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Locate the file, click on the file, then click on the "Open" button when the file is selected.  
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NOTE:  
You cannot upload the logo of size greater than 800 X 70 pixels (latest size). So that it does not distorts 
our design. If it is bigger than this size then you will need to edit it with picture editing software.  

Click on the "Upload Image" button to upload it to the portal.  

After the image is finished uploading it will display in the top left corner of the website (you may have to 

log out of this website and then log back in to the user page to refresh the image). 

 

 

 

 

After the file has successfully uploaded you will see a message in green under the button that notifies you 
that it was uploaded. 
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