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Stevens Institute of Technology 
Online Card Office 

“Photo Upload Instructions” 
 

“For New Students and New Employees Only” 
 

There are two ways you can login to upload your photo: 
 

1. Login to your myStevens account and click “Online Card Office 
(Duckbills)”. 
 

 
 
 

-OR- 
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2.  Go to DuckBills.com,  under “Online Card Office” section (on left hand side 
of the screen), select “Photo Upload” 
 

 
 

Next login with your Stevens ID and Password 
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Then click “Photo Upload” under “NAVIGATE” on the left side of the screen 
and click “Agree” to the terms and the conditions. 
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Lastly, follow steps below to upload your photo after you login: 
 
Step 1: 
Enter your: 
1. University email address (eg. xxxx@stevens.edu) 
2. Classification 
 
Click “Choose file” to locate the file on the computer  
Once you have selected your photo, click “Upload Photo” 
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Step 2  
Click “Crop Image” to crop photo 
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Drag the highlighted crop box to crop the photo from the top of your head to 
shoulder. You may need to drag the size of the crop box larger or smaller. 
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Scroll to the bottom of the box and click “Crop Image” 
 

 
 
The cropped image appears. If the cropping is correct – click “Save Image” 
 
The message will display “The image has been saved and placed in Pending 
status” 
Click on “Close Window” 
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Step 3  
Click “Submit” to process your photo 
 

 
 
 
Once you click on “Submit”, a message -”Image saved successfully” - will appear at 
the top of the page 
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The most recent uploaded image and status will appear at bottom of the page. 
 

 
 
 
Step 4 
Log out to close your session. 
 
Once your image has being approved by the Campus Card Office you will be 
notified via email. 
  
You will obtain your Stevens ID card when you arrive on campus. Please bring either 
a government photo ID, school ID, driver’s license or passport for verification.  
 


