
Part 1

Click on “Accept invitation“ in the 

invitation email (for the organization 

DATEV eG) you received from 

invites@microsoft.com .You will be 

redirected to your browser.

You are requested to set up multi-factor authentication (MFA)

Click on „Accept“
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You can do this by using your cell phone 

and the Microsoft Authenticator app. Follow 

the instructions in the dialog boxes and 

click “Next" where prompted. For the steps 

on your smartphone go to step 5.

If you wish to use a different method for 

authentication (such as a phone number), 

click on “I want to set up another method" 

at the bottom and read the optional text 

field with the phone icon.
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Setting up a phone number instead of the Authenticator App: 

Select the appropriate country code from the list and enter a 

phone number. You will now be called at this number. Answer 

the call and confirm with the # key. Your phone number has 

now been successfully registered.

Important: Please make sure that your phone is within reach 

when you want to access a DATEV Teams team.



Select Scan QR-Code. 

Grant the app permission to use 

the camera. (Depending on the 

manufacturer, this dialog may 

look different)

After scanning the QR code, click 

Next on your computer and 

enter the number displayed in 

the app.

Already have an entry?

Click the plus symbol in the top 

right corner and add another 

"Work or school account" 

there.

To complete the process, an approval request will be sent to your cell 

phone; please confirm this by selecting Approve. Then finish the setup 

dialog by clicking "Fertig".

The invitation has been successfully accepted, and Part 1 of the 

instructions is complete. You can now close the page. To continue, you 

will need the link from the second email titled "You have been added 

to a team in Microsoft Teams.“

Didn't receive a second email? Please first check your Spam/Junk 

folder and, if necessary, contact your DATEV contact person and ask 

them to add you to a team.

The steps listed here illustrate the setup of 

MFA via the Authenticator App on a cell 

phone.

Note:

Make sure to scan the QR-code displayed in 

the browser using the camera of the 

Authenticator App on your cell phone.

For the type of account, be sure to select 

Work or school account.
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Teil 2

Open the invitation email to the DATEV team. 

Click on Open Microsoft Teams. You can continue directly in the Teams app by selecting Open.

Note: The wording and appearance of the message may vary 

depending on the browser. Teams may open in the background and 

need to be clicked on explicitly.

Don't have the Teams app or want to open Teams in the browser?

Then simply click on Use the Web-App instead. 

If you chose the Teams app, you would now proceed 

directly to Teams.

You may need to log in again and will be asked for 

your password and multi-factor authentication.

108

9



Click on the terms of use (to display them fully) and confirm by selecting 

Accept that you have read them.

You may now be in the environment of your own 

organization, which you can recognize by checking 

your profile in the top right corner. Left of your 

initials is your home organization. To switch to your 

DATEV guest profile, select DATEV eG (Gast). 

After selecting the guest profile, DATEV 

will prompt for multi-factor 

authentication. Approve this via your 

registered authentication method.

To the left of your profile name, you will now see 

that Teams has redirected you to the guest 

organization DATEV eG. You can now access the 

DATEV team you’ve been invited to.

Depending on the method you 

have set up, you will receive the 

approval request accordingly. 

Confirm this.
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