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Uploading Your Headshot
& DriveCentric




Open your email from Nicole Dalman. The
email subject is DriveCentric Headshot Tutorial.

Nicala Diliisi @ € Reply | %) Reply All | —> Forward | T | ==

Te @ Nicole Dalman Mon 6/19/2023 2:28 PM

(]
@ HeadshotEBxamplejpg @ Save the attached photo to your
&l K computer where it can be easily found
Preview
= Qpen
Hé‘,: Quick Print

[FF/ Save As
[E"g] Save All Attachments...

AUTOMOTIVE GROUP

(260) 434-4888

C@ Qpload > NOalman@KelleyAuto.com

33 washkelley.com

> Remove Attachment

(@ Copy
[N Select All

555 Grand National Drive
Fort Wayne, IN 45804
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1. Click on your initials
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2. Click on My Settings $
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2 9 a

B

172

Delivered

R 407

Quick Search ND

Nicole Dalman
Tom Kelley Buick GMC

2 view Profile
Change Stores
My Settings

Store Settings

H & o o

DriveUniversity

Theme FO3

Clock In

w o o

Terms and Policies

G

Logout

(1



— B —

s g O @® @ 4 = = @
£ Settings
Password
Security

Email Signatures
Work Schedule
Preferences

Notifications

Profile

First Name

Nicole

N D

Phone Cell

- (260) 310-3847

TR Drive Email Alias

Drive Alias

4. Click Upload

Edit

@

Last Name

Dalman

Email

ndalman@kelleyauto.com

SAVE

Q Quick Search

ND
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@ Open

2 Local Disk (C:)
== Shares (\\172.20.

=

[ NPV A he

“— v o » This PC » Desktop » Employee Headshots
Organize « Mew folder
Chevy ~  MName
June 2023 BMW
MNew Sales Uploa Buick GMC
& OneDrive Cadillac
Chevy
@ OneDrive - Persor ILR
Vol
= This PC oo
o @ Headshot Example
) 3D Objects
Desktop
.@ Documents
& Downloads
J‘! Music
&= Pictures
m Videos

Date modified

6/19/2023 1:46 PM
6/19/2023 1:41 PM
6/19/2023 1:31 PM

/2023 1:47 PM

6/ 1
6/19/2023 1:27 PM
6/19/2023 2:00 PM

<] L

=z -

Type Size

File folder
File folder
File folder
File folder
File folder
File folder
JPG File

File name: | Headshot Example

v| All Files

et

Search Employee Headshots

o @

Cancel

6. Click Open

[ S
Last Name
Dalman
Cell Edit Email
(260) 310-3847 (@) ndalman@kelleyauto.com
5. Find the photo that you
saved from the email.
SAVE

2 Q

Quick Search

ND
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£ Settings

Password

Security

Email Signatures
Work Schedule
Preferences

Notifications

7. After you click Open, your
headshot should appear here.

Profile

First Name
Nicole

Phone

Drive Alias

Cell

(260) 310-3847

Edit

(@)

Last Name

Dalman

Email

ndalman@kelleyauto.com

8. Click Save

Q, Quick Search
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