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How to add a custom background on Microsoft Teams
· Within a video call, select the More actions button (three dots).
· Select Apply background effects.
· Select Add new
· Select the image you'd like to use as a background
· Select Open
· [bookmark: _GoBack]The image will appear alongside the standard images as an option for you to choose from.

You can download the HEIW branded Teams background here. Right click and save as picture.

Alternatively, download it from below to your computer by right clicking it and selecting ‘save picture as’. If teams doesn’t accept this background it may be that downloading it this was has saved the file too small. If this happens, try saving the picture from the link in the sentence above and upload that version into teams instead.
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