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Collaborating with the UvA as a guest (without a MS-Account)

This manual explains how to get access to a UvA Team in Microsoft Teams.

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 i o
Microsoft Teams. HERIL Al

Lisanne added you to the Symposium (voorbeeld) team!

Click on ‘Open Microsoft Teams’ -
Xl
X
Symposium (voorbeeld)

17 members

Sympaosium (voorbeeld)

Open Microsoft Teams

2 | Your browser opens & you get the notification that you do
not have a Microsoft Account yet.

. . . B Microsoft M ricrnan
In the following stepg we are going to create one in order to AT .: o
safely collaborate with you colleagues at UvA. e b rovin poteund
First, create a password.
= fEwrs,
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Icr i
everyy, here

3
Enter your date of birth, if you do not feel comfortable with
this, make up a random date of birth (note: make sure you g Microaoft BE Microsoft
are older than 25 so no content is blocked). © [Yourmail] @gmlcom « [Yourmaill @gmailcom
Create account Verify email

A verification code will be send to the email-address

info ko set up your Friter iy

we wenl to

1 1o provide you @gmail.com. If you didnT get
email, check your junic folder or try 294
Country/region
Netherlands v
r— would ke information, tips. and ofers about
Micr it % Aandd services,
Month v Day - I
B r.;Fk'.[l—rr i3t you Son
S
4 | Open your mailbox, you have received a mail from the
‘Microsoft account team’.
= M Gmail Q
Open the mail.
'— Compose o- e
O Primary & Socis
O tnbox
& Stamed Microsoft accou () Werity your emiail sddress
© Snoared Microsat Teama You have been sdded 1 §
g Michiel Droge Michisl Dvoge heeft Moving
R
s Google Community Te. Henk. finish setting up your
Ment
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5 | Copy or remember the code in this mail and enter it in your —
Verify your email address e x
browser. B8 Microsol
Microaaf Becouwnt beam « oo b . % T
Uncheck the box unless you want advertisements from . Villy ol
Microsoft in your inbox _ . SR
Verif ur address B s ;
*, W b bow
ft prodhuct
-] b ! il ) | 1 o Mt
6 | Solve the puzzle in the next two screens to prove that
you’re a human.
B Microsoft BE Microsoft
grgmail.com L grgmail.com
Create account Create account
Pick the deg
l¢®
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7 | Once this has been done, you will temporarily see the next
screen and then be send to the log-in screen of the UVA.

The next thing we're gonna do is set up the Two Factor
Authentication (2FA).

Click Accept.

R Microsoft

Review permissions

By

Create account

This resowrce is mot shared by Microsoft.

8 | Download the Microsoft Authenticator app on your
phone
Once this has been downloaded, click next

Uw account veilig houden

Uw organisatie vereist dat u de volgende methoden instelt om te bewijzen wie u bent

Microsoft Authenticator

e Download eerst de app
Installeer de Microsoft Authenticator-app op uw telefoon. Nu downloaden

Nadat u de app Microsaft Authenticator op uw apparaat hebt geinstalleerd, kiest u
Volgende.

Ik wil een andere verificatie-app gebruiken

Volgende

9 | We will now start setting up your account.
Click next.
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Uw account veilig houden

Uw organisatie vereist dat u de volgende methoden instelt om te bewijzen wie u bent.

Microsoft Authenticator

Uw account instellen

Sta meldingen toe als hierom wordt gevraagd. Voeg vervolgens een account toe en kies
Werk of school.

Ik wil een andere methode instellen

10

Open the Authenticator app on your phone and click on the
+ sign in the top-right corner to add an account

= Authenticator Q +
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11 | Choose: ‘Work or school’ account

Account toevoegen

Persoonlijk account
Werk- of schoolaccount

,q Qverig (Google, Facebook, enzovoort)

12 | Choose: Scan QR-code

Werk- of schoolaccount
toevoegen

Aanmelden

QR-code scannen

13 | Make sure you allow the Authenticator app to access your .
Uw account veilig houden
camera so that you can scan the QR code.

Uw organisatie vereist dat u de volgende methoden instelt om te bewijzen wie u bent

Scan the QR code with your phone and click on ‘Next’. , )
Microsoft Authenticator
De QR-code scannen

Gebruik de Microsoft Authenticator-app om de QR-code te scannen. Hierdoor wordt de Microsoft
Authenticator-app verbonden met uw account.

Nadat u de QR-code hebt gescand, kiest u Volgende

Kan de afbeelding niet worden gescand?

Vorige ‘ Volgende

Ik wil een andere methode instellen
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We will now test the authenticator

You will get a notification on your phone, choose approve.

Moet de aanmelding worden
goedgekeurd?
UVA

lisanne-
s wHEX T#@AMSUNL.ONMICTO...

Weigeren Goedkeuren |

15 | The test was successful!
Click next.

Uw account veilig houden

Uw organisatie vereist dat u de volgende methoden instelt om te bewijzen wie u bent

Microsoft Authenticator

Melding goedgekeurd

v

Vorige Volgende

k wil een andere methode instell
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Setting up the TwoFactorAuthentication (2fa) is complete!
Click Ready.

Uw account veilig houden

Uw organisatie vereist dat u de volgende methoden instelt om te bewijzen wie u bent.

Voltooid

De beveiligingsgegevens zijn ingesteld. Kies Gereed om door te gaan met de aanmelding.

< Jaard 1d had.

A\ Microsoft Authenticator
c‘, iPhone

A
Microsoft Authenticator

17

The Team you were invited to will now open either in the
app or in the browser

O3 Vergaderen
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18 | 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.

. . lisanne (gast)
You can always find an UvA-Team in the UvA tenant L @kl

Beschikbaar - Statusbericht inst...

@ Persoonlijk
| UVA (gast)

[l Opgeslagen

23] Account beheren

Teams voor persoonlijk gebruik

Afmelden
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