
Welcome to  
External Collaboration with Microsoft Teams

This guide will show you how you can log in to a Microsoft Team offered 
to you as a service by Munich Re using your company e-mail address. 
These instructions are intended for external guests of a Team. 

Prerequisites

 −  A Munich Re staff member has added you to a Team as a guest using 
your company e-mail address.

 −  Please use a suitable current browser (e.g. Chrome or Edge).  
Other browsers (e.g. MS Internet Explorer) are not suitable. 

 −  You also need a telephone connection or the Authenticator App for the 
mandatory multi-factor authentication.

 −  We recommend using the Authenticator app, otherwise you will have to 
re-authenticate at regular intervals.

Steps to follow 
(both if you have or do not have an Office 365 account): 

In your inbox you will find an email from Microsoft Teams  
(noreply@email.teams.microsoft.com) stating You have been added to 
Munich Re in Microsoft Teams as a guest. Open the Team from this email 
by clicking on Open Microsoft Teams. 
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You will be automatically redirected to the next page where you give 
consent to the processing of your data in order to create, control and 
manage an account in accordance with the policy. A new window will open 
automatically. Click on Accept.

You will now be prompted to open Microsoft Teams, which you confirm by 
clicking on Open.

  

The start screen of Teams is displayed and you can decide which version of 
Teams you want to use. For example, you can click on Use the web app 
instead to open Teams in your browser.

You will be informed that further information is required to protect your 
account. Please do not change the account and click Next.
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You will now be prompted to set up MFA (multi-factor authentication) to 
access the Office 365 tenant at Munich Re Group. By default it is assumed 
that you are using the Microsoft Authenticator app, which we also 
recommend. If this is the case, click on Next in the two following windows. 
If you would like to use a different authentication method, click on I want to 
set up a different method (see Authentication with telephone).

The following describes the procedure with the Authenticator App by 
Microsoft. You can find the app in the App Store. Install this app before you 
continue with the registration. Scan the QR code in the login screen with 
the Authenticator App. Click on Next.

 
Authentication via the Authenticator app is now being tested. To do this, 
approve the request in your Microsoft Authenticator App on your 
smartphone.

  

You will now see a positive test result. If you want to set up another 
additional login method, click on the link I want to set up another method. 
Otherwise, click on Next.

Log in with your Microsoft account. To do this, enter your password.
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In the Microsoft Authenticator app on your smartphone, authorize access.
  

You will then be asked to accept our Terms of Use. This completes the 
registration process and you can actively use the Team.

Authentication with telephone

You have carried out the previous description up to item 6 and decide to 
authenticate with another method. To do this, click on I want to set up 
another method.
  

Select Phone in the list and confirm your selection.

  

Enter the telephone number you would like to use to authenticate yourself. 
If you use a smartphone, you can have an SMS with a code sent to you or 
you can receive a call. If you use a landline telephone, please select Call me.

In our example, we choose Call me as Microsoft will probably discontinue 
the SMS function.
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You will receive an automatically generated callback to the telephone 
number you have specified, which you have to confirm with #.

If the telephone has been registered successfully, you can continue  
with Next.

You will now see the authentication methods you selected and can 
complete the authentication.

You will then be asked to accept our Terms of Use. This completes the 
registration process and you can actively use the Team.

Overview of Teams

If you are not yet familiar with Microsoft Teams, you can get a valuable 
introduction by following this link:
Click here for info on Teams

Note for Teams users

If you use Teams in your company, you can switch between both  
“Team worlds” in the upper right corner of your Teams window.
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