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MICROSOFT TEAMS SETUP FOR EXTERNAL USERS 
Join a County Teams site as from an invitation emailed to a 
work or school address 

These instructions are for disaster service workers (DSWs) who need to access a County of Los 
Angeles (County) Microsoft Teams site. They describe how DSWs, such as contact tracers, can 
use their work or school credentials to join a site in response to an invitation emailed to a work 
or school address. DSWs whose emails end with anything other than “lacounty.gov” are added 
as guest members to teams.  

Because the County employs multifactor authentication (MFA), the first time DSWs access the 
County network, they must set up an authentication process that confirms their identity.  

PREREQUISITES 
Before you begin: 

1. Make sure you have a recent version of the Google Chrome. Use the Chrome web 
browser to access Microsoft Teams.  

 

https://www.google.com/chrome/
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1. If your organization already uses Office 365, sign out of your org’s Teams (in the app or 
web version), and close any browsers open to Teams. 

2. Have your invitation handy. It looks like this: 
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ACCEPT THE INVITATION TO JOIN MICROSOFT TEAMS 
This step ensures you use the Chrome web browser to access Teams.  

1) Right-click this link and select Copy Hyperlink: 

 

2) Go to Chrome and paste the link into the address field.  
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3) The next step depends on whether your org is using Office 365. 
a. If your organization is using Office 365, you are prompted to pick an account. 

Select Use another account. 

 

b. Enter your email address and choose Sign In.  
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4) You are redirected to a login site, with a custom Los Angeles County Background. For 
future reference, we recommend you bookmark this site.  

 

Shown is the default bookmark name; you can edit it to be shorter and specific.  
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5) Enter your password (the password you typically use with this email).  

 

SET UP MFA WITH THE COUNTY. 
Because you are accessing County information assets for the first time, you need to set up 
multifactor authentication (MFA) with the County. MFA is an information security process that 
requires you to verify your identity after you enter your password.  
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1) Select Next.  

 

2) Select an authentication method. We recommend selecting the last option, in which you 
receive a call or text on your smart phone after you enter your password. However, you 
can install the Microsoft Authenticator app or add this account to another authenticator 
app already on your phone, such as Duo.   
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3) Select phone as the method, and choose Confirm. 
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4) Enter the phone number and choose Next.  

 

5) Microsoft text a code to your phone. Enter the code and choose Next.  

  

6) The text is acknowledged. Choose Next.  
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7) Now you can sign in to Teams. Use the web version. If you have access to more than one 
Teams, make sure to login in using “County of Los Angeles (Guest)”: 
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Once you are logged in, you are in the County Teams site to which you were invited. 

 

TROUBLESHOOTING 
If your organization uses Teams and you find yourself being automatically signed in to your Teams 
site, try setting up MFA through opening this site in Chrome: https://login.microsoftonline.com/. 
Then select Use another account.  

 

If you’ve lost your invitation email, ask your manager to send you a link to the teams site.   

https://login.microsoftonline.com/
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