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Guest Collaboration in Microsoft Teams  
Guest collaboration allows teams in our organization to work with people outside of our organization by 
granting them access to existing teams and channels in Teams. Anyone with an account, such as Microsoft 365 
(M365), Outlook, Gmail or others, can participate as a guest in Teams with full access to team chats, meetings 
and files.   
 
Invite Guests to Join a Team   

1. Select Teams  and go to the team in your teams list.  

2. Select More Options > Add member.  
 
 

 
 
 
 
 
 
 
 

3. Enter the guest's email address. Anyone with a business or consumer email account, such as Outlook, 
Gmail, or others, can join your team as a guest. 

4. Add your guest's name. Select Edit guest information   and type a friendly name for them. Be sure to 
take the time to do this now — you’ll need the help of an IT admin to do it later.  

 

 
 
 
 
 
 
 
 
 

5. Click Add. Guests will receive a welcome email invitation that includes some information about joining 
Teams.  
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6. The guest will need to accept the invitation by clicking “Open Microsoft Teams”. If the guest user’s 
email address already exists as a Microsoft account, they can accept the invite directly and login using 
those credentials. If the guest doesn’t yet have a Microsoft account associated with their email 
address, they’ll be directed to create on for free. 

7. After logging in, the guest will be presented with a couple of screens  
a. A screen giving the option to use a desktop app or the web app 
b. If the user is a member of multiple Organizations, selecting the appropriate one 
c. Completing 2SA registration 
d. Review and allow GW the necessary permissions to allow the guest into our organization  

  
Guest Capabilities  
This table compares the Teams functionality available for the organization’s team members and its guests: 

 

Capability in Teams  GW  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  ✓  ✓  

Voice Calling  ✓  ✓  

Video Calling  ✓  ✓  

Group Calling  ✓  ✓  

Calling controls (hold, mute, video on/off, screen sharing  ✓  ✓  

Add other users to call  ✓  ✓  

Share a chat file  ✓     

Add apps (tabs, bots, or connectors)  ✓     

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 organization's domain  
(Team owners control this setting.)  

✓  
   

Create a team  ✓     

Discover and join a public team  ✓     

View organization chart  ✓     

Use inline translation  ✓     

Become team owner  ✓     

 


