
How to access an EMA Microsoft Team as guest user 

This article provides the steps to access a Microsoft Team created by an EMA user. Guest users are 
mainly part of the regulatory network. 

Pre-requisites: 

1. Guest users have been invited to be part of a Microsoft Team

2. The guest user has a registered EMA account (e.g. username@id.ema.europa.eu)

3. Within the EMA account (point 2), Multi factor authentication must be configured.

1. Step by step instructions:

Note: The steps below explain how to access Microsoft Teams via the browser. If you are using 
Microsoft Teams within your organisation, we suggest to use the browser to access the EMA teams 
environment so you can keep your organization’s account signed in the application and EMA via the 
browser. 

1. In your default Brower, open an incognito (Chrome) or In-private (Edge) window. You can do it
by right click on the browser icon and select ‘New Incognito Window’ (Chrome) or ‘New
InPrivate Window’ (Edge). Alternatively, you can use the follow keyboard combination when
you open your browser ‘Cntl+Shift+N’.

2. Enter the following URL: https://teams.microsoft.com and type you EMA account.

mailto:username@id.ema.europa.eu
https://teams.microsoft.com/


3. Enter your password

4. Note that you might be prompted to verify your account with the multi factor authentication.

5. Once you are authenticated, you will have access to the Teams you have been invited by
selecting ‘Teams’.
Note: If you are using Teams in your organisation, ensure that the page is opened in your
browser and not in the Teams application of your computer as you will get an access error.



6. It is important to set up the notifications when you receive a chat or you are mentioned within Teams.

When prompted, select on ‘Turn on’ desktop notifications:

Note: Due to a system limitation, you will not be able to receive an email containing missed 
activities.

https://support.microsoft.com/en-us/office/manage-notifications-in-teams-1cc31834-5fe5-412b-8edb-43fecc78413d
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