
How to upload this new background to zoom

• Pick which of the two template backgrounds below & change the 
below fields:
• Name
• Program (MBA)
• Year (graduation year)
• PPP = Personal Preferred pronouns = (He/him/his, 

she/her/hers, they, them theirs,  etc.)



P r o g r a m  - Y e a r
P P P

Name



P r o g r a m  - Y e a r
P P P

Name



How to upload this new background to zoom

• An example is below



How to upload this new background to zoom

• Select the background slide you want.
• Go to “File”



How to upload this new background to zoom
• Go to “Save As”
• Pick a location to save the background to



How to upload this new background to zoom

• Rename the background what you want
• Select “JPEG File Interchange Format” for the save type

• Click save



How to upload this new background to zoom

• Select “Just this One”
• NOTE this will only save the slide you have selected as a JPEG.



How to upload this new background to zoom

• Go to where the file is saved and open it up to make sure the 
background saved and looks how you want it to be. (like the one below)



How to upload this new background to zoom

• Go to Zoom
• Click on the “Gear icon”



How to upload this new background to zoom

• Click “Background & Filters”
• Click the “add new image icon”
• Click “add new image”



How to upload this new background to zoom

• Select your new 
background in the 
bottom of the 
virtual 
backgrounds area
• Now the new 

background is 
uploaded and 
ready to use


