
       
 
 

New Students – Photographs 
 
You will be requested to upload a passport sized photograph as part of the online registration 
process.   When prompted, you will be able to browse your computer to find a suitable image file.  This 
should be a .jpg file with a size of no more than 1 MB.  Your photograph should be a portrait image 
approximately in proportion to a 6"x4" portrait photograph (Height and Width ratio of 45:35). 
 
The image should be taken in colour and show your full head with your eyes open and clearly visible (with 
no sunglasses, tinted glasses or hair across your face).  It should be free from reflection or glare on your 
glasses and the frames should not cover your eyes.  You should be looking directly into the camera.  Your 
head and/or face should not be covered unless this is for religious or medical reasons.  There should be no 
other person in the photograph. 
Please be aware that any unsuitable images may require us to issue you with a replacement card at a later 
date, for which you will incur a charge. 
 
You will have the opportunity to confirm that the image is correct before sending this to the University.  If 
you do not upload your image prior to your arrival at the College, there will be a considerable delay in the 
issuing of your student ID card which will impede your access to College and University services. 
 

 
 
Examples of Acceptable photographs 
 

                   
 
Examples of unacceptable photographs 
 

                         



       
 
 
Online Registration 
Please go to www.liv.ac.uk - This is the University of Liverpool website. 
 

 
 
 

 

Please click on the ‘Students’ 
section 

(Top right hand corner). 

Click on ‘SPIDER’ 

http://www.liv.ac.uk/


       
 

 
 
Enter your Student ID Number into the User ID field, this can be found on this email received by Liverpool 
International College. Your PIN is initially set to your date of birth and the format is DDMMYY e.g. if your 
date of birth is 26 January 1990, you would enter 260190. 
 
Once you successfully log into SPIDER, you will be prompted to change your PIN and set up a security 
question and answer. 
 

 
 
Re-enter Old PIN Enter your date of birth ddmmyy 

Enter old PIN and Select a new PIN (Please 
note this down) 

Enter your ‘User ID’ (Student Number 
200.... Number) and PIN (Date of Birth 

DDMMYY) 



       
 
New Pin  Enter a new 6 character PIN which can be letters or numbers 
Re-enter New PIN Re-enter the new 6 character PIN 
 
Click login 
 

 
 
Question  Select a question from the drop down list. 
Answer  Enter the answer to this question 
 
Read the information on the screen and click submit 
 

 
 
 

Click on ‘Personal Information’ 

Select a question and type in your answer. 
(Please note down this information) 



       
 
 
Then view the Personal Information Tab. Upload your Photo 
 

 
 
 
Select a photo from your computer, making sure it meets the requirements (Please see above). Once this 
photograph has been uploaded this will be used in making your Student Card. 
 
 
 

Click on ‘BROWSE’ and search your 
personal file for your photograph. 


