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Step 1

Ensure you have the email with the invitation from your Independent End-Point Assessor (IEPA). At the time of your
assessment, open the email from your IEPA with the meeting invitation. There will be a ‘Join Microsoft Teams Meeting’
link, click on this.

[ Aug | (No Subject)

1 2 View on Google Calendar
Wed pr When  Wed 12 Aug 2020 5:30pm - 6pm (BST)
Vhere  Microsoft Teams Meeting
Craig Miller*
Yes Maybe No More options

Join Microsoft Teams Meeting

Step 2

It will then open a web browser. When you see a screen like that below, click on ‘Continue on this browser’.

Download the Windows app
How do you want to jDiI'I Continue on this browser
your Teams meeting? e e

Eﬁ Open your Teams app

Step 3
It will then ask for permission to access your camera and microphone. Click ‘Allow’ on the pop up that appears.

M taams micencof ooy

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

When you do. we'l turn your o set thee up.
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Step 4

Ensure you can see yourself on the camera and that both white circles next to the camera and microphone options are
to the right. This means you can use your camera and microphone. Type your name in the ‘Enter Name’ box and click
‘Join Now’.

audio and wdeo sethings for

Meeting now

Step 5

You will then be in the waiting room and your IEPA will allow you to join the room ready for your assessment.

When the meeting starts, we'll let people know you're waiting.

If you're the organaer or the invite came from your work or school, please
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Step 1

Ensure you have the email with the invitation from your IEPA on your device.

Step 2

Open the Play Store on your device and search for ‘Microsoft Teams’, then install the app.

b e EF

Step 3

At the time of your assessment, open the email from your IEPA with the meeting invitation. There will be a ‘Join Microsoft
Teams Meeting’ link, click on this and it will open in the Microsoft Teams App.

Step 4

You will then be asked if you would like to ‘Join as a Guest’ or ‘Sign in and Join’. Select ‘Join as a Guest’. At this point,
it will ask for permission to access your microphone, click ‘Allow’. You will then be prompted to enter your name, and
then again, click ‘Join as a Guest’.
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Step 5

You will then be held in a waiting room until the IEPA allows you to join the meeting. You will automatically be placed
on mute. You must click on the below button to allow the IEPA to hear you.

Hello Paul,

Someone in the meeting should let you
in soon
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Step 1

Ensure you have the email with the invitation from your IEPA on your device.

Step 2

Open the App Store on your device and search for ‘Microsoft Teams’ then install the app.

Step 3

At the time of your assessment, open the email from your IEPA with the meeting invitation. There will be a ‘Join Microsoft
Teams Meeting’ link, click on this and it will open in the Microsoft Teams App.
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Step 4

You will then be asked if you would like to ‘Join as a Guest’ or ‘Sign in and Join’. Select ‘Join as a Guest’. At this point,
it will ask for permission to access your microphone, click ‘Allow’. You will then be prompted to enter your name, and
then again, click ‘Join as a Guest’.

Step 5
You will then be held in a waiting room until the IEPA allows you to join the meeting. You will automatically be placed
on mute. You must click on the below button to allow the IEPA to hear you.

Hello Paul,

Someone in the meeting should let you
in soon.
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We recommend that if you use a headset or headphones during the assessment, as with any conference software the
experience is always better if you can eliminate background noise and not rely on your laptop/desktop/tablet/phone
speakers and mic.

Please make sure your laptop/desktop/tablet/phone is hot on mute or that the volume is turned down low.

Step 1

In the search bar at the top of the window (pictured below), type in a forward slash and the word ‘testcall’ without any
spaces as follows in bold: /testcall

Then press ENTER.

Step 2

This will start to call ‘TE’, and you will be asked to record a short message. The message will play back to you - if you
are happy with the quality just hang up on the call. This is to test your microphone and speakers and we recommend
you do this before each meeting to avoid any issues once in a call.
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Step 3

The shot below confirms your setup is configured correctly. If everything works with the test, you will see a green tick; if
there are issues with the test, you will see a red cross. If you see the red cross, contact your Independent Training
Provider (ITP) as soon as possible and tell them you're unable to use Microsoft Teams for your assessment.

Yoaur test call results

Step 4

Select ‘Close’.
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Contact Us
NCFE

Q6

Quorum Park

Benton Lane
Newcastle upon Tyne
NE12 8BT

Tel: 0191 240 8950*
Email: epa@ncfe.org.uk
Website: https://www.ncfe.org.uk/end-point-assessment

*To continue to improve our levels of customer service, telephone calls may be recorded.
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