· In the course navigation, select Microsoft Education.
· If you haven't set up your Microsoft Education app, then you'll have to do that first. You'll see a box pop up, where at the bottom you'll see Continue Setup.
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· Then you'll enable Meetings by toggling the button and click Done.
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· In the top right, you’ll see a purple button that says New Meeting. 
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· In the text box that says Invite Required Attendees, you select in the drop-down the student(s) in your course.
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· Input the date and time of the meeting.
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Note: If this is a recurring meeting, you select it where it says Make Recurring with the date and time here instead.
· Enter a message if you need in the text box at the bottom. Then click Save at the top right. 
 
With Teams, it doesn’t automatically populate the meeting in your Canvas Calendar.
· You’ll have to add an event using the + button at the top of the calendar.
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· A box will pop up and at the bottom you’ll see More Options.
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· This will extend the text box, so you can insert the Meeting Link. Then click Create Event.
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Welcome to Microsoft Education

Discover a smarter teaching experience

Microsoft Education brings together tool that simplify your workflow and support student success.

[ o)

Use Leaming Accelerators Create meetings Digital notebooks and files
Practice assignments with real-  Schedule and join mestings with  Access your OneNote notebooks
time coaching. Your students. and files.

Learn more Learn more Learn more

You're almost there!

Select your preferred apps to finsh setting up your experience.




