Employee Identification On-line Automated Submission Process:

This tool allows staff a convenient and time efficient process for requesting their ID badge, regardless of the reason. No more
standing in lines, simply follow these simple instructions any time day or night and we will receive and process your request
during normal business hours.

1) Loginto the UT Portal at www.myutoledo.edu :
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4) Upon logging in you will see the following screen. Please verify that your title and department information is correct.

Plesse entar your UTAD user ID and password, 1f you have not
forgotten your password, please visit the My UT Account pags for assistance,

Rocket Card Photo Upload and ID Request System
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a. Verify your Title and Department information are correct

b. Selecta campus you will pick your ID card up at
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Click on “Click her to upload photo”
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Rocket Card Photo Upload and ID Request System

Name: Joy Selact 1D Plckup Locatlon:

Rocker Number: ROO {IMain Campus - Rocket Hall 1917

Title: Dir Au {Health Science Campus - ID Offica
Department: Auxilia

iD Type: Enmployse Phote on 1 | Click hera ta uplpad photo |
Emall Account: Joy. iteledo, edy

1f yaur personal information displayed above is not correct, do NOT submit this raquest.
Contact your superviser regarding any necessary changes that ara needed in Banner, Once the changes have been corrected, you may return to this webpage to request your 1D,

In order to receive your 10, a check is required mada payable to The University of Toledo in the amount of $32,00 at the time of pick up {no credit cards will bs accaptad).

contact Auxiliary Services at rogletcardfutoleds, edy or 419-530-5842 for questions or issuas regarding this process,
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‘ 5) On this screen use the “Browse” button to locate the photo you wish to upload. Please pay attention to the photo
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Rocket Card Photo Upload and ID Request System

+ Phote must ba frea of any Item on your haad (no hots, scarves, sunglasses, ...)

+ Photn must be free of anything cavering your face (na symbols, scarves, sunglasses, ...)

+ Bhota must be of your full face {no angle views, please use a recent photo)

+ Blores must be in color {black/white or sapia photos are not permitted In the upload procass)

» In order to obtaln your ID you must appear in person and present secend phota 10 (drlvers
llcense, state Issued llcense or passport)

* Click the Browse... button to locate the photo you wish to upload for your 1D,

+ After locating the phota, ciick the tpload bhutton vihich will upload and crop tha photo for your 10,

* You will ses the originat and croppad version of tha photo displayed. if you are satisfied that the croppad phote meets the requirements click Submit Photo.
» 1f you are not satisfied with the results, please select the Re-Uplead button to uplead a different photo.
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6) Upon a successfully upload you will receive the screen below. If you are satisfied with the photo click “Submit photo”
otherwise you may upload another photo by clicking “re-upload” a photo.
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7) You will be returned to the home screen where you need to click “Submit Order”
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Rocket Card Photo Upload and ID Request System

Noame: Joy Select ID Pickup Locatlon:

Rocket Humber: RGO () Main Campus - Rockst Hall 1917
Tie: Dir. > Health Scienca Campus - 1D Office
Department:  Aux

ID Typa: Employes Photo on ID: Yploadad

Emall Accoumt:  Joy olado, adu

tf your personal information displayed above is not carrect, do NOT submit this raquast.
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8) Upon submitting, you will receive an on-screen receipt that you may choose to print. You will also receive a receipt in
your university issued email.

Rocket Card Photo Upload and 1D Request System

Your Rocket Card request (erder number 2415915040) was successfully submittad on 8/25/2011 at 3:07;02 PM,

An email datailing this transaction has been sent te your University email account at Joy.Gramlinggbutoledo,edu, You will receive a notification sent to your University emaif sithin 3
business days confirming your 10 is ready for pickup at Main Campus - Rocket Hall 1817,

1f this is not your first 1D be prepared to pay by check (made payabls to The Univarsity of Toledo) a fae of $32.00 when you pick up your 1D,

The following information will be printed on your 10:
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9) When your ID card has been printed you will receive an email letting you know that you may come and pick up your
card. The email will be sent from Rocketcard@utoledo.edu .

Thank you for using the on-line ID request



