
How can I host recurring virtual office hours using Canvas? 
 
If you would like your scheduled office hours to be available through Canvas, do not schedule a Zoom 
session as you would for your class meetings.  Doing so will only make office hours available for the class 
from which you scheduled the Zoom meetings.   
 

1. If you would like to schedule Zoom meetings that all your classes can access (such as office 
hours), it is recommend the meeting is scheduled using the zoom.us website (scheduling a 
recurring meeting through the Zoom desktop app requires additional scheduling using your 
email client).  Once you have logged into zoom.us, select either the “Schedule a Meeting” link or 
button.     
 

 
 
 

2. On the “Schedule a Meeting” page, enter the topic of the recurring meeting (e.g., “Office 
Hours”), the date that the recurring meeting will begin, and the duration of each meeting.  Then, 
check the “Recurring meeting” checkbox, select “Weekly” for recurrence, then check the days 
on which the meeting will occur each week.  Lastly, enter the date that the recurring meeting 
will end.  

 



 
 
 

3. You may adjust the remaining settings as desired; however, it is recommended that the 
“Passcode” checkbox is deselected so students would not need to enter a passcode each time 
they wish to join your office hours.  Then, click the “Save” button. 
 



 
 
 

4. Once you have saved your recurring meeting, you will see your meetings listed in the 
“Upcoming” meetings link on the Zoom site.  The next step is to share your office hours URL  
with your students.  To find  the URL, click the “Office Hours” link of the first meeting listed. 

 



    
 
 

5. On the “Manage…” page, select (i.e., highlight) the invite link and press ctrl+c to copy the link. 
 



 
 
 

6. In Canvas, click the “Pages” link from the left side navigation menu.  If a list of your pages does 
not appear on the right, click the “View All Pages” button. 

 



 
 
 

7. From the “Pages” page, click the “+ Page” button in the upper right corner. 
 

 
 
 

8. Enter the name of the page in the provided textbox (e.g., “Office Hours”).  Then, press ctrl+v to 
paste the Zoom URL in the rich content editor.  You may also enter a message with your office 
hours and instructions on how to join your office hours as shown in the image below.  Then, 
click “Save”. 

 



 
 
 

9. Your “Office Hours” page should now be listed along with your other saved pages.  You may click 
the link to see the page as it will be displayed to your students. 

 

 
 
 

10. It is recommended you include a link to this page in your left side navigation menu in Canvas.  To 
create a link to any page in the navigation menu, follow the instructions from the FAQ “Can I 
create a link from the navigation menu as I could in Blackboard?” 

 
11. If you would like to copy this page to other course shells so it can be made accessible to your 

students in other courses, follow the instructions from the FAQ “How can I copy content to 
another course in Canvas?” 


