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Important Assessment Instructions 

To ensure a smooth assessment process, please follow the instructions 
below: 

1. Device Requirements 

o You must use a laptop (mobile phones or tablets not 
allowed) with a working camera and microphone for the 
assessment. 

o Chromebooks are not compatible with our assessment 
and cannot be used. 

2. Setting Up Microsoft Teams 
If you haven't installed Microsoft Teams yet, follow these steps: 

o Visit the official Teams website: Download Microsoft Teams. 
o Click the “Download” button and choose the Mac or 

Windows version. 
o Once the download is complete, install the app on your 

device. 

3. Signing in to Microsoft Teams 

o To use Microsoft Teams (free), you need a Microsoft 
account. 

o If you already use Skype, OneDrive, Outlook.com, or Xbox 
Live, you already have a Microsoft account. 

o If you don’t have one, you can easily create a new account 
during setup. 

 

4. Joining the Assessment Meeting 

o On the day of your assessment, your assessor will send you a 
Microsoft Teams meeting link. * If you booked your assessment 

https://www.microsoft.com/microsoft-teams/download-app
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for Monday morning, the link will usually be sent on Friday or 
Saturday before your scheduled session. 

o Ensure you have access to the email address you used for 
booking. 

o The assessor will send you a calendar invite that you will see in 
your inbox. If you open the email, you will see the following 
message at the bottom of the mail. 
 Microsoft Teams Need help?  
 Join the meeting now  
 Meeting ID: 320 249 517 159  
 Passcode: qP3Mr2So  

 
o please make sure that you click on ‘Join the Meeting Now’ – 10 

minutes before your test.  
 
PLEASE LOOK AT THE SAMPLE EMAIL/INVITE BELOW 

 

 

o Click on the meeting link in the email and select "Open 
meeting in browser. You can choose to open this in Microsoft 
Teams app also. 

o After joining, you will be placed in a lobby until the assessor 
admits you. 

*Please keep your phone nearby and ensure we have the correct number in 
case we need to call you before the test to assist with the connection. 

https://aka.ms/JoinTeamsMeeting?omkt=en-US
https://teams.microsoft.com/l/meetup-join/19%3ameeting_YjBkZDE1ZjUtZGM4OS00ZDY0LTgxMTYtNzAwOTBhNGVjMmM4%40thread.v2/0?context=%7b%22Tid%22%3a%229c220797-c337-49f8-b086-a9a24979f728%22%2c%22Oid%22%3a%221247c22f-252b-4dbc-97b4-8e0711078dc9%22%7d
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Please make sure to complete these steps in advance to avoid any technical 
issues on the assessment day. 

 

 

 

 

 

 

 

 

 

 


