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How To Place Several Photos into One Attachment
When a HUD activity, such as an inspection or appraisal, requires a number of photos, it is preferred that
those photos be made much smaller and placed in a single document for uploading into P260.
Digital cameras have picture sizes much larger than needed for HUD documentation purposes. To get all
the photos in one document and have that document be as small as possible (and easily uploaded), you
need to greatly reduce the photo size and place the small photos in a Word document.
The method described below groups all the photos for an inspection or an appraisal into one document
and allows captions for each picture.
• If using Word 2003 and earlier, save the document as a standard Word file (.doc).
• If using Word 2007, you can save the final version as a Word 2007 document (.docx) or as a PDF
using the free PDF software available from Microsoft. If you have recently updated Word 2007, this
PDF feature has been added. If not, it is available at
http://www.microsoft.com/downloads/details.aspx?FamilyID=4d951911-3e7e-4ae6-b059-a2e79ed87041&displaylang=en

The final pages of this document include a sample of the filled-in Word template and a sample page of the
blank template.

Two ways to reduce photo size
#1 Set the camera to take smaller pictures (recommended method)
The ideal photo size for this template is 640 x 480 pixels. The easiest way to create these small photos is
by reducing the size of the photos you take with your camera. That way you can avoid having to use
software to reduce the photo size. On Canon cameras, for example, the small (S) image size sets the
camera for taking pictures at 640 x 480 pixels.

Small (640 x 480) size photos
After taking the smaller format pictures, be sure to reset your camera to the usual resolution for
taking pictures.

#2 Use photo-editing software to make a smaller picture
You can open high-resolution pictures with photo-editing software and save or export them in a smaller
size. Software such as Photoshop, Photoshop Elements, PaintShop Photo Pro, Picasa, Easy Thumbnails,
or Irfanview could potentially be used. Some of these programs have the ability to batch reduce a number
of pictures at one time.
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Pasting the photos into the document
1. Once you have reduced the size of the photos, locate the folder where the small photos are stored.
2. Click one of the photos and press Ctrl+C to copy it (or right-click one of the photos and select
Copy from the shortcut menu).
3. In Word, turn on the paragraph markers
you are going to paste the photo.

(or press Ctrl+Shift+8) so you can see where

4. Click the exact spot where you want to place the photo (just to the left of the paragraph marker) and
press Ctrl+V to paste the photo (or right-click the spot and select Paste from the shortcut menu).
It’s likely that the photo will be larger than the frame.

Adjusting the size of the photo to fit the frame
1. Click the placed photo to select it.
2. Move the mouse pointer over one of the corner handles
(the pointer changes shape to a two-headed arrow).
Place the mouse pointer over one of
the corner handles and drag toward
the center of the photo so that the
picture fits the frame

Don’t resize the photo by using a handle in the middle of a side. This will stretch or narrow the
photo so it doesn’t look natural.
3. Drag the corner handle toward the center to reduce the size of the photo so it fits the frame.

The final touches
1. Type a date, view, and description of the photo (double-click the word “Description” and start typing).
2. Double-click the header (the top portion of the page) and fill in the case number, date, full address,
name of inspector/appraiser, and the reason why the photos were taken. The header will repeat on
every other photo page.

Case #: ••••••••••••
Full Address: ••••••••••••
Inspector/Appraiser: ••••••••••••

Today’s Date: ••••••••••••
Reason taken: ••••••••••••

Double-click the row of bullets and start typing. The first thing you type replaces the bullets.
The next page is an example of a filled-in template and the page after that is a blank template.
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Case #: ••••••••••••

Today’s Date: ••••••••••••

Full Address: ••••••••••••
Inspector/Appraiser: ••••••••••••

Reason taken: ••••••••••••

Photo, Date Taken, View, Description

Photo, Date Taken, View, Description

7/12/09: South side of house with air conditioner
extending through wall. Note new fence.

7/12/09: West side of house with attached garage and
new drop-in windows.

7/12/09: North side of house showing new drop-in
windows and through the wall air conditioner.

7/12/09: East side of house showing new drop-in
windows, covered patio, decomposed granite covering
back yard.

7/12/09: Hot water heater with improper gas hookup.

7/12/09: Termite damage on hardwood floors.

Photo, Date Taken, View, Description

Photo, Date Taken, View, Description
4

Case #: ••••••••••••

Today’s Date: ••••••••••••

Full Address: ••••••••••••
Inspector/Appraiser: ••••••••••••

Reason taken: ••••••••••••

Photo, Date Taken, View, Description

Photo, Date Taken, View, Description

Description

Description

Description

Description

Description

Description

Don’t use this page for your actual template.
Use the file HUD Photo Upload Template - Word 2007.docx
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