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Outlook on the Web

1. Click the ¥ Settings gear
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This item is for use in the course of BHS business use only
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2. Select Calendar

Settings View

Q Search settings | Events and invitations

Weather
& Account

Events from email
£33 General

Customise actions
Accounts

Work hours and location

) Copilot

Events and invitations

Events you create
Customise settings for events you create.
Add online meeting to all meetings
Choose a meeting provider

@ Microsoft Teams

Default reminder

15 minutes before
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[ shorten duration for all events

Invitations from other people

Control how invitaticns, responses, and notifications are handled.
Delete invitations that have been updated by the organiser
\:| Delete notifications about forwarded events

Delete invitations from Inbox after responding

[ Automatically decline invitations that conflict with existing events

Save declined events

(] show declined events on your calendar - you will show as being free.

This item is for use in the course of BHS business use only
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Go to Events and invitations

Settings

Q Search settings

& Account
83 General
& Email

& Calendar

&g People

(fy Copilot

| Events and invitations

Events from email

Customise actions
Accounts

Work hours and location

Events and invitations

Events you create

Customise settings for events you create.

Add online meeting to all meetings
Choose a meeting provider

@® Microsoft Teams

Default reminder

15 minutes before
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D Shorten duration for all events

Invitations from other people

Contrel how invitations, responses, and notifications are handled.

Delete invitations that have been updated by the organiser
[J Delete notifications about forwarded events
Delete invitaticns from Inbox after responding

[ Automatically decline invitations that cenflict with existing events,

Save declined events

[ Show declined events on your calendar - you will show as being free.

This item is for use in the course of BHS business use only
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3. Uncheck:
Delete invitations from Inbox after responding

Settings View Events and invitations b
Q Search settings | Events and invitations é

Weather Events you create

(o]

o Account Events from email Customise settings for events you create.

83 General . .
Customise actions Add online meeting to all meetings

= Email
Accounts

| Choose a meeting provider
@ Calendar

Work hours and Iocation @ Microsoft Teams
83 People
&y Copilot Default reminder
15 minutes before o

[ sherten duration for all events

Invitations from other people

Control how invitations, responses, and notifications are handled.

Delete invitations that have been updated by the organiser

existing events.

Save declined events

[] shew declined events on your calendar - you will show as being free.

4. Click Save

This item is for use in the course of BHS business use only



