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Overview

The following document details how to configure Outlook to include or not include an online Teams
meeting for every meeting created in Outlook on the web and the Outlook desktop client for Windows
and Mac.

As we are in an environment that uses both Microsoft Teams and Zoom for online meetings, it is
recommended to turn OFF this option for the ability to control what type of meeting you would like to
create. You can also turn ON this option if you want all your meetings to be online Teams meetings by
default.
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Outlook Desktop on Windows

The following instructions refer to the Outlook desktop client on Windows where users are logged in
with their Microsoft 365 account.

1. Click on File on the Ribbon.
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2. Click on Options.

Open & Export

Save As
Save Attachments

Print

Office Account

Feedback

Options

Exit
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3. Inthe Outlook Options window, click on Calendar.
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4. Under Calendar Options, turn off the option Add online meeting to all meetings, and then click

OK.

Outlook Options

G | 0 i i
Enera E Change the settings for calendars, meetings, and time zones.
Mail
Work time

Groups Work hours:

People O starttime 200AM v
Tasks End time: 400PM T

Work week: [ Sun Mon Tue Wed Thu Fri [] Sat

Search
First day of week: | Sul v
Language First week of year:
Accessibility
‘Calendar options
Advanced
Customise Ribban F‘j [] &dd online meeting to all meetings@ |

Default duration for new appointments and meetings:

Quick Access Toolbar i i
[] Shorten appointments and meetings:  None &2

Add-ins Lessthan one hour: 5 minutes ~

Trust Center Onehourorlonger: 10 minutes =

Default reminders:

Allow attendees to propose new times for meetings

Use this response when proposing a new meeting tirme:
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
English ¥  Gregorian =z
When sending meeting requests outside of your organization, use the iCalendar format

[] Show bell icon on the calendar for appointments and meetings with reminders

5. Close the Outlook Windows desktop client and then reopen it to sync up the settings with

Outlook on the web.
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NOTE:

If you are using Outlook desktop on Windows, by default, the desktop client saves most its
settings in the cloud, so changing the option to "Add online meeting to all meetings" will also
update this same option for the web client.
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Outlook Desktop on Mac

The following instructions refer to the Outlook desktop client on Mac where users are logged in with

their Microsoft 365 account.

1. Click on the Outlook menu, and then click on Preferences.
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2. Inthe Outlook Preferences window, click on Calendar.
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3. Under Calendar Options, disable the option Add online meeting to all meetings (Applies to

Microsoft 365 accounts only).

5|[Outlook - Change Add Online Meeting to all

Meetings Option (Client Side)]



Outlook - Change Add Online Meeting to all YORK [
Meetings Option (Client Side)

UNIVERSITY

® Outlook File FEdit View Message Format Tools Window Help
[ ] Calendar Show All

Work schedule

Work day starts: 9:00 AM

Work day ends: 5:00 PM
Work week: S M/ T W T F S

First day of week: Sunday ]

Calendar options

Default reminder: 15 minutes &3

Show week numbers

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

4. Changes are saved automatically. Close the Outlook Preferences window.

NOTE:

If you change the option “Add online meeting to all meetings” on the Mac desktop client, you
will also need to change the same option for Outlook on the web. Please refer to the Outlook
on the Web section for instructions on changing the same option for the web client.
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Outlook on the Web

The following instructions refer to the Outlook web client where users are logged in with their Microsoft
365 account.

1.

Near the top right corner of the Outlook on the web interface, click on the Settings gear icon.

cn  Teams call Lo (T to ﬂP 3 ?

Focus time
1 now .
How Settings

el ‘ O Search Outlook settings

The Settings pane opens on the right side of the interface. Click on View all Outlook settings at
the bottom.

Reading pane
. Show on the right
View all Outlook settings =

In the Settings window, click on Calendar.

Settings
O Search settings
General
Mail

Calendar

Peaple

View quick settings
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4. Click on Events and invitations.

Settings View

Search settings Events and invitations

Weather
General

Events from email
Mail

Customize actions
Calendar

Accounts
People

View quick settings

5. Under Events you create, disable the option Add online meeting to all meetings.

Settings View Events and invitations

..--D Search settings Events and invitations

Events you create
Weather

General Customize settings for events you create.

Events from email
Mail — _ ; .
i ] | | Add online meeting to all meetings @
Customize actions —
Calendar

Accounts Default reminder

People

| 15 minutes before

View quick settings

|:| Shorten duration for all events
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6. Click on Save on the bottom right of the Settings window.

Settings View Events and invitations

m Events and invitations
— Events you create
Weather

General Customize settings for events you create.

Events from email
Mail ™ . ,

) [] Add enline meeting to all meetings @
Customize actions —
Calendar

Accounts Default reminder

People ‘ 15 minutes before
View quick settings

[] Shorten duration for all events

Invitations from other people
Control how invitations, responses, and notifications are handled.

Delete invitations and responses that have been updated

] Delete notifications about forwarded events

NOTE:

If you change the option “Add online meeting to all meetings”, you will also need to change the same
option for Outlook desktop for Windows or Mac. Please refer to the Outlook Desktop on Windows
section for instructions on changing the same option if you are using the Windows desktop client and
the Outlook Desktop on Mac section if you are using the Mac desktop client.
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