
Guests in Teams 
 
 
Anyone who is not part of our organisation can be added as a guest in Teams. This 
means that anyone with a business account (that is, an Azure Active Directory 
account) or consumer email account (with Outlook.com, Gmail.com or others) can 
participate as a guest in Teams, with access to teams and channel experiences. 
 
Join a team as a guest 

If you receive a Microsoft Teams invitation to join a team, there are a couple of steps 
to accept the invitation. 

1. Open the email invitation and select Open Microsoft Teams. If you don't see 
the invitation, check your junk or spam folder. 
 

 

a. If your email address has not previously been used to create a 
Microsoft account, you'll need to create one.  On the Create 
account dialog, select Next, create a password, and select Next. 
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b. To verify your email address, open the verification email, and copy the 
security code. 

 

c. Enter your security code in the Verify email dialog, select Next, enter 
the CAPTCHA in the Enter the characters you see line, select Next, 
then Accept.  CAPTCHAs are tools to help us differentiate between 
humans and automated users. 

 

2. If you don't want to download the Microsoft Teams app, select Use the web 
app instead. 

 

3. In the Teams web app you can view or reply to posts, or create your own 
posts, and select Files tab to view or edit team documents. 
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If you already use the Teams app in your organisation joining a team as a guest is a 
lot simpler.  

1. Just open Microsoft Teams app and choose Yes to switch to the team you are 
invited to.  Now you can collaborate on the project in Teams.  
 

2. To switch back to your company's team, select it from the Organisation drop-
down (top right) menu. 

 

 
Join a Teams meeting as a Guest 

With Microsoft Teams, you can easily join and participate in meetings with both 
internal and external users. 

1. In Microsoft Teams, choose Calendar, and find your meeting. 
 

2. Select Join, decide whether you want your camera and microphone on or off, 
and select Join Now. 
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3. If you're an external guest, open the e-mail you received about the meeting 
and select Join Microsoft Teams Meeting. 

 

If you don't want to download the app, choose Join on the web instead. 

4. Enter your name and select Join Now. 
 

5. Once everyone has arrived, you can start your meeting by sharing your 
desktop, a monitor, or an app like PowerPoint. 
 

6. When the meeting is over, select Hang up. 

Please note, guests in a Teams meeting can view the files/chats during the meeting 
only.  These shared files/chats won’t be available to guests after the meeting has 
ended. 

Comparison of team member and guest capabilities 

The following table compares the Teams functionality available for an organisation's 
team members and its guests.  

COMPARISON OF TEAM MEMBER AND GUEST CAPABIL IT IES 
Capability in Teams Teams user in the 

organisation  
Guest 

Create a channel 
Team owners control this setting. 

✓ ✓ 

Participate in a private chat ✓ ✓ 
Participate in a channel conversation ✓ ✓ 
Post, delete, and edit messages ✓ ✓ 
Share a channel file ✓ ✓ 
Access SharePoint files ✓ ✓ 
Attach files ✓ Team chats 

only 
Download private chat files ✓ ✓ 
Search within files ✓ 

 

Share a chat file ✓ 
 

Add apps (tabs, bots, or connectors) ✓ 
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COMPARISON OF TEAM MEMBER AND GUEST CAPABIL IT IES 
Capability in Teams Teams user in the 

organisation  
Guest 

Create meetings or access schedules ✓ 
 

Access OneDrive for Business storage ✓ 
 

Create tenant-wide and teams/channels guest 
access policies 

✓ 
 

Invite a user outside the Microsoft 365 or Office 
365 organisation 's domain 
Team owners control this setting.  

✓ 
 

Create a team ✓ 
 

Discover and join a public team ✓ 
 

View organisation chart ✓ 
 

Use inline translation ✓ 
 

Become team owner ✓ 
 

 


