two areas

1 - «The Header»

Create a new Tour

If you haven’t created any tour(s) yet, or if you would 
like to create a new one, click on «New Tour» tab or 
«Create a new tour» button.
The çLocate A Speciýc Tourè search engine.
Use the çLocate A Speciýc Tourè area as a search 
engine to search and find an existing tour.

Fill in at least one field.
The more fields you fill in, the more specific the 
answers will be.
To perform a search, fill in the field(s), and click on: 

. The search engine will display a list 
of the properties matching the criteria and you’ll be 
able to access further options.

2 - List of  Tours: «List of  Tours»

To sort out your virtual tours, click on the title of the column. Your tours are instantly sorted out according to 
this criteria. To change the sorting order, click again on the title of the column. By default, the tours are sorted 
out according to their last modification date.

A whole set of services is available for each virtual 
tour:
These services are represented by icons at the end 
of each line.

Note that: if  only is available for a tour, it means 
that you haven’t added any pictures to the tour yet.
Only 12 tours are displayed at one time. To view the 
other tours from your list, use either the arrows or 
the numbers to browse other pages. The number of 

Remarks:
If you have performed a search with the «Locate a Specific 
Tour» search engine, the main area will only display the tours 
matching your search criteria. To go back to your complete 
list, click on «Tour Index».
If you click elsewhere on the line of the tour you wanted to 
select, you’ll directly have access to the tour’s «Services» 
page.

tours in the list appears between brackets on the top 
left, above the list. 
To select a tour from your list and edit its information, 
click on the tour name or reference number. 
000001
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Step 1: Content

1 - Edit Information Page

In this page youôll ýnd out how to edit information about the new tour you are creating.

Fill in at least the first field (Reference number/
Name). For optimal utilization, fill as many fields as 
you can. Note that the more fields you fill in, the 
better your tours will be sorted and located on the 
search engine. We suggest that you fill in at least 
the price and zip code fields.

Reference number / Name: By default, a reference 
number is assigned to your new tour. For example, 
your first tour will be named «000001». Either 

you keep this reference number, or put the MLS 
reference number.
Address: Giving the exact address is useful to locate 
the property on the «Interactive Map» service of 
the viewer.
City: The cities you use the most appear in a menu 
under the field. Click the desired city to automatically 
fill in the field.
Zone: A short description in the viewer.
State: Choose from the drop-down menu.
Price: Write the price without space and comma, the 
price will automatically appear correctly.
Description: The information provided here will be 
displayed on the viewer.
Once finished, click : 

Note that:
you can’t shape the text. Give as many details as you can on 
the property: lot-size, square feet, number of rooms, garden, 
swimming-pool, exposure, facilities... Your description is not 

limited in size.

Step 2: «Upload and Manage Images»

1 - Image Upoad

In this page, select and upload images to create your virtual tour. There are 2 ways to upload your images:

Image selection

Click on ‣‣ «Select» button.
Browse your computer to locate the images ‣‣

you have uploaded from your digital camera.
Make a selection and then click ‣‣ «Open».

Upload

Once you have completed your selection, click 
«Upload» button. To stop the process, click 
«Cancel» button.
Next to each image you see its upload percentage. 
When upload is complete, you must see a 100%.
A progress bar also shows the global uploading 
process.

Remarks:
You can only create virtual tours using .jpeg or .jpg images.To 
pick up several pictures, press the Ctrl button and click on each 
name.Use the Ctrl + A command to select all the images from 
a folder.In case you have trouble selecting your images, click 
on the link below the uploader. This will take you to another 
uploading interface in which you will be able to select the images 
you want to upload one by one. You can only upload 10 images 
at once. To upload more, repeat this step.

The higher the definition of your images, the longer 
the upload will be.
When upload is completed, you will be automatically 
redirected to the «Image Management» page.
You can come back to this step to add more images 
at any time by clicking «Image Transfer» on the 
header.
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2 - Image Management

Notice that your ýsheye images have been processed by the Previsite tool: you now have full images. Name, 
order them and access speciýc actions for each image.

Name Images

Type the name in the field under each image. By 
default, the name displayed is the name of the 
«.jpeg» file. For example if the picture of the kitchen 
is saved as IMG_0051.jpeg on your computer, you 
can rename it to Kitchen.

Order Images

Change order of appearance by clicking on the 
drop-down menu under each image. If you click the 
button , it will set this image directly on top of the 
list.

Put image in trash / Recover image from 
trash

To delete an image, click . The image becomes 
«greyish» and  turns into . This indicates that 
the image has been put in the trash. A trash icon 
appears at the bottom of the screen with the number 
it contains.
To restore an image from the trash, click  on the 
top of the image. To permanently delete all images 
in the trash, click on the trash and OK.

Advanced options

To access advanced image options, click  on the 

top right of the image. Now you see your image 
and several options listed below. Information on the 
camera is provided on the right.
Download the image: right-click the  icon and 
select «Save link as».
Change the image brightness: By default the 
brightness level is at 100. Slide the pointer to the 
right to have a brighter image, on the left for a darker 
one. You can also write a number between 50 and 
200 in the field. The higher the number, the brighter 
the image. On the left, you can see the image’s 
changes. Once you are pleased with the result, click 
«Save changes» button.
Reprocess the image: If the image hasn’t been 
detected properly at the upload, you can try again 
by clicking on «Reprocess» button.

Report a quality problem with the image: Write in the field the quality problem you are facing (at least 20 
characters). Our hotline will receive your message and solve the problem as soon as possible.
Once you are done with «Image Management», you can either add one or several floor plans (click on «Add 
þoorplanè button), or click «Done» button to move directly to the services section.
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Step 3: Create and Manage Floor Plans

1 - Create Floor Plans / Area

Use þoor plans to highlight your virtual tour and give 
an immersive sense of the property by creating hot 
spots for your images.
To create a floor plan:

Enter the name of your floor plan in the first ‣‣
field.

Select your floor plan from your computer by ‣‣
using the «Browse» button and click «Open».

Click ‣‣ «Create».
Once uploaded, the floor plan appears on the 
screen.
To transfer several floor plans, repeat these actions 

 2 - Manage Floor Plans
Use this page to create hot spots for your þoor plan(s). Each hot spot is linked to an image and represents its 
shooting angle.

as many times as you want.
If you have uploaded several floor plans, you can 
name and order them following the same instructions 
as in «Upload Tour Images».
To delete a floor plan, click . The floor plan 
becomes «greyish» and  turns into . This 
indicates that the floor plan has been thrown away. 
A trash icon appears at the bottom of the screen 
with the number of images it contains. To recover 
a floor plan, click on the  top of the image. To 
permanently delete all floor plans in the trash, click 
on the trash icon and OK.
Click on «Next» button to move to the «Manage 
Floor Plans» page.

Remarks:
Large floor plans will be automatically resized. If your floor 
plan has too many details, they might not be displayed 
properly because of the reduced police size.Use areas to 
create groups of images. For example: Garden, Swimming 
pool, View from bedroom, View from the street, First Floor, 
Basement, Community Amenities... In this case, only fill 
in the first field (Floor plan / Area name) and directly click 
«Create» button.The group of images you have just created 
will be displayed as a cube instead of a floor plan image.
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Column 1‣‣ : Select the floor plan on which you 
want to add hot spots.The selected floor plan 
appears on the right (Column 3).

Column 2‣‣ : Select an image in the second 
column. It becomes light blue.

Column 3‣‣ : On the floor plan, click on the 
specific place where you want to place a hot spot 
(where the picture was taken). Choose the right 
hot spot angle (depending on how you took the 
picture). It appears on the floor plan.

To create additional hot spots on your floor plan:
Repeat steps 2 and 3 of this process.‣‣

To create hot spots on another floor plan: 
Repeat the whole process.‣‣

If you have created areas to regroup pictures,
only steps 1 & 2 are needed.‣‣

To change the place of an existing hot spot, you 
have to remove it.

To remove a hot spot:
Click the hot spot to select it, the image ‣‣

appears in small format;
Click the red cross on the top of the image;‣‣
Then click OK. The hot spot is removed ‣‣

and the image that was linked to it becomes 
available again in Column 2.

To remove all hot spots from a floor plan at once, 
select the floor plan in the column 1 and click  
located above.

Remarks:
An image can only be linked once to a hot spot.The images 
that have not been linked to hot spots will be automatically 
displayed in the «Other Areas» section on the viewer.There 
are 8 different hot spots, each corresponding to a different 
view angle.The number of remaining pictures appears on 
the right bottom, under the floor plan. A legend is available 
(symbolized by a  icon) to explain the different status of the 

images according to their color.

Step 4: Using the Services

There are 3 means of utilizing the Services available:

At the end of each line in the «Index Tour» page ‣‣
to the far right.

Once you have selected the listing, in the header ‣‣
under «Services»: using the icons

After you have uploaded the images, on the bottom right you can select the ‣‣
Services tab.



8

View the Tour:

Once your Virtual tour is done, click on this icon to open the tour in a new window.
If you are not satisfied with the results, simply go back to the previous steps (header) and upload images 
and floorplans again.

Email Tour:
Enter the recipients email address; in the message 
box below the URL you can include a message to 
the recipient. An email will automatically be sent 
with the URL link included.

Download Tour:
Download and save the tour on your computer.
Use this option if you would like to save the Virtual 
Tour to your PC and thus be able to view it without 
being connected.
A dialog box opens, asking you permission to save 
an exe file to your PC. Just click ok and browse your 
PC to choose a folder where you want to save the 
virtual tour.
To open the tour, just double click on the file, it will 
open automatically. Now you have access to all the 

options from your Virtual Tour.

Publish your virtual tour

Use this service to retrieve an unbranded URL to 
employ for your MLS Association’s website.
First, select your state, then select your MLS 
Association from the drop down menu box.
You will then enter the MLS number and click 
Validate MLS.
The URL provided will be an unbranded tour to copy 
and paste into your MLS Association’s website.
If you are unable to find your MLS Association, 
simply check the çI didnôt ýnd my MLS Association 
above» and click Validate MLS. You will still have 

the capability of receiving an unbranded URL. If 
this is the case, please notify Customer Support at 
877-261-8555 to add your Association to the list.

Get the fully branded URL 

Get the fully branded URL of the tour; which will 
include your contact information, image and logo if 
you have uploaded one, and your photo, description, 
map and contact tabs.
Just copy and paste this URL to use it like any 
other.

You also have acces to the specific URL for iFrame 
integration if you need it.
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Publish your Virtual Tour to Realtor.
com via Picture Path:
Use this service to publish a listing directly on 
realtor.com
The address and MLS number of the listing will 
appear which you will then click «Post to Realtor.
com». If you have subscribed for enhanced listings 
through Realtor.com the tour will publish directly 
to Realtor.com and you will see a pop up window 
verifying the action has been completed and 
successfully published.
Be sure to carefully enter the address and MLS 
number on the listing as this is what the systems 
reads to determine if it matches the listing on  
Realtor.com and is in fact an enhanced listing or 
not.
If you do not have enhanced listings through  
Realtor.com, you will receive a message in a pop 

Traffic Statistics:
View the impact of your virtual tour in real time: 
examine how many people have visited your tour in 
the last 5 periods. Select the month from the drop-
down menu: days, weeks, months. 
You have all the details (views & percentage) per 
page, per image, per website, etc.
If you click on the XLS icon, it automatically creates 
an Excel export with the statistics from all your 
virtual tours. 

Note that you can directly access some 
services from the List of  Tours page.

Only a few services are displayed and these are the 
most used

 Direct access to «View the Tour» service.
 Direct access to the full services page containing 

the whole set of services.
 Direct access to the drop down menu containing 

the URL of the Virtual Tour.

 Direct access to the «Send by email» screen
 if you click this icon, a message reading «Do 

you really want to delete this tour» will appear. 
Click the «OK» button to delete the entirety of the 
tour including all images, floor plans, hotspots, etc. 
Please note that once you have clicked the «OK» 
button you are unable to recover the Virtual Tour.

up window notifying you the address and MLS 
number do not register as an enhanced listing. In 
this case you will be directed to PayPal in which you 
will follow the steps and pay the $19.95 fee. 
Once this has been completed the tour will 
automatically be sent to Realtor.com.
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