Kossen Center for Teaching and Learning

Using Zoom in Canvas
Obtain a Pro Zoom Account
First, request a Pro Account from Dr. Sheila Morgan at snmorgan1@muw.edu. Once you are
given access to the Zoom Pro Account, you will receive a confirmation email to your MUW
email address. Then, go to zoom.us. and create your Zoom account using the “Sign in, It’s free”
option. Remember to use your MUW email to create your account.

Put Zoom in Canvas Course
Next, go to your Canvas course, where you want to use Zoom. On the course menu select
Settings, then the Navigation tab. Go to the bottom of the page, find Zoom and drag it to the
top section of the page. Then, select Save. This puts the Zoom tool on your course menu.
You should see Zoom on the course menu. Click on it. It will ask you to authorize the Zoom tool
to your course. Note: The Zoom tool is only visible to you. You will need to put the Zoom
information somewhere in your course for students to access the room. Post your Zoom
information somewhere in your course so students can access the room. I recommend putting
it on a Page in your Modules.

Create Page in Canvas
Locate the + sign at the top of your first Module. From the drop down menu, choose to add a
page.

Name the page “Join Zoom Meetings here”. If you place the new page in the modules, the new
page will default to the bottom of the Module. Drag the new page to the top to make sure it is
prominently displayed for students to see.

Put Zoom Information on Canvas Page
Once the page is posted on a module, go to your Zoom tool and find your Zoom information by
clicking on Zoom tool. Find the tab named Personal Meeting Room. Then, select Copy
Invitation.

Now, go back to the new page you created in the Module. Click on the page and select the edit
option and paste your Zoom invitation there. Note: Make your Zoom Room Meeting URL a
hyperlink. To make the Zoom URL hyperlinked, see instructions below:

How to Hyperlink the Zoom URL on your Canvas page?
Open the page and select Edit. Then, click the URL link for your Zoom room and select Link to
URL in the ribbon and click Save.

Recording your Lecture from Zoom to Your Computer not the Cloud
Remember to record your lectures to your computer and not to the cloud. We have limited
data storage in the cloud. To make sure your recording posts to your computer instead of the
cloud, go to zoom.us and look under Settings. Then look under the Recording tab and unselect
Cloud recordings. Make sure enable automatic recordings to your computer is selected.

When in your Zoom Meeting Room, you can find the recording tool on the bottom of screen.
You can find that recording in your My Documents area, in the Zoom folder. The recording will

not render until you leave the Zoom Meeting Room. The MP4 of the recording can be uploaded
to YouTube and then copied and pasted as a URL into your Canvas Course.

