
How do I schedule a Zoom meeting in Canvas? 
 

1. Your Canvas course includes a link on the navigation menu to create Zoom meetings.  To 
schedule a Zoom meeting, click the “Zoom Meeting” link, then click the “Schedule a New 
Meeting” button. 

 

 
 
 

2. On the “Schedule a Meeting” page, enter the topic and description of the meeting in the 
provided text areas.  Then, enter the date and time of the meeting and duration.  If this is a 
recurring meeting, check the “Recurring meeting” checkbox and select the days and end date of 
the meetings.  In the example below, a MWF class is being scheduled each week from 1:30pm – 
2:30pm.  

 
 

 
 
 



3. Other meeting options include: “Required Registration” – if you would like students to register 
before the meeting, “Passcode” – to set a passcode to enter the meeting, “Waiting room” – for 
students to wait in a waiting room until you being the meeting, “Only authenticated used can 
join meetings” – requires students to use their Zoom accounts to join the meeting, “Video” – 
enable host’s and/or participant’s video by default, “Audio” – select if a student can join via 
telephone, computer audio, or both, “Enable join before host” – allow student to join the 
meeting before the host, “Mute participants upon entry”, and “Record the meeting 
automatically” – start the recording when the meeting begins and save either in the cloud or on 
the local computer.” 

 

 
 
 

4. If you chose to save meetings in the cloud, they will become available on the “Cloud Recordings” 
tab on the “Zoom Meeting” page.  Note that the longer the class, the more time it takes to 



upload to and appear in the cloud recordings list.  Generally, the recording is posted within a 
few hours. 

 

 
 

 


