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Adding a Profile Picture 

 
 
 

Step Screenshot  

1. Under the Content 

tab, click the 
Profile pictures 

tab.  
 
 
You will see the Profile 
pictures tab as shown 

above. 

See above 

 

 

  

 
Note 

Anyone who can access 
your portfolio may see the 
information in this area. 
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Uploading a Picture 

Step Screenshot  

2. Click the Browse 

button in the 
section titled 
Upload profile 
picture at the end 
of the Profile 
picture* field. 

 

 

3. Select the file you 
wish to use as your 
profile picture. 

  

The path to the file will 
appear in the Profile 
picture* field.  

 

If you wish to give the 
image a title, click in the 
Image title field and 

type the title. This will 
not change the file 
name. 

 

 

4. Click Upload.  

 

 

The image will appear 
in the Profile pictures 
list above the Upload 
profile picture section.  

  

  

 
Note 

When you finish these 
steps, the picture will be 
stored on both the server 
and your personal 
computer. When people 
access the file, they will see 
the picture from the server. 
They will not have access 
to your computer. 
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Step Screenshot  

5. You can change 
the default picture 
by clicking the 
radio button under 
Default and then 
clicking Set 
default.  

 

 

 

You can delete a 
picture by clicking the 
box under Delete and 
then clicking Delete 
selected profile 
pictures.  

 

 

 

 
 

 
Note 

If you click Use no default, 

then your profile section will 
not display a photo. 

 


