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Managers & Interviewing

A RESOURCE FOR CONDUCTING INTERVIEWS

Version 1.0



System Requirements

To use the Managers & Interviewing Desktop Seminar

CD-ROM, we recommend the following equipment and

system software:

* A Macintosh with a 68040 or PowerPC processor
(Quadra, Power Macintosh, or some Performa computers)

e System 7.1 or later and QuickTime 2.0 or later

* 8 MB RAM with at least 5 MB of free RAM

e 5 MB of free hard disk space

e A double-speed CD-ROM drive (such as the
AppleCD 300)

e 14" color screen (640 x 480 resolution) or larger

About Managers & Interviewing

The Managers & Interviewing Desktop Seminar CD-ROM
provides assistance in conducting successful interviews.
Information is presented through the use of narrated text,
demonstrations, and video comments from real Apple
managers. The CD also includes reference materials and a
feature to generate an AppleLink memo to the HR Helpline.

The topics covered in the Seminar are:

* Getting the Right Start

e Asking the Right Questions
* Choosing the Right Person
* Avoiding Trouble Spots

Setting up

Before you begin to use the Seminar, follow these steps:

1. Insert the Managers & Interviewing CD into your
CD-ROM drive.

2. Double-click the Installer icon, which will check to see
that the proper version of QuickTime is installed in your
system and will copy the files needed to run the Seminar
to your hard disk. Follow the steps indicated.

Getting started
To start the Managers & Interviewing Desktop Seminar:

1. Make sure the Managers & Interviewing CD is in the
CD-ROM drive.



2. Double-click the Managers & Interviewing icon on your
hard disk. .

3. In the registration dialog box that appears the first time
you use the Seminar, enter the requested information.

4. Click anywhere on the opening screen to move to the
Welcome section which introduces the contents of the
Seminar and explains how to use the controls.

5. When you’re done viewing the Welcome section, click
the Menu button to move to the Topic Menu.

Navigating through the Seminar
There are two main ways to navigate

through the Seminar: Topic Menu
v|Welcome
1. The easiest way is to move to the ;omc ;k :
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Topic Menu and click one of the Tof,ic 3 »
topics. From that point, allow the Topic 4 £

Seminar to run in its automatic
mode through the end of the topic.

Click a Topic to o to it or click an armow
for a It of subtopics frorn which to choose.

When the topic ends, return to the
Topic Menu and select another topic.
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2. If you want to review a specific portion of a topic, you
can go directly to that topic from the Topic Menu. To do
this, click the arrow to the right of the main topic’s
name. A list of subtopics for that topic appears. Click to
select the subtopic you want.

Stepping through at your own pace: To read the screens
at your own pace, first click the Show Narrative button under
the Outline at the left of the screen. Click the Jump to Next
Screen button on the Control bar to move through each
screen one at a time.

Using the Control Bar

The Control bar buttons allow you to navigate through the
Seminar, adjust the volume, and pause and play the videos.

Set
Volume
Jump back to Pause Play Jump to end
start of topic of topic

Jump back to
last screen

Jump to
next screen



Using the Seminar buttons

Topic Menu. You can move to the Topic Menu by clicking
the Menu button. To go directly to a topic, click the Menu
button, then choose a topic or sub-topic.

Help. Click the ? button to move to Help at any time. The
Help system contains brief descriptions of how to use the
various elements of the Seminar.

Sending a note to the HR HelpLine. When you click the
HR button, a window appears in which you can write a note
or question to send to the HR HelpLine. What you write is
contained in an AppleLink memo that is placed in your
AppleLink Out Basket.

Printing. To print text from the Seminar, click the Print
button in the lower right corner of the screen and select
from the options.

Quitting. To quit, click the Quit button in the top right
corner of the screen.

Using the Reference materials

To move to the materials in the Reference section, stop the
video, then click the Ref button at the right of the screen.

Navigating through the Reference materials. Click the
arrows on either side of the Page button to move through
one page at a time. Click the Page button to enter a specific
page number.

Conducting a search. Click the Find button to enter a
specific word to look for.

Returning to the Seminar. To return to the Seminar from
the Reference section, click the Go Back to Seminar arrow in
the bottom right corner of the screen. To start the Seminar
again, click the Play button on the Control Bar.

Questions? If you have other problems or concerns
regarding the operation of this CD, please consult the Read Me
file, your local ATC, or call Apple’s WW Technical Assistance
Center at 1-800-800-NAPA or ext. 4-7777. For questions
related to the Managers & Interviewing subject matter, please
call the Apple HR HelpLine at 1-800-473-7411 or ext. 4-7411.
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