
 
 
 
 

 
 

           

QUICK GUIDE:  

MICROSOFT GUEST ACCOUNT CREATION  
 

When external users are added as a guest user to a Home and Community Care Support Services 

(HCCSS) SharePoint site, they are required to activate the account and set up multi-factor authentication 

MFA. This only needs to be done once per account.   

1. You will receive an email similar to the one below. Click “Accept Invitation.” **Important: Check 

your Junk email folder if you are expecting this message and do not see it. ** 

 

2. Sign in if prompted by using your existing email account credentials. If your email address does 

not currently have a Microsoft account attached, please contact your local IT team for support 

to create one.  

 

 

John.smith@HomeCare.com 

John.smith@HomeCare.com 



 

3. You will be prompted to accept the permissions statement. Click Accept. 

 

 

4. If your account does not have multi-factor authentication (MFA) set up as part of your 

organization, please follow the on-screen instructions to set up MFA. Refer to THIS article for 

more details. If you use MFA as part of your usual login process, skip to step 6. 

 

 

 

It is recommended that you use the Microsoft Authenticator app on your mobile phone for 

MFA, however, if you would like to use another method such as text message, click “I want to 

set up a different method” and follow the screen prompts. This document assumes you will use 

the Authenticator app. 

https://support.microsoft.com/en-us/office/set-up-your-microsoft-365-sign-in-for-multi-factor-authentication-ace1d096-61e5-449b-a875-58eb3d74de14
https://www.microsoft.com/en-us/security/mobile-authenticator-app#primaryR3


 

5. Follow the on-screen steps to configure the Microsoft Authenticator app. 

 

 

 

 

6. Once you have logged into your guest account, you will be directed to the screen below. 

This indicates that your set up is complete. Note the direction on the screen for Toronto 

Central users is for internal staff only. You may close the browser window. 

 


