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How to Update Your Name and Download Your Teams/Zoom Background

Click the link below: 
https://www.canva.com/design/DAHDq-Ll6AA/myR2O1ltBSVI9GSeKPQNUw/edit?utm_content=DAHDq-Ll6AA&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton
1. Find and Duplicate Your Slide
· Scroll through the slides and find the slide you would like to use.
· Right-click the slide and select Duplicate Page.
https://youtu.be/14AklRMbDlg?si=RtzfuVEiI8Pmw7Bi
2. Edit Your Name 
· Click on the text box that contains the name and replace the existing text with your name and title.
· Make sure the formatting and placement stay the same. https://youtu.be/QxUKrN_njNs?si=Nhbqs_cBhxk3iFy_
3. Review the Slide
· Check spelling and alignment.
· Do not move logos or design elements.
4. Download Your Background
· Click Share (top right) and select Download.
· Choose File Type: JPG.
· Select Current Page only and click Download.
5. Upload to Teams or Zoom
· Open Microsoft Teams or Zoom.
· Go to Background Effects / Virtual Backgrounds.
· Upload the downloaded JPG file and select it as your background.

Your custom background will now display your name and branding during meetings. 

If you prefer not to use a background with the logo and name, feel free to download one of the photos provided and use it as your meeting background instead.
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