
1. Sign in to your Office 365 portal, https://www.office.com. 

2.  Click the waffle in the top-left corner of your screen >> Go to Outlook. 

3.  Expand the “Groups” from the left navigation tree >> Click the Office 365 Group you 

want to add  user. 

 

 

4.  Click the “Add members” link to add one or more guests to the group. 

 

  

https://www.office.com/


5. Enter an email address for the guest and press Enter. Add additional guests 

if necessary, and then click Save. 

 

 

 
  


