
How to upload Photo and 
Signature



Resizing photograph 
• Size of photograph must be less than 50 kb.
• Use steps given in successive slides to resize the photograph.



Open file of photo in Paint and click on Resize



• Click on “Home”menu. Then click on “Resize” option shown on tool bar.

• A window named “Resize and Skew” will be displayed. Select “Pixels” option. Only change values in Resize 
section of window.

• Uncheck “maintain aspect ratio”. Enter 130 pixels in Horizontal and 170 pixels in Vertical. Click “Ok” button.



Photo will look as below after cropping.



Resizing Signature
• Width of signature must be less than 3.5 cms.
• Use steps given in successive slides to resize the signature.



Open file of signature in Paint and click on Resize



• Click on “Home”menu. Then click on “Resize” option shown on tool bar.
• A window named “Resize and Skew” will be displayed. Select “Pixels” option.Only change values in Resize 

section of window.

• Uncheck “maintain aspect ratio”.Enter 100 pixels in Horizontal and 90 pixels in Vertical. Click “Ok” button.



Login using username and password



Click “Profile Creation” button.



Click Step 6: Upload photo/ signature. Then click on 
Choose File button given in front of photo upload label.



Select photo and click on Open button.



To upload signature ,click on Choose File button 
given in front of Signature Upload label



Select signature and click on open button



Click on Save button after successful uploading of 
photograph and signature. Following message is displayed



Following message is displayed on Successful Save.



Thank You
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