
Guest access M365 
(Teams/SharePoint/OneDrive)
Manual for externals



GUEST ACCESS M365

Someone from Radboud University wants to collaborate with you in a Team, 
document or folder (on SharePoint/OneDrive).

To access the Team, document or folder, you must follow the steps in this guide as 
an external user.

It is necessary to set up a method to verify yourself for privacy and security reasons. 



DETERMINE YOUR ACCOUNT TYPE

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)

Go to non-Microsoft account.

Go to Microsoft account.



MICROSOFT ACCOUNT

Use the link in the mail Accept the 
permissions

Select an 
authentication 

method



NON MICROSOFT ACCOUNT

Use the link in the mail Send code* Enter code and sign in

* Retrieve the code from 
your mailbox.



NON MICROSOFT ACCOUNT

Accept the 
permissions

Select an 
authentication 

method



AUTHENTICATION METHOD

Verify/authenticate via 
Microsoft 

Authenticator app

Verify/
authenticate via SMS

Select authentication 
method

Verify/authenticate with 
another Authenticator 

app

Follow the 
steps in the 

app.



VERIFY/AUTHENTICATE VIA MICROSOFT AUTHENTICATOR

If the authenticator app is not yet installed on your smartphone, you can download and install it first.

It is necessary to set up a 
method to verify yourself for 
privacy and security reasons. 

Use your smartphone 
for these steps.

Done!
You can now log 
in to Radboud 

University's 
M365 

environment.



VERIFY/AUTHENTICATE VIA SMS

It is necessary to set up a 
method to verify yourself for 
privacy and security reasons. 

Use your telephone for 
these steps.

Done!
You can now log 
in to Radboud 

University's 
M365 

environment.
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