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Uploading Your Picture to Educator 
 
Note: Each of the courses you have in Educator has a separate profile.  So if you want 
you picture to be in all of your courses, you will have to put it in each course. 
 
 
1. Log into the DDP (ddp.alverno.edu) and click on your name to bring up your DDP 

student information.  
 
2. Right click on your picture and choose Save As. 
 
3. Save your picture to your A:drive, or home directory – just make sure you know 

where you have saved it. Make sure the file has a .jpg extension 
 
4. Log onto Educator and enter the course you want to upload your picture to. 
 
5. Click on Course Materials and then click on My Folders.   Click on the Folder 

with your name on it to open it.  
 

6. To upload your image click on Upload to this Folder, click the Browse button and 
locate the file and click the Upload File Button. Your file (picture) will be uploaded 
to your student folder 

 
7. From the next screen, look directly under your picture.  You will see a check box and 

Display this picture in my profile.  Click in the check box Display this picture in 
my profile. Scroll down to the bottom of the page and click Submit.  Now you will 
need to make your profile available to the class. 

 



6/7/06le 2 

8. Click on Grades/Profile and then Modify Profile on the left.  In your Profile 
Privacy (it should say Keep Private), change the option to Show to Everyone. 

 
 

 
 

9. Scroll down to the bottom of the screen and click scroll down the screen and click on 
Re-create Profile). 

 
 
10. Check out your picture and profile by clicking on Click Here to see your newly 

recreated profile.  A separate window will appear with your picture.  Now you can 
look up any student in the class by clicking on the Student navigation area and then 
clicking on a student’s user name. 

 
 

 


