Attach a photo to a license (or update it)

If your license does not have a photo on it, or if you would like to replace your photo, here’s how.

1)

Log in to your eLIPSE account.

2) Onyour Home page, click MY DASHBOARD and then LICENSES AND PERMITS.
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Locate the license you want to work with, and then click the control below it.

At the top of the box that eLIPSE displays, click the

button.

eLIPSE displays the license. On the right side of the screen, click the

| E Go to your License Record and Print License |

| Print License

J button.

eLIPSE displays the Print License dialog box.
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*Do you want to upload new license Photo or use existing Photo?
@ Upload New Photo
Use Existing Photo
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eLIPSE displays the Print License box
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License Photo Requirements:
» File type: JPEG or PNG files only
« File size: less than 500KB (<.5MB)

a)Clickthe Upload New Photo radio button.
b) Click Next.

a)Click UpToad Photo.
b)Click Next.
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8) Attach the photo as you do when attaching a document to an email.
As areminder, your photo file must be:

e OnlyalJPEG or PNG file.
e Smaller than 500KB (or .5MB)

9) eLIPSE displays an Upload Files box. Click Done.
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307 KB -
1 of 1 file uploaded

10) eLIPSE takes you back to the Print License box. Click Next.

11) eLIPSE confirms it is printing your license. Click Finish.

12) eLIPSE takes you back to your license details page, and your new license card is listed on the
right side of the screen under Files.

The next time you print or download that license file from that Fi 1es section, it will have your new
picture.
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