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How to Securely Invite Guests to Teams

How to Invite a Guest

To invite a guest to your team’s chat, select the three dots next to your team’s name and select “Add
member” from the dropdown menu.
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Input their email address in the following window and Microsoft will send the invitation to join. Before
adding the user, make sure to select the ‘edit’ icon below and create their display name.

Add

Edit guest information

The user will receive their email invitation to create a guest account and join your team.
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How to Configure Guest Settings

To change your guest settings, select the three dots next to your team name and select “Manage team.”
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Under the “Settings” tab, open “Guest permissions.” For security purposes, all three options should be
turned off, to limit the potential access of an unauthorized user.

» Team picture

» Team discovery

» Member permissions

» Guest permissions Enable channel creation
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Microsoft configures most access settings for guest users automatically. Those settings can be viewed here:

https://support.office.com/en-us/article/team-owner-member-and-guest-capabilities-in-teams-d03fdf5b-
labe-48e4-8e07-b13e1350ec7b
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How to Remove Guest Access

To remove a guest user from your team, click on the three dots next to the team name and select “Manage
team”
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Under the “Members” tab, find your guest user and select the ‘X’ icon next to their name. This will revoke
their access to your team.
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This team contains users from outside your organization
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However, when an external user signs up for their guest Teams account, it creates a new account in the
Azure Active Directory. To fully remove their access to your organization’s Azure domain, an administrator
will need to delete their account or disable sign-in. If you are not an administrator, contact one immediately
to have this done.
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