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Online interview using Microsoft Teams

Please note: the interview may also be conducted via Skype, in which case the process will differ.

Specific instructions about the interview organization will be sent to you by the person organizing the interviews.
Please make sure to follow the specific information you receive, even if they differ a bit from the
instructions below.

Requirements
For a successful online interview you will need:

e adevice connected to the Internet (computer, tablet, smartphone),

e a reliable Internet connection—please make sure that sound and video are of
sufficient quality,

¢ awebcam—it will be used to check your identity and your surroundings,

e microphone and speakers or headphones.

If you do not have access to a computer with a webcam or if your Internet connection is not
reliable, you may try using a smartphone with the Teams app installed.

During the interview, you should be alone in the room. Please make sure that there are no
unauthorized study materials.

Interview invitation

Interview invitation will be sent to your email address provided upon the creation of your
OAS account.

The email will look similar to this one (the following screenshot comes from a Gmail account):
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Interview—Business and Finance Management Inbox x & @
A P @ 1:17 PM (0 minutes ago) Ty 4w
tome =
[ May | Interview—Business and Finance Manage... Agenda
1 1 View on Google Calendar Mon 2020-05-11
Mon |‘-.-'.-"1e'1 Mon 2020-05-11 13:00 — 13:20 (CEST) 09:00 Ro
T 5 ja
13:00 Interview—Business and Finance
Manage...
Yes Maybe No More options

On the day of the interview please have you passport ready. If you would like to take notes, you may prepare a blank sheet of paper and a pen. During
the interview, you should be alone in the room. You are not allowed to use any additional materials.

Join Microsoft Teams Meeting

Learn mare about Teams | Meeting options

B invite.ics Download

4, Reply ®» Forward

If it sent in Polish (which may happen if the person preparing invitations works with the Polish
version of MS Teams), the email may look like this:
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A B & 09:30 (0 minut temu)  Y¢ 4=
do mnie =

Rozmowa kwalifikacyjna — administracja odebrane x &5

[ maj | Rozmowa kwalifikacyjna — administracja Plan dnia
1 1 Wyswietl w. Kalendarz Google
pon. pr pon. 2020-05-11 09:00 - 09:10 (CEST)
A P 09:00 Rozmowa kwalifikacyjna -

administracja

Tak Byé¢ moze Nie Wigcej opcji

W dniu rozmowy kwalifikacyjnej presze miec przygotowany paszport. Do ewentualnych notatek prosze przygotowac czysty papier i dugopis. W
pomieszczeniu nie powinny sie znajdowac inne osoby. Nie jest dozwelone korzystanie z materiatéw pomocniczych.

Dotacz do spotkania w aplikacji Microsoft Teams

Dowiedz sie wigcej o aplikacji Teams | Opcje spotkania

[Message clipped] Pokaz cafa wiadomo&é

B invite.ics Pobierz

&, Odpowiedz m Przekaz dalej

The email contains:

date and time of the planned interview (please note! If you are in a different time zone,
your email client may convert the date and time of the interview into the time zone it
thinks you are in—so please check the time zone code (on the screenshot: CEST)),
additional information about the interview (if the person preparing invitations adds
them; if not, please follow the instructions outlined in this guide, i.e. have your passport
at hand and blank sheets of paper for note-taking; and make sure there are no
unauthorized materials in the room),

link to join the interview (highlighted in red box on the screenshot above).

Important: if the email you receive does not include these information, immediately contact
the person who sent you information about the exam in the OAS! It has been brought to our

attentio

n that some email domains do not display information about the date and of the

interview, or the link to join the meeting!

The interview—using a computer (Chrome browser)

On the

day of the interview, right on time, please click on the “Join Microsoft Teams

Meeting” link in the email.
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(It is better to click it five minutes early rather than five minutes late; if you are late, the board
may proceed with the next interview.)

Please note that the language of instructions on the following screens depends on your web
browser language.

The following page then opens:

= m]
7} Join conversation x  +

& c @ teams.microsoft.com ¥ % Incognito

Microsoft Teams

«

Experience the best of Teams meetings with the desktop app

Download the Windows app I Join on the web instead I

Already have the Teams app? Launch it now

Third-Party Disclosures

Please click on the white button “Join on the web instead”.

Important note: if you are using a different web browser than Chrome or Edge, you may not be
able to open the interview in your browser window. In such case you will be asked to download
and install Teams application. After you install the application, please click on the link you got
in the email again—then you can open the meeting in the application, and not in the web
browser window.

The website will ask for permission to use your webcam and microphone:
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7§ Microsoft Teams x ar

& C @ teamsmicrosoftcom # @) incogrito

teams.microsoft.com wants to
& Use your micraphone

W Useyourcamera

Select Allow to let Microsoft Teams use your mic and
camera for calls and meetings on this browser.

When you do, we'll turn your devices on for a moment to set them up.

For a better experience do

Please choose “Allow”.

_ - O
7 Meeting |Microsoft Teams @ X +

¢ C @ teamsmicrosoft.com t 0 % ) Incognito

Choose your audio and video settings for

Meeting now

|| John Kowalski| Join now

Other join options

Audio off

For a betts
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On the next screen, you will see a preview of your camera and microphone settings. Please
make sure that both are on and that you are clearly visible on the preview. Enter your name in
the “Enter name” field. When you are ready, please click on “Join now”.

Once you join the meeting, you will probably need to wait for the board to let you in. In such
case you will see the “Someone in the meeting should let you in soon™:

_ - o
7§ Meeting | Microsoft Teams @ X +

¢ C @ teamsmicrosoft.com 7S00N = @) Incognito

| Close ‘

Someone in the meeting should let you in soon

Don’t close the window and don’t go away from your computer! When you are allowed
in, you will see this screen:
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7 Mesting|Microsoft Teams  ® X+

& C & teams.microsoftcom, [ g % Incognito

In the middle of the screen (blue circle) you will see the board members or theirs icons. The
view from your camera will be available in the lower right corner of the screen. On the menu
visible when you move your cursor over the screen you can check if your camera and
microphone are on. When the interview is finished, exit the interview by clicking on the red
button.

If you click on it by mistake, you can rejoin the meeting on the next screen:
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i teams.microsoft.com o % Incognito

Microsoft Teams

How was the call quality?

W W wWw

Meetings are just one tool in our belt.

Learn about Teams Sign in

The interview—using a mobile device

To use a mobile device, you will need to first download the Teams app and install it on the
device.

Once you do that, you can click on the link in the email, which should open up the app on the
device. You do not need to log in—join the meeting as guest and follow the app’s instructions.
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