Add your user photo to Office 365

You can add your user photo to Office 365 anywhere you see the user photo box at the top of the screen.
Your photo will appear everywhere there's a user photo box in Office 365.

Please keep in mind, if you upload a low-resolution photo, it might appear sideways. There’s no fix other
than to upload a photo with a higher resolution.

Let’s Get Started:
Step 1 If you have not already, sign in to Office 365-Outlook and Click the FILE tab

= :

_IvE FOLDER ~ VIEW  ADOBEPDF
l_'| - Move = Unread, Read Search People
ljl ag - N N - ~| “E9Rules~ \E—| Categorize [EE Address Book D
Er:l-::ir| It:':\’:' T Delete | Reply Rii:: o El Team Email T| | O, OneNote F’;‘oslisgrn' Follow Up Y Filter Email - Accl\:l:ntv
Mew Delete Respond Quick Steps ] Maove Tags Find Adobe Sen.. A
Your Account Information Screen will appear.
Step 2 Click the photo icon or Change. It will direct you to Office 365.
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Step 3 Click your email account. It will prompt you to log in.
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Step 4 Click on the Upload photo
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Step 5 Select, insert and save your photo.

Note: Please keep in mind, if you upload a low-resolution photo, it may appear sideways.
There’s no fix other than to upload with a higher resolution.
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Your Photo will appear in (2) areas with a green check (v) mark in photo in your Outlook
Menu.
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Click on your photo in the upper right corner of the Outlook Menu, go to Sign out and Exit.
Click the arrow tab to take you back to Outlook.

Note: It may take a while for your photo to go through the system before appearing.

Your photo will appear in your email. Let’s try it. Send yourself an email.
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Rendie Settles
California University of Pennsylvania
Teaching and Learning Center

For more resources check us out on the web
www.calu.edu/tlc



