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To prevent Outlook from automatica lly adding a Teams  link to your meeting 
invitations , follow thes e s teps : 

1. Open Outlook. 
2. Go to File > Options  > Calendar 
3. Under Calendar Options , confirm that the firs t box, “Add online meetings  to 

all meetings ,” under Add Meeting Provider is  not checked. If it is , uncheck 
the box. 

4. Click Ok at the bottom of the page. 
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It’s  bes t to als o confirm that the s ame s etting is  not checked in your web vers ion 
of Outlook: 

1. Open a  web brows er and navigate to mymail.calstatela.edu

2. Open Se ttings  > Calendar
3. Under Events  and Invitations , confirm that the firs t box, “Add online

meetings  to all meetings ” is  not checked. Uncheck the box if it is  s elected.
4. Click Save.

http://mymail.calstatela.edu/

