
 
•  1: Log into Canvas 

 
 
•  2: Select the Course in the global navigation Menu  
•  3: Select Conferences  from the navigation menu 

•  3: Click Make a New Conference in the top right 
corner to start your conference 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

•  In Conferences , instructors can host a remote office hours. They also can upload presentation files, share 
microphone/video/desktop, and use the whiteboard tools to annotate the presentation materials.  

•  The Java plug-in is required for screen sharing in Conferences. Some supported browsers may still state, "Your 
browser does not meet the minimum requirements for Canvas.”  

    Here’s the link to Clear the browser cache: http://guides.instructure.com/s/2204/m/4214/c/34074 
•  Flash: 9, 10, 11. Flash is required if you would like to use the audio / video recording, upload files in Canvas  
    The links to download the latest version: Flash  
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5:  After Step 4, the web conference will appear. In 
the Step 5, you will start a conference with your 
students and/or your group members. 
•  5.1: Enter conference Name  
•  5.2: Option to select the checkbox only if 

choosing the conference not to be closed 
automatically 

•  5.3: Add the Duration  time 
•  5.4: Add detail information and enter the start 

time in the Description box. For example, 
instructors can input the date/time of the office 
hour.   

•  5.5: Option to invite all course members or 
decide who will be invited to attend the 
conference.  

     For instructors: invite all members 
     For students: invite group members 
•  After the conference is created, the attendees 

will receive a web conference invitation email 
from Instructure Canvas 

•  5.6: Click on the Create Conference button, it 
will take you to another web page with  Start it 
now button.  

6: Click on Start it now button, It will direct you to 
the conference  
 
7: Click on Allow  to allow the camera and 
microphone access to your conference 
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Host a Real-Time Conference III  
•  Step 8: Overview  
•  8.1.1: Click on the Share My Desktop icon to share desktop 
•  8.1.2: Click on the Share My Webcam icon to share video 
•  8.1.3:Click on the Share My Microphone icon to share audio 
•  8.2.1: Click on the Switch Presenter and select the 

participants to be the presenter 
•  8.2.2: Click on the Raise Hand icon to ask questions 
•  8.3.1: Mute or unmute the listener 
•  8.3.2: Click on the icon to keep mute or unmute 
•  8.3.3: Click on the Mute button to mute yourself 

•  8.3.4: Click on the Mute All to mute everyone 
•  8.4: Share your webcam 
•  8.5: Click on the Upload File icon to upload your files 
•  8.6: Options to click on the Fit to Width icon or  File to page icon  
•  8.7: Click on the Whiteboard  icon to annotate the tools 
•  8.8.1: Click on the Chat  icon to chat with others  
•  8.8.2: Create another chat window by clicking the plus sign 
•  8.8.3: Type message in the message box and send it 
•  8.9: Click on Logout to leave the conference 
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