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Collaborating with the UvA as a guest 
 

This manual explains how to get access to a UvA Team in Microsoft Teams. This is the manual for when you already have a Microsoft Account.  

The following steps will take about 10 minutes to complete and only have to be followed once. 

1 You will receive an email from Microsoft Teams with the 
notification that you have been added to the UvA in 
Microsoft Teams.  
 
Click on ‘Open Microsoft Teams’ 

 
2 Select your Microsoft Account 

 
 
 
Don't have a Microsoft account yet? Then you need to 
create one first. Go to this page and download the 
guide ‘Collaborating as guest - no MS-Account yet.pdf’ 

 
 

https://extranet.uva.nl/en/content/a-z/microsoft-365/microsoft-365.html#Guests--external-colleagues-how-to-use-Microsoft-Teams
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3 You will receive the notification that more information is 
required to keep your account secure. This involves setting 
up two-factor authentication. Click on ‘Next’. 
 
If you don’t get this notification, a MFA-reset is 
required for the account. The ICTS ServiceDesk can do 
this for you please contact them through: 
 
servicedesk-icts@uva.nl or 020-5251402 
 

 
4 Download the Microsoft Authenticator app on your 

phone 
Once this has been downloaded, click next 
 

 

mailto:servicedesk-icts@uva.nl
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5 We will now start setting up your account. 
Click next. 
 

 
6 Open the Authenticator app on your phone and click on the 

+ sign in the top-right corner to add an account 
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7 Choose: ‘Work or school’ account 

 
8 Choose: Scan QR-code 

 
9 Make sure you allow the Authenticator app to access your 

camera so that you can scan the QR code.  
 
Scan the QR code with your phone and click on ‘Next’. 

 
10  
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We will now test the authenticator  
 
You will get a notification on your phone, choose approve. 
 
 
 

 
11 The test was successful! 

Click next. 
 

 
12 Setting up the TwoFactorAuthentication (2fa) is complete! 

Click Ready. 
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13 The Team you were invited to will now open either in the 
app or in the browser 

 
14 By clicking your initials in the top-right corner you can 

always switch between different Teams Tenants. For 
example between your personal Teams en the UvA teams 
tentant. 
 
You can always find an UvA-Team in the UvA tenant 
 
 

 
 

 


