Guest access Teams
Manual for externals



CHOOSE WHAT KIND OF ACCOUNT YOU HAVE

Determine what kind of account you have:

Microsoft account
Linked to Microsoft from within your —
organisation (Exchange or M365) or privately

(Outlook, Hotmail or Live)

Non-Microsoft account
Not linked to Microsoft (e.g. Gmail, Ziggo or >

Planet)
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MICROSOFT ACCOUNT

Step 2 Accept the

Step 1 Use the link in the mail permissions

You have been added as a guest to Radboud Universiteit in Microsoft Teams .
I B® Microsoft

57’;5 Bericht vertalen naar het Nederlands | Engels nooit vertalen @hotmail.com

Permissions requested by:

mr) Microsoft Teams <noreply@emeaemail.teams.microsoft.com> AR N

Aan: U Vo 7-2-2024 1507 & Radboud Universiteit

"Y' radbouduniversiteit.onmicrosoft.com
Microsoft Teams By accepting, you allow this organization to:
. . s Receive your profile data
Gertie added you as a guest to Radboud Universiteit! ‘ he yourp
~ Collect and log your activity
L ‘ ~v Use your profile data and activity data

L)

You should only accept if you trust Radboud Universiteit. Read
Radboud Univer: privacy statement. You can update these
permissions at http

://myaccount.microsoft.com/organizations.
Learn more g rOWSGr

This resource is not shared by Micrc .

1 Open Microsoft Teams Cancel

Radboud Universiteit § %

1 N
OniNe <

“crre™



NON MICROSOFT ACCOUNT

Step 1 Use the link in the mail

Step 2 Send code*

You have been added as a guest to Radboud Universiteit in Microsoft Teams

§§ Bericht vertalen naar het Nederlands | Engels nooit vertalen

Microsoft Teams <n
Aan: U

MT oreply@emeaemai l.teams.microso ft.com> “a

Wo 7-2-2024

Microsoft Teams

Gertie added you as a guest to Radboud Universiteit!

“

Test team Gertie

Test team Gertie
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Sign in

15:07

v U LET 3 -

2 5o coie |
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* Get the code in your mailbox.

Step 3 + 4 Enter the
code and sign in

Radboud Universiteit i%}
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“« @gmail.com

Enter code

We just sent a code to
@gmail.com

-

Microsoft
Authenticator a

!

Authenticate with

Authenticate with

SMS

&




DESKTOP APP

Step 3 Open the desktop app* Step 4 Sign in*

Authenticate with

o o—— Microsoft
& ’ s j B2 Microsol Authenticator app
A . Sign in
Stay better connected with the Teams desktop app
— - | Authenticate
with SMS
* If the desktop app is not already on * Use the e-mail address on which
your laptop, you can download and you received the invitation.
install it first.
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WEB APP

Step 3 Open de web app Step 4 Sign in*

Authenticate with

Microsoft
& v P b B2 Microsof Authenticator app

. ; : Jmf Sign in
Q . ' ‘ E-mailadres .
Stay better connected with the Teams desktop app Authenticate
oeoemm o ) with SMS

* Use the e-mail address on which
you received the invitation.
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AUTHENTICATE VIA MICROSOFT AUTHENTICATOR

Keep your account secure

‘four organization requires you to set up the following methods of proving who you are.

Microsoft Authenticator

e Start by getting the app
On your phone, install the Microsoft Authenticator app. Download now

After you install the Microsoft Authenticator app on your device, choose "Next".

0 Next

want to use a different authenticator app

| want to set up a different method

Step 5 + 6 Set up Microsoft Authenticator*

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Microsoft Authenticator

Set up your account

| want to set up a different method

f prompted. allow notifications. Then add an account. and select "Work or school”.

* If the authenticator app is not already on your
smartphone, you can download and install it first.
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It is required to set up a
method to authenticate
yourself due to privacy and
security concerns.



AUTHENTICATE VIA MICROSOFT AUTHENTICATOR

Step 7 Add your account to
Microsoft Authenticator app

Choose 'Work or school' account and Done!
follow the steps on your smartphone and You can now log in to Radboud
screen. (Click for more information.) University's Teams environment.
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https://support.microsoft.com/en-gb/account-billing/add-your-work-or-school-account-to-the-microsoft-authenticator-app-43a73ab5-b4e8-446d-9e54-2a4cb8e4e93c

It is required to set up a
method to authenticate
yourself due to privacy and

AUTHENTICATE VIA SMS security concerns.

0.0

’ Step 5 t/m 7 Set up SMS verification.

Keep your account secure Choose a different method X

Your arganization requires you to set up the following methods of proving who you are.

Follow the steps on your
Which method would you like to use? screen and phone'

Microsoft Authenticator ‘ (Click for more
Phone 6 ~ : :
0 Start by getting the app mformatlon')
On your phone, install the Microsoft Authenticator app. Download now
After you install the Microsoft Authenticator app on your device, choose "Next". ca nc CCI nﬁ m

| want to use a different authenticator app

Lwant to set up a different method 0

Done!

You can now log in to Radboud
University's Teams environment.
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https://support.microsoft.com/en-gb/account-billing/set-up-a-mobile-device-as-a-two-step-verification-method-772f64a1-bf7e-483d-8b5c-1d3945494e83
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