
Adding someone from outside UWTSD to a Microsoft Teams 
meeting as a Guest 

(By Default, Teams work with UWTSD emails only) 
1. Please refer to “Guides A & B - A Basic Guide to Using Microsoft (MS) Teams to Deliver 

Online Lectures” by Richard Morgan on SharePoint to see how to set-up a Team. 
2. The following assumes you are familiar with the setting-up of a Team and have already set-

up the meeting. When you are in the Team, follow the steps below to add an external (email 
address) as a member of the Team; 

 
 

 
 



 
 

3. Type the external email address completely. As you type it will give you various 
warnings/messages. Please ignore them. As soon as you completed typing, the option to add 
the external participant as a guest will appear briefly as below. Please click on that option. 

 

 



 
4. You can now invite the external participant in the “People” window during the Team 

meeting. You will not see the external guest initially as one of the participants, so please 
start typing the email address and the already added external email address will pop-up. 
(Again, this guide assumes you are familiar with how to run a meeting on Team). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. External participant will receive a notification with a link, which should be clicked on to join 
the Team (through the App, if it was pre-installed on the external users computer/device) or 
online via a web-browser. Depending on the device/platform the external user is using, 
there could be intermediate steps between the following screens, for example signing in to 
their own Microsoft account etc. 

 

 

 

 

Click Here  



 

 
 
 
 
 


