
Setting up Zoom Meeting 
through Canvas

A guide from CPE- Habib University



Click on the Course that you want to setup the Zoom Meeting for



Locate and Click on the Zoom button in the menu bar on the left of the screen 



Click on Schedule a New Meeting



Enter the Course Meeting Times



Click on Recurring and choose recurrence period, repeat period and days and end date of the meeting



This option is unchecked by default. Make sure you check it. This will help in maintaining attendance reports



If you have guest speakers coming to the course, then you can set the option of Sign into Zoom 



Make sure that “Record meeting automatically” and “In the cloud” options are checked. This will send all recordings of the course to 
your canvas site automatically in the Panopto folder  



You can download the calendar file and open it with outlook to see the Zoom meeting link in your calendar 



Taking Attendance in a Zoom 
Meeting

A guide from CPE- Habib University



Login to vms.habib.edu.pk through your Habib Credentials 
Click Reports and then Choose Usage
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Check that the date range at the top includes the session for which you want to take attendance. Then click on the Participants link 
for the session.
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1. Check that the date range includes the date of the session for which you want to take attendance. If not, adjust the date 
range and click Search.


2. Then click the Participants link for the session.



Review the report. Check the Export with meeting data checkbox.
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1. Notice that the same student joined the meeting twice. This happens when a student leaves the meeting and re-joins it. You won't be 
able to tell if they left the meeting because of technical difficulties, but you can see how long they were in the meeting under Duration.


2. Click Export with meeting data.



Click Show Unique users to see a collapsed list of each unique attendee and their total duration.
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1. Make sure that Export with Meeting data is checked  
2. Click on Export
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A file will be downloaded that you can open with excel



Need More Help?
Contact the Faculty Support Desk at 
faculty.support@habib.edu.pk
or cpe@habib.edu.pk
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