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SharePoint External Users & Microsoft Accounts (MSA) 

Information for Users and SP Owners 

Is your email account a MSA? 

To use an MDH SP site you need to have a MSA. If you don’t know if your email account is a MSA you can find out by 
following these steps. 

1. Go to office.com – this will take you to a welcome page 
2. Click on the Sign in button 
3. Enter your email address and click Next 
4. If your email is a MSA you will be asked to enter your password 
5. If your email is not a MSA the screen will say that it is not an account and you will be asked if you want to create 

one or you can use another email. 

Possible Scenarios 

Your email is already a MSA - If the email used to invite an external user is already a MSA, when the user clicks on the 
link in the invitation they will be asked for their password for that account and will be taken to the MDH SP site in the 
invitation. 

Your place of business is in process of moving to O365 - It could happen that the external user’s place of business is in 
the process of moving to O365, meaning their email accounts are in the process of becoming MSA. If the external user is 
having trouble accessing the SP site in the invitation then the SP Owner should have the external user check with their IT 
department to see if this is the case. If they are in the process of moving to O365 their IT department may be able to 
supply the user with an alias email (a temporary email address) that has been created behind the scenes. The SP Owner 
can use the alias email to invite the user. Note: the users IT department does not always know the alias emails. 

Your account is not a MSA and you need to create one – Some external user’s accounts are not MSA so one needs to be 
created. In this case when the user clicks on the link in the invite the following will be the process to create a MSA: 

1. Click on Create a Microsoft account 
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2. When you click the Create a Microsoft account link it takes you to this screen. Enter your email address and click 
Next.  
 

 
 
 
 
 
 
 
 
3. Enter a unique password for this email account no matter if it’s a Yahoo account (or others) or your work email. 

If you are using your work email know that your work email will continue to work at your place of business 
like it always has worked but you will now have a MSA using your work email but this is an entirely different 
account with an entirely different password. This should be a unique password for this account to access MDH 
SP sites. Click Next and 2 things will happen: 
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4. You will receive an email with a security code included. Copy the security code 

 

 

 

 

 

 

 
5. Click on the Verify your email address link in the previous popup and you will be sent an email to the email 

account box you are using and enter the code in the code field and click Next.  
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6. Another screen pops up and you enter the characters you see and click Next. 
 

 
 
 
 
7.  In the next screen that pops up enter a phone number and click Send code. (Read the note in the popup. You 

will be sent another notification with another code.) 
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8. A code is sent to your phone. Enter that code from the text on your phone and click Next  
 

 
 

9. This screen will appear. Click Looks good! if the information is correct. You will be taken to the SP site that has 
been shared with you. 
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As you are going through the screens creating a MSA you may get some popups that looks like the ones below. Just click 
through them if you are interested or close out of them. They are Microsoft ads.
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