
How to Create a Meeting in Microsoft Teams Using Your Course Roster

Introduction

Obtaining Your Course Roster

How to Create a Meeting in Microsoft Teams with Course Roster

Step 1:

Step 2:

Go to your Course in Canvas (canvas.liberty.edu).

Select Grades in the Course Menu.

There may be a case where you want to grab your course roster and add them all in a Microsoft Teams 

meeting.  This will require two steps:

Grab the course roster from Canvas Grades, and1.

Import the course roster into a Microsoft Teams meeting through Outlook.2.
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Step 3: Select the Actions menu at the top of the Gradebook, then click Export.

Step 4: Once the resulting .CSV file in Microsoft Excel and copy the usernames from the SIS Login ID 

column.

Now that we have the course roster copied, it's time to copy this roster into a Microsoft Teams 

meeting. 

Next Steps
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Schedule a Teams Meeting in Outlook for Windows

Microsoft Teams includes the Outlook add-in, which lets you create new Teams meetings directly from 

Outlook. It also lets people view, accept, or join meetings in either app.

To schedule a meeting:

Step 1: Switch to Calendar view.

Step 2: Click New Teams Meeting at the top of 

the view.
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Step 3: Add your invitees to the Required: field. You can copy & paste them directly from Excel.

Step 4: Add your meeting Subject, Location, Start Time & End Time.

Step 5: Choose Send.
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You can also invite people from outside your organization from Outlook. Just be sure to add them as 

guests before the meeting starts or they will have to join anonymously.
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Schedule a Teams Meeting in Outlook for Mac

Microsoft Teams is now integrated with Outlook for Office 365 for Mac, allowing you to create Teams 

meetings directly within Outlook. It also allows you to view, accept, join meetings either in Outlook for 

Mac or Teams.  Follow the steps below in Outlook for Mac:

To schedule a Teams meeting in Outlook for Mac:

Step 1: Switch to Calendar view.
1

Note:  Don't forget to click the Check Names button before sending out the email as this 

will look up the usernames of each student and attempt to match their emails in Outlook.

Step 2: Select Meeting.

Step 3: Choose Teams Meeting. The Teams 

meeting details will be added to the invite 

once the meeting organizer sends the 

invite.
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Schedule a Teams Meeting in Outlook for Mac  (continued)
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Step 6: Choose Send.

You can also invite people from outside your organization from Outlook. Just be sure to add them as 

guests before the meeting starts or they will have to join anonymously.

Note:  Don't forget to click the Check Names button before sending out the email as this 

will look up the usernames of each student and attempt to match their emails in Outlook.

Step 5: Add your meeting Subject, Location, Start Time & End Time.

Step 4: Add invitees to the To: field. You can copy & paste them directly from Excel.



Schedule a Teams Meeting in the Online Version of Outlook
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Step 1: Open a browser and go to email.liberty.edu.

Step 2: Switch to the Calendar view in the bottom left of the page.

Step 3: Create a New Event in the top left of the page.

Step 4: Switch on Teams meeting for the New Event.



Schedule a Teams Meeting in the Online Version of Outlook  (continued)
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Step 5: Fill out the Meeting details and paste your course roster into the Invite attendees field.

Note:  There is no option for Check Names, but the advantage of the online version of 

Outlook is that it will automatically convert usernames to their corresponding email 

address.  If the course roster is long, give Outlook a few seconds to find all the addresses.


