LM U ‘ Lincoln Memorial University

Center for leaching and Learning Excellence (CTLE)

Create a Bookable Zoom Meeting Schedule for Students within
Canvas

With the Zoom integration in Canvas you can create schedules with dates and time slots on a
module so that students can book to meet with you over Zoom. This is very useful for office
hours/1:1 meetings.

To create a booking Zoom meeting schedule for your students within a Canvas module,
complete the following steps:

1. Select“Zoom” from the Course Navigation menu.
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2. Select the “Appointments” tab at the top of the page.

ZOOIMN @ Home & Appoiniments _

Your current Time Zone and Language are (GMT-4:00) Eastern Time (US and Canada). English 2

All My Zoom Meetings/Recordings Schedule a New Meeting

Upcoming Meetings Previous Meetings Persenal Meeting Room Cloud Recordings Get Training B

Show my course meetings only

Start Time Topic Section Meeting ID
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3. Under the “My Schedules tab” select “Create Schedule.”

zoom far Home ¥ Appointments

Your current Time Zone and Language are (GMT-4:00) Eastern Time (US and Canada), English £

Bookable Schedules

My Schedules Upcoming Events

+ Create Schedule ?

Create schedules with dates and time slots that people can book to meet with you.

4. Fill out all of the information in the New Bookable Schedule window:

a. Select the days and times are available to be booked.
Select the duration of bookable slots.
Enter a name in the Event Name field (e.g. "Office hours").
Optional: Enter an event description in the Event Description field.
Select “Create.”

® o0 o

New Bookable Schedule X

Select Days

Follow the same schedule each day
1115 AM to 12:15 PM ®

End repeaton = 12-07-2023

Duration

30 minutes

Event Name

Office Hours

Event Description (Optional)
Book a time slot to meet with me for Office Hours.

e
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5. Students can now book a slot for a meeting by doing the following:
a. navigating to the Zoom tab of the module, selecting “Appointments,”and
selecting the available schedule.

Zoom @ Home E1 Appoiniments

Your current Time Zone and Language are (GMT-4:00) Eastern Time (US and Canada), English £

Bookable Schedules

Upcoming Events
Student View of
Office Hours > Zoom Integration

30 min
Every Monday, Tuesday, Wednesday,
Thursday, Friday

b. selecting an available time slot and selecting “Book.”

zoom @ Home E1 Appointments

Your current Time Zone and Language are (GMT-4.00) Eastern Time (US and Canada), English £

August 2023 > < Back

s M T W T F 8 Office Hours

306 31 01 02 03 04 05
Event Description: Book a time slot to meet with me for Office Hours

06 07 03 0o @) 1 12

B3 Ends Dec 7, 2023
13 14 15 16 17 18 19

Thursday Friday sat|
20 21 22 23 24 35 26 @ "
27 28 29 30 3
11:45 AM - 12:15 PM 11-15 AM - 11-45 AM Noay

11:45 AM - 12:15 PM

Book Meeting? X

Event: Office Hours
Date & Time: Thursday Aug 10, 2023 11:45 AM - 12115 PM

d Book Cancel
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6. The booked meeting will then appear on the instructor’s “Appointments” tab under
“Upcoming Events.”

zoom {2 Home E Appointments

Your current Time Zene and Language are (GMT-4:00) Eastern Time (US and Canada), English £

Bookable Schedules

My Schedules Upcoming Events
Date Start Time Name Topic
Aug 10, 2023 11:45 AM Office Hours

Meeting ID

817 6625 7151 Cancel

7. Click “Start” to start the meeting.

Zoom @ Home E9 Appointments

Your current Time Zene and Language are (GMT-4:00) Eastern Time (US and Canada), English £

Bookable Schedules

My Schedules Upcoming Events
Date Start Time Name Topic
Aug 10, 2023 11:45 AM Office Hours.

Meeting ID /

817 6625 7151 Cancel

Adapted from Munster Technological University
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