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Turn Off Automatic Teams Meeting Links in Outlook

This document explains how to turn off the automatic Teams Meeting default setting in Outlook,
for Windows and Mac client (desktop) applications.

For assistance or training using these procedures, contact Sarah Taggart, IT Development Coordinator at 785-628-4999.

A default feature in Outlook automatically adds a Microsoft Teams meeting link to scheduled meetings. This
occurs even if a Zoom meeting is also added. View the section below for your system, for the steps to turn this
feature off.

Turn Off the Addition of Microsoft Teams Meeting (Windows)

Turn Off the Addition of Microsoft Teams Meeting (Mac)

Turn Off the Addition of Microsoft Teams Meeting (Windows)

Office Account

Feedback
1. Open your Outlook client.
Options
2. From the Outlook menu tool bar, click File; then in the bottom left area of the window, -
click Options.
Outlook Options ? >
3- In the OUtIOOK Optlons W|ndOW, CIICk I—IGeneraI W E‘Q General options for working with Outlook.
Calendar. =
Cloud storage options
Groups ] Store my Outlook settings in the cloud @
People .
User Interface options
Tasks o~
When using multiple displays:(L)

Search ® Optimize for best appearance

Language Optimize for compatibility (application restart required)

Accessibility ~| Show Mini Toolbar on selection@

Advanced ~| Enable Live Preview O]

o ScreenTip style: | Show feature descriptions in ScreenTips A
Customize Ribbon B
Quick Access Toolbar Personalize your copy of Microsoft Office
=]

4. Under Calendar Options, uncheck Add online meeting to all
meetings.

O !ﬂxdd online meeting to all meetings:

NOTE: If you do not see a check box in front of Add online meeting to all meetings, click Add
Meeting Provider, uncheck Add online meeting to all meetings, and then click OK.

5. Click OK to close the Outlook Options window.
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Turn Off Automatic Teams Meeting Links in Outlook

Turn Off the Addition of Microsoft Teams Meeting (Mac)

1. Open your Outlook client.

& Outlook File Edit View
About Outlook

v/ New Outlook

2. From the Outlook menu tool bar, click Outlook, and then select Preferences. Preferences... 3,

Work Offline
Turn Off Reminders

Services »

Hide Outlook #H
Hide Others X 38H

®#Q

3. Inthe Outlook Preferences window, click Calendar. Quit Outicok

| J Calendar
Show All

Work schedule

4. Inthe Calendar window, under Calendar options, click Work day starts: i

Conﬂgure. Work day ends: 5:0? PM
Work week: S TMET

First day of week: | Sunday

Calendar options
v Default reminder: | 15 minutes

Show week numbers

Add online meeting to all events: | Configure...

Show All

5. Inthe new window, uncheck Add online Oniine Meating
meeting to all meetings, and then click Save. oo s o e e

Cancel Save
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