Outlook Options ? x
penesl el Change the settings for calendars, meetings, and time zones. 3
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Groups Work howrs:
et sortime
Tasks End time: 400PM

Workweel: [ | Sun » Mon ~ Tue [+ Wed | Thu « Fri | Sat
seareh First gay of week: | Sunday = |
Langunge First woeek of yean | Satsonlanl = |
Eaze of Access
Advanced Clandtar opthons
Customize Ribban 7 | Add online meeting to all meetings |
- Default duration fior new appointments and meetings
Quick Access Tockar | End appointrnents and meetings earky &
Add-ins Less than one hour: 5 minutes  ~
Trust Center One howr or longer: 10 minutes =
v Default remanders:
+| Allgw attendees to propose new times for meetings
Lise this response when proposing a new meeting time:
Add holidays to the Calendar: | Add Helideys...
Change the permissions for viewing Free/Busy information: I Free/Busy Options... I l Other Free/Busy... I
| Enable an alternate calendar
Englsh * | Gregorian -
+| When sending meeting requests outside of your organization, use the iCalendar format
| Show bell icon on the calendar for appointments and meetings with reminders -
-




