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In Canvas you can schedule Zoom   

meetings for your class. You can create 

reoccurring meetings, like office hours, or 

weekly lectures. 

Setting Up Zoom Meetings in 

Zoom 

1. Activate your ConferZoom Tab. 

2. Click on Confer Zoom. You will see the 

page above. 

3. Click on Event Calendar to setup 

planned meetings. 

4. Click the “Schedule” button. On the 

left hand side you can setup your 

meeting details.  

5. Save the settings when done and you 

will see them listed on the body of the 

page. 

 

 

When done, It will look like this: 

You can set up time slots or appoint-

ments for your students. If you’d like stu-

dents to sign up for time slots to meet 

one on one with you, you can set it up 

under your Appointment Bookings tab. 

1. Click on the ConferZoom Tab 

2. Select the “Appointment Bookings” 

tab. 

3. On the Left hand side you can set your 

timeframes. 

4. You will be able to see if your 

timeframes are set correctly by looking 

at the body of the page. If your 

timeframes match up, all your time 

slots will say “Reservable Slot” if your 

timeframes are off, you will see a 

“Misaligned Slot” message.  

5. Adjust your timeframes as needed.  

6. Click Save when done. 

 If you’d like to record your meetings, don’t forget to hit “Record” once 

in your meeting. All recorded sessions, once rendered, will be       

available in the “Event Recordings” tab.  

 

You can launch an     

impromptu meeting by 

using the “Quick 

Launch” feature. 
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