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Adding an avatar 

To upload your photo as an avatar, click on the hamburger menu (three horizontal lines), in 

the top left hand corner of the screen.  

 

This will open out the menu which will allow you to click on the Edit Avatar icon (this is the 

circle with your initials inside of it).  
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Click on the text saying,  "Drop image to upload". This will bring up your file explorer. 

Choose a photo, click on this and then click on the Open button.  

 

Once you click on the Open button, it will bring you back to the Edit Avatar screen with the 

image appearing on the screen. Click on the OK button if you're happy with the photo. 
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The web page will refresh and your photo should appear on your dashboard homepage. 
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