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.
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DETERMINE YOUR ACCOUNT TYPE

Determine what kind of account you have:

Microsoft account

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

(Outlook, Hotmail or Live)

Non-Microsoft account
Not linked to Microsoft >

(e.g. Gmail, Ziggo or Planet)

Radboud Universiteit %’
% >
OniNe €



MICROSOFT ACCOUNT

Use the link in the mail

Accept the
permissions

You have been added as a guest to Test team in Microsoft Teams

Microsoft Teams<no-reply@teams.mail. microsoft>

Aan: U
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Microsoft Teams

A Microsoft customer, , from the Radboud Universiteit
organization has added you to a team.

Team name

Test team L

Open Microsoft Teams

N

Permissions requested by:
‘ & Radboud Universiteit
"YY< radbouduniversiteit.onmicrosoft.com

By accepting, you allow this organization to:
\/ Receive your profile data
v Collect and log your activity

v Use your profile data and activity data

You should only accept if you trust Radboud Universiteit. Read
Radboud Universiteit's privacy statement. You can update these
permissions at https://myaccount.microsoft.com/organizations.

Learn more

This resource is not shared by Microsoft.

Cancel
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More information required

Your organization needs more information to keep
your account secure. Before making changes to your
security info you must complete multifactor
authentication.

Use a different account

Learn more

Welkom op Microsoft365 van Radboud Universiteit
Nijmegen
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Select an
authentication
method




NON MICROSOFT ACCOUNT

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

You have been added as a guest to Test team in Microsoft BE \licrosoft —_—

Teams & m Microsoft
@ Microsoft Teams <no-reply@teams.mailmicrosoft 12:01 (2 hours ago) “«
@ tome~

Get a code to sign in
Microsoft Teams We'll send a code to to sign Enter your Code
you in.
A Microsoft customer, from the Radboud Universiteit organization has Enter the code we sent to
added you to a team.
Team name m
Test team mnmm Use your password
Use your password

* Retrieve the code from
your mailbox.
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NON MICROSOFT ACCOUNT

Accept the
permissions

Radboud Universiteit :\%; Radboud Universiteit ;%’:
W
Permissions requested by: More information required SeIeCt an

&, Radboud Universiteit L ) . 0 0
i) radbouduniversiteit.onmicrosoft.com Your organization needs more information to keep au t h en tl Catl on

your account secure. Before making changes to your

By accepting, you allow this organization to: security info you must complete multifactor h d
authentication. l I l et O

\~ Receive your profile data

~v Collect and log your activity Use a different account

v Use your profile data and activity data
Learn more

You should only accept if you trust Radboud Universiteit. Read
Radboud Universiteit's privacy statement. You can update these

P . ) i Next
permissions at https://myaccount.microsoft.com/organizations.
Learn more

This resource is not shared by Microsoft.

- Accept V\{(_elkom op Microsoft365 van Radboud Universiteit
Nijmegen
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AUTHENTICATION METHOD

Select authentication

method _ _ _
Verify/authenticate with Follow the
another Authenticator mm) steps in the
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Install Microsoft Authenticator

Verify/authenticate via

Microsoft
Authenticator a

Install the app on your mobile device, then come
back here to continue.

GETITON

# Download on the
) Google Play « App Store

Set up a different authentication app

Verify/ ’

Set up a different way to sign in

authenticate via SMS

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

VERIFY/AUTHENTICATE VIA MICROSOFT AUTHENTICATOR
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& gertiewientjens_gmail.com#EXT#@RadboudUniver...

Scan the QR code
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Set up your account in app Let's try it out

@ Authenticator Added Done!
You can now log

‘ - in to Radboud
University's

Use the Microsoft Authenticator app to scan the QR M 365
code. This connects the app to your account. 2 1 U kunt nu Microsoft Authenticator gebruiken om a
If prompted, allow notifications. Then add an Then come back and select Next. aanmeldingen goed te keuren, eenmalige codes te e nVI ro n m e nt.
account, and select Work or school. . ontvangen en meer.
, N Enter the number shown in the app to approve the
Can't scan the QR code? sign-in request. Dit is nu uw standaardaanmeldmethode.

Set up a different way to sign in

Set up a different way to sign in

Set up a different way to sign in |

If the authenticator app is not yet installed on your smartphone, you can download and install it first.
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VERIFY/AUTHENTICATE VIA SMS
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Add a sign-in method

@A\  Microsoft Authenticator
(&) Approve sign-in requests or use one-time codes

Phone
Get a call or text to sign in with a code

Learn more about each method to help you choose.
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Add your phone number

8

Verify it's you with a text code to your phone

Country code
| Netherlands (+31) |

Phone number

L |

Choose how to verify
(®) Text a code

Message and data rates may apply. Pressing Next
means that you agree to the Terms of service and

Privacy and cookies statement.

Set up a different way to sign in

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

Enter the code we sent to +316.

Didn't receive the code?

Set up a different way to sign in
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@ Phone number added

8

You can now receive a code each time you sign in.

Done!
You can now log
in to Radboud

University's
M365
environment.




	Dianummer 1
	Guest access M365
	Determine your account type
	Microsoft account
	Non Microsoft account
	Non Microsoft account
	Authentication method
	Verify/authenticate via Microsoft Authenticator
	Verify/authenticate via SMS

