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 Phone numbers for connecting with others in TEAMS
Phone numbers would come from your personal contact numbers as you begin to use Teams to call your colleagues and are agency specific. You can also pull up a keypad and simply dial a number as well. 
  		Microsoft Teams
If you have a Microsoft Account/Computer then you should access to Microsoft Teams
	
	 	Canva
  www.canva.com 

Zoom Backgrounds
For instructions on how to use virtual backgrounds in Zoom, please refer to the video in the Trainer Connection Community Online or use this link 		
Distorted backgrounds when using Zoom
Some computers are not compatible and/or having lots of stuff behind you can cause problems as well.  Trying them with a blank wall behind you, or green screen, if possible is the general recommendation.
Breakout Rooms
Breakout rooms can be used on the free Zoom account. You can create breakout rooms prior to the beginning of the meeting if all participants have been on a Zoom call before. 
Chat during Breakout Rooms
You can use chat in the Breakout Rooms, but only those in the room can see that specific chat. If you need to speak with the host there is a help button that will allow you to speak with the host. You are able to use the mic or the chat box while in breakout rooms. 
		 Saving the Chat
If you want to save the chat, you will click on the chat button at the bottom of the screen, you will see 3 dots.  Click there and you should see save chat and click on it. That will save your chat. You will need to save it before you end the meeting. Also, there is an automatic save chat feature in settings as well. 

		
Verification of Training Completion
No ECE-TRIS sign in sheets are required for non-face to face training sessions.  Verification of completion is necessary using alternative methods.  Some alternative methods can include check ins, pre and post registration questions, LMS verification of completion, final quizzes, chat records, recording of session, etc.  
Recording Zoom Session
There is a record button on the bottom of the screen that you will click on to start recording. 

How to load Power Point onto Zoom/sharing documents on Zoom. 
Within Zoom there is a “Share Screen” option.  Using this will allow you to share any content that is on your computer with participants.  Zoom settings can be edited to allow host and/or participants to share content.  For additional TA on Zoom, reach out to your Training Coach for assistance.

	

