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Step 1:

When you log in to Omnivox,

the system will ask you to upload

a picture. Automatically, Omnivox
will open a popup window to inform
you.
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Procedure to Follow

Step 2:

You can click on Remind me later
but each time you will log back in
to Omnivox, the system will keep
on remind you until the picture

is taken and approved.
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Also, the reminder will be shown
under the What’s new? section on
the home page.
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What's new?

y .p.I 29 new documents from the college

Transmit a photo ID




Step 3:

The next screen will be the place to upload your picture in Omnivox and explain
why you have to send the picture and where it will be used.

Step 4:

Press the blue button to continue with the upload of your picture.

Personal File for Students
Photo ID

This service allows you to transmit your photo ID to the college. By transmitting your photo electronically, you need not have your photo taken at the college.

Your photo will be used to produce your College student ID card and will be saved in your College student file for identification purposes. Your photo will also be used
on the Omnivox platform of your institution.

What is a Student ID Card? ¥

What should | do in the case that my ID card is lost or stolen? ¥

No photo in your file

= Transmit your photo ID
A\ Complete your file by submitting a phato to
the coliege

~ Personal File for Students

Step 5:

You will start a series of steps where the criteria of the picture and the layout are
explained.




Step 6:

On the step 2 (below), you will upload a picture from your computer or phone,
and we invite you to write your email address to receive a confirmation
when your picture is approved*

*|f your picture is refused, you'll be prompted to upload a new picture to restart the approval process. On
your personal file, you will see the detail of why your picture was refused

Personal File for Students
Photo ID

1 Select a photo that meets the criteria

You are about to fransmit your photo te the callage. This photo wil be used for your student 1D card smong other things and used fer communlcation
pufposes on the Ormaivas platfarm.

You need la provide a recent photo, taxen within e last six montha, thal meets the oritera. olherwiss you will be required 1o subm a new phats.

Selection criteria for the photo:

- Appear alone

ou st be alona in tha phata, You must be the main subjec: n s pholo

- Eyes and position of the face
‘ou must be fadng the camera. Your head musi be simight and your face unab srucied. You
fuce musiDe cantored widn the fame of the pholo.

- Photo quality

Thas phorio must ba ciar, tha foous on your face

- Lighting / contrast / colours
Tha pholo musl be neliher overexpased ar undercxposed. L mast be propery contrasied,
withoul shadows on your face or in the backgnound

- Background

Tres Dackgrouind must ba Sobd, In @ chsar coioer (Wi, 3ght Bua or sght gray|
- The head

The head musi be naked, headgaar is rot permilled. Mole: F you waar giasses, il s nok
necessary o remove them: Sun glhasses however are not aooepéed

Examples mesallng the positioning criteris

Examples that do not meet the positioning criteria
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2 Upload the selected photo
Selact a phota thal meels the criteda below by pressing on Browss.

Pholo file Choose Fi#a | No file chosen

Email [

This ama Diarass Wil B s by CMnaos 0500 yoil & noios n
cata of prabiaes with the photo upkead el of 'sian Ta shato will be
metapd.
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Step 7:

On the next step, you will be able to crop and adjust your picture with the picture
criteria to guide you through the process.

Personal File for Students
Photo |D

3 Frame the photo using the template

The temipiate below allows vou o resize the photo according 1o the norms in place for the college’s stedent |0 card photo.

Position the frame in order to meet the specified selection criteria
To move e frame, pregs on the frame and slide it to position it comecty. If the frame is not the dght size, you can also wse the black anchors in order to
madify the size.

B Examples meeting the positioning criterla

A

Examples that do not meet the positioning criteria
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Step 8:

On step 4, you’ll see your picture one last time and is given an opportunity
to reframe or change your picture. Once you are happy with the outcome,
then press on Transmit this photo to the college now.




Step 9:

On the screen it indicates that your identity fill be validated when you’ll come pick
up your student card and you’ll have to show a valid ID with a picture.

Personal File for Students
Photo ID

4 Check the positioning criteria
Here is the phota that will be saved in your studend file.

Make sure that the photo reats the selection colesa.

Selection criteria for the photo:

- Appear alone

Yol must be alone in e pholo, Yoo msst be e main subject 7 the photo

- Eyes and position of the face

¥ow must e iadng e camera. Your hoad must be sireght and your face unobstrecing, You
face must be centered within ha frame of The photo

- Photo quality

The photo maust be clear, the focus an your face

Lighting / contrast / colours
Tha photo must be nedher ovamnsposed or undor-axpoaed. & must oo propercty confrastea
without shadows on your face of in the backgrood.

Background

The background must be sobd. in a clear coloar {whita, light blue or ight grey)

- The head

The heoad mas! be naked, Feadgear in nol parmied. Nolo: I you wear glasses. & ianot
necossay 10 emoe e, Sun glesses howovor are not accopied.

Submit your phato 1D In order for it to be valdated by the college.
Once It s approved, your phato will be inked with your student
recard. If it i rejectad, you will be inviled to fransmit & new phota.




Step 10:

Your picture is already in the Validation queue of the Omnivox approver.
For the time being, you now must wait until the picture is approved or refused
by the College.

Step 11:

Once your picture has been approved by the administration, you will receive a
confirmation email (if you input your email on step 2).

Otherwise, you can log into the Personal File under My Omnivox Services to see
the status of your photo approval.

My Omnivox Services }—

Attendance Validation

Cancelled Classes
Carpooling

Course Schedule
Course Schedule Modification
Course Selection
Document Request
Documents & Messages
Exam Schedule
Financial file
Information request
Lockers

Online Forms
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Personal File for Students
Photo ID

This service allows you lo ransmil your photo 10 bo the college. By transmitling your pholo slectronically, you need not have your phota taken at the college.

Your pheto will be used o produte yaur College student 1D card and will be saved in your Coliege student fhe for identification purposes. Your photo will also be wsed
an the Omnsves platform of your ingttution.

What is & Student D Card? ¥

What should ! do in the case that my 1D card is lost or slolen? =

Photo in process of being validated
Thark you Tor transmitting your phate 1o the college.

In erder to ensure the quabty of the pholas recelved the college must proceed with an
evalustion. It is thersfore possible, il your phole doss nol mest the criteria, that you will
be reguirad to submit & new photo.

I you think that the phote doss nol meat the eelaction criteria, you can iranamit & new
photo.

Selection criteria for the phots: =

Mat that your identity will be venfied when you pick up your student (D card.

A Yaur phaia has not boon valziated. Hyoa

wish. you: may subimit-a no photo.

Step 12:

Finally, when your photo is approved, your card will be produced.
Expect a 48-hour delay for the production of your card.

Step 13:

Once it is ready, you will receive a confirmation message by MIO. You will be able
to pick up your student card at the "Student Card" kiosk during Back-to-School
week or at the Documentation Centre.




