
***PLEASE PLACE SUGGESTIONS FOR CHANGES OR ADDITIONS TO THE BOTTOM OF 
THE DOCUMENT*** 
 

Best Practices for Photo Documentation 

  
·         Review the camera settings. Many cameras have the option to adjust both “size” and 
“quality” of the image. These settings can be the difference between a 2 kb size photo and a 
200 kb size photo. 

o   Use a medium setting on both of these options. 
o   Timestamps should always be set to on. 

  
·         Avoid including “Before” photos in Final Photo Sheets. Client has already received photo 
sheets with “Before” photos. 
  
·         Sparingly, use “During” photos. “During” photos are very important. But, a handful of 
“During” photos will suffice. 25+ photos of the same roof installation is unnecessary. 
  

o   “During” photo labels should always start with “During”. 
  
·         Recommend use either Xactimate or a photo template to make the process simpler. 
  
·         Try to be sure files sizes do not exceed 6 mb. AlacNet will allow for larger files to be 
uploaded, but the client’s will not. 
  
·         Try to keep your photo sheets to a minimum. Feel free to upload 1 sheet for “During” and 
1 sheet for “Final”. If you are regularly uploading 3 or more sheets for “Final” photos, check your 
camera settings. The size may be set too high. 
  
·         When taking “Final” photos, walk the property a specific way. Your camera usually names 
a picture the date and time it was taken. This means it will appear on your computer in the folder 
in the order you took them. 
  

o   Start outside and walk the entire property just taking whole home photos. 
o   Then go back to your starting point with your work order and photograph the 
repairs in the order they appear on the work order. 

§  Once they are on the computer; each photo will appear in that order. Now you can copy and 
paste labels without scrolling all over looking for specific photos. 

  
  

  
 
  



  

REO/Conveyance Photo 
Steps in labeling & 
timestamping: ACTION NEEDED 

DESCRIPTION 

STEP 1 Use a phone or a camera 
to take the photos & 
TIMESTAMP 

 
digital cameras 99.9% of the time 
will have an option under the 
settings to automatically 
timestamp 
smartphones will either 
 
A) have the option under settings 
to apply one 
B) be able to download an app 
from the app store to apply them 
Worst case scenario there are 
programs online you can 
download for your computer that 
will apply them. An example of 
great photos received from a GC 
uses an app. "Timetophoto". 

STEP 2 Transfer pics to the 
computer 

Transfer all pictures to computer 
and store in a single folder for 
that project’s pictures. Separate 
before, during and after photos 

STEP 3 Photo sheet Template Open Microsoft Word and either 
insert a smart art or open a 
pre-saved template with the 
empty spaces for each photo and 
label. 

STEP 4 Place photos onto Photo 
Sheet 

Simply drag and drop each 
picture file from the folder they 
are stored in to each empty 
square in the word document to 
automatically fill that square with 
the image. ** best done with both 



windows open at once side by 
side**** 

STEP 5 Label Photos Type in a label next to each 
image as you insert it in the 
empty square for labels next to 
each larger square for the 
pictures 

STEP 6 Type of Labels and Photos 
Required 

Make sure any image that is 
showing a repair is labeled that 
repair, if there are multiple 
repairs in each photo, either list 
them all out or (preferred) upload 
a single photo for each repair, 
uploading duplicate of the same 
photo if necessary **i.e. 3 of the 
same picture of a kitchen sink 
area 1. Cabinet door repair 2. 
New faucet 3. New p trap** 

STEP 7 Save Photo Sheet and 
Submit 

Once you have all photos in the 
word document you will click 
"save as pdf" and it will convert to 
a pdf document 

  

 
 

 
 
If you have sample documentation, procedures, or suggestions, please email them to 
jordan@admin-concepts.net or include them here! 
 
 

 
 
EDITS, ADDS OR CHANGES: 
 
 

mailto:jordan@admin-concepts.net

