Remove Automatic Teams Meeting

Links
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By default, Outlook automatically adds a Microsoft Teams meeting link to meetings with another person. This
occurs even if an 8x8, RingCentral or Zoom meeting is also added. To turn this feature off, follow these steps.

From the Windows Outlook client:

1. Click "File" in the menu tool bar. To the bottom left of the window, click Options.
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Account Settings

Change settings for this account or set up more
connections.

" Access this account on the web.
https://outlook live.com/owa/outiook.com/

= Get the Outlook app for iOS or Android,

Change

Automatic Replies

Use automatic replies to notify others that you are on vacation, or not available
to respond to email messages.

Mailbox Settings

Manage the size of your mailbox by emptying Deleted items and archiving.

Rules and Alerts

Use Rules and Alerts to help organize your incoming email messages, and
receive updates when items are added, changed, or removed.

Manage Add-ins

Manage and acquire Web Add-ins for Outlook.

2. Inthe "Outlook Options" window, select Calendar.
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Outlook Options

General
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E Change the settings for calendars, meetings, and time zones.
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Accessibility First day of week: |Sunday ¥

Advanced First week of year: | Starts on Jan 1

Customize Ribbon Calendar options
Quick Access Toolbar
Add online meeting to all meetings | Add Meeting Provider...
Add-ins
Default duration for new appointments and meetings: ~ | 30 minutes ~
Trust Center
Shorten appointments and meetings:
Less than one hour:
One hour or longer:
Default reminders: | 15 minutes v
Allow attendees to propose new times for meetings
Use this response when proposing a new meeting time: | 7 Tentative ¥

Add holidays to the Calendar: | Add Holidays...

Change the permissions for viewing Free/Busy information: | Free/Busy Options.. | | Other Free/Busy.

Enable an alternate calendar

Cancel

3. Under "Calendar Options", click Add Meeting Provider.

Outlook Options

General

F Work hours:

Start time: BO0AM ¥
Mail

500PM v

sun E Mon ETue B Wed EThu EFri

End time:
Calendar

Work week Sat
People

First day of week: |Sunday ¥
Tasks
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Search
Calendar options
Language

Accessibility Add online meeting to all meetin,

Advanced Default duration for new

Customize Ribbon Shorten appointments and meetings:

Quick Access Toolbar Less than one hour:
Add-ins One hour or longer:

[ Default reminders: | 15 minutes

Trust Center
Allow attendees to propose new times for meetings
Use this response when proposing a new meeting time: | 7 Tentative ~
Add holidays to the Calendar: | Add Holidays..

Change the permissions for viewing Free/Busy information: | Free/Busy Options. Other Free/Busy.

Enable an alternate calendar

When sending meeting requests outside of your organization, use the iCalendar format

Show bell icon on the calendar for appointments and meetings with reminders
Display options.

Cancel

4. Uncheck "Add online meeting to all meetings".
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5. Click OK.
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1. Click Outlook in the menu tool bar, then Settings...
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2. Inthe "Outlook Preferences" window, click on the Calendar icon.
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3. In the Calendar window, under "Calendar Options", uncheck the box next to
meetings”.

Calendar options
Default reminder: 15 minutes &

Show week numbers

( Add online meeting to all meetings (Applies to Microsoft 365 accounts only) )

Time zones

Default time zone for new events: = (UTC-07:00) Mountain Time (US & Canada)

Show second time zone in Day and Week view:

4. Click Save.

Vertical Wave IP Knowledge Base Content

Q search

Thursday 6 Friday 2 Saturday

Show All

&

Grammar

“Add online meeting to all




