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Creating a Microsoft Teams Meeting in Canvas 
Use these steps to schedule a Microsoft Teams meeting directly from your Canvas course 
using the Microsoft Education integration. 

Steps 
1. Log in to Canvas from TechExpress Quicklinks.  

 

 
2. From your Dashboard, select the course where you want to create the meeting. 

 
3. In the course navigation menu, select Microsoft Education.

 
 

4. Select Meetings. 
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5. Select New Meeting. 

 
6. Enter the meeting details, including the title, date, start time, end time, and 

description, as needed.

 
 

7. To invite everyone enrolled in the course, choose Add entire class. 
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8. For re-occurring class meetings, select “Make recurring” 
9. Select Send to schedule the meeting. 

What Happens Next 
After the meeting is created, students will be able to access it from within the Canvas 
course. If students are invited to the meeting, it will also appear on their Microsoft Teams 
and Outlook calendars. 

Helpful Notes 
• If you do not see Microsoft Education in the course navigation menu, check the 

course navigation settings. You may have to enable this LTI. Contact 
citl@tntech.edu for assistance.  

• Recordings and attendance information will be available from the meetings area.  
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