Skills Ontario: Provincial Entrepreneurship Showcase 
Virtual Event – April 28th

Microsoft Teams Checklist for LIVE presentations✅
Below are some fast and reliable points to keep in mind when you’re getting ready to present. Remember…you got this!!
✅ Test your setup
· Plug in headphones (reduces echo)
· Test mic: Settings → Devices → Make a test call
· Check camera angle & lighting (face light, not backlight) if applicable
✅ Open everything early
· Slides / related documents
· Browser tabs you’ll share
· Close notifications (email, WhatsApp,)
 How to Share Your Screen 
Click Share (⬆️) → Choose one:
🟦 Screen
· Shares everything (best if switching apps)
· ⚠️ People see notifications
🟩 Window
· Shares one app only (best for PowerPoint or browser)
🟪 PowerPoint Live ⭐ (BEST OPTION)
· Upload slides directly
· Set Presenter notes visible only to YOU
👉 When done: Stop Sharing


4️⃣ While Presenting – IMPORTANT! 
🎙️ Speak clearly & slowly
👀 Look at the camera, not the screen
⏸️ Pause between points

Common Problems & Quick Fixes (it happens, but don’t panic!) 
🔇 No one hears you
→ Check mic dropdown → Select correct microphone
🖥️ People can’t see slides
→ Re-share using PowerPoint Live
🐢 Lag / freezing
→ Turn camera off
→ Close extra apps
😬 Accidentally shared wrong screen
→ Click Stop Sharing immediately 
Remember…
✔️ It’s okay to pause
✔️ Mistakes are normal
✔️ Thank the audience for their time
✔️Be PROUD of all your hard work!!
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