
   
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
How to add your picture to your Intranet profile  

 

1. Hover over the person-shape in the top right corner, then click 'About me' 

 

 
 

 

2. Click 'Update Profile' 

 
 

3. Hover on the picture and click 

 

 
 

 
 
How to change your 
Picture 
On the Intranet, on your emails 
 

London December 2016 



 

 

4. When in the ‘Update Profile’ page click ‘Upload Picture’ 

 
 

5. Click ‘browse’, select an image from your files and then click ‘upload’ 

 
 

6. Click ‘save all and close’ 

 
 

7. You may be warned that your changes may take a while to take effect, so please be patient and check back in a 

few hours. 



How to add your picture to your emails 
 

1. Go to Colart Self-Service Portal: https://myaccount.colart.com/showLogin.cc  

 

2. Log-in using your username (e.g. JaneD) and your usual Windows password 
 

 
 

3. Click on the first tab ‘My Info’ 
 

 
 

4. Hover on your picture, and a rectangle ‘change’ will appear 
 

 
 

5. Click on ‘Upload’, browse for you picture, and click on ‘upload’. 

 

 
 

 

6. You may be warned that your changes may take a while to take effect, so please be patient and check back in a 

few hours. 

 

https://myaccount.colart.com/showLogin.cc

