
 

1. Log into MyJones 

2. Click the OneCard application 

3. Click STUDENT & STAFF LOGIN 

4. Click Upload Your Photo 

HOW TO UPLOAD 

1. Current color photo in .jpg 

format 

2. Plain, light colored background 

required 

3. Center, from view of full face 

4. Cropped from just above the 

top of the head down to the 

collarbone 

5. Proper lighting 

6. Eyes open and visible 

7. Straight face or smile 

8. Wear prescription glasses if 

you normally do so 

9. Head coverings allowed if you 

wear it daily for religious 

purposes (full face must be visible 

and covering cannot obscure 

hairline or cast shadows on face.) 

10. NO filters 

WHAT’S 

ACCEPTABLE? 


