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

Introduction

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:

1. Grab the course roster from Canvas Grades, and

2. Import the course roster into a Microsoft Teams meeting through Outlook.

Obtaining Your Course Roster

Step 1: Go to your Course in Canvas (canvas.liberty.edu).

COURSEMENU = EDUC746_IT COMS > Modules I
EDU C746 |T CO MS ] Import Existing Content
Home ’ =
EDUC746_IT COMS & \mport From Commons
Modules =
- Recent Announcements 2} Choose Home Page

Assignments e
[0 view Course Stream

) ) Welcome Class
Discussions < = -
Welcome See link ¥ ew Announcemen

Announcements Aug 19, 2020 at 1:54pm Jessica B3 Student View

Quizzes 5 New Analytics
Grades Welcome! <21 Export Course Content
People Welcome to EDUC746, | am looking forward to working with you this semester and getting to know each of you! Be O e Errm e e
sure to read all the Material in the Getting Started page.
Bifkce 365 Jun 15, 2020 at 9:45am Mathan
TODO
Cisco Webex
Step 2: Select Grades in the Course Menu.
, _ # % Welcome Class
Discussions
% Welcome See link
AAMIOUNCEMENRS Aug 19,2020 at 1:54pm Jessica
Quizzes
People Welcome to EDUC746, | am looking forward to working with you this semester and getting to know each of you! Be
sure to read all the Material in the Getting Started page.
Office 365 e
Jun 15, 2020 at 9:45am Nathan
Cisco Webex
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Step 3: Select the Actions menu at the top of the Gradebook, then click Export.

COURSEMENU @ EDUC746_IT COMS > Grades

~ Actions
nent - Americ... Conflict Issues Projec... Discussion Thread: M.
Student N
SR Import ut of Out of 75 Out of 50
Justin 50
Nawona Previous Export (Aug 25, 2020 43.5 73 20

at 11:41am)
Drew = - -

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

Section

Advising ¢ Assi
0

EDUCY46: IT COMS

EDUCY46: IT COMS

9501 EDUCY46: IT COMS

373258 EDUC/46: IT COMS

I Test Student 1226183 50 /009eac07bb3053Thhe65T33d77ed443cd EDUCTAL: IT COMS

20839
3703536

Next Steps

Now that we have the course roster copied, it's time to copy this roster into a Microsoft Teams
meeting.
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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 V|eW. File Home Send / Receive Folder

alr =

New New Teams Toi
Appointment Meeting ltems ~ Meeting

Help Acrobat

2 |E

Schedule
View

New Teams Meeting

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.

}}\' B ym bebartlow@liberty.edu
Title Microsoft Teams Meeting n

2 Mark (IT Communications); & Justin (IT Communications);

Optional

5 SenRn N Wed 3/18/2020 [ | 430PM " | 4 [

End time Wed 3/18/2020  [£] | 5:00pPMm ~ b n

Microsoft Teams Meeting n

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.

l‘@l How to Create a Meeting in Microsoft Teams with Course Roster



LIBERTY

UNIVERSITY

,Q\% Note: Don't forget to click the Check Names button before sending out the email as this
Check | will look up the usernames of each student and attempt to match their emails in Outlook.

Names

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. ~
P I» i =

Step 2: Select Meeting.

Home  Organize Tools
AN | [<

Appointment Meeting | 1 Erﬁail

E Appointment
- M & Ngl mre= _
2 IP: Meeting
PQQ Group
2 A

Step 3: Choose Teams Meeting. The Teams
meeting details will be added to the invite Organizer Meeting  Format Text

once the meeting organizer sends the = ﬁi
invite. X 3 :

Send Cancel Ap t Scheduling New ly Teams

Emat All Meeting
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Schedule a Teams Meeting in Outlook for Mac (continued)
Step 4: Add invitees to the To: field. You can copy & paste them directly from Excel.

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

From:
To: || h 4
Subject: 5
Location: |Microsoft Teams Meeting 5

Duration: | 30 Minutes [§J () All day event
Starts: | 3/18/2020|[E]| | 5:00 PM 5
Ends: = 3/18/2020|[E]| | 5:30 PM (

(D) This invitation has not been sent.

() Teams meeting details will be added after you send the invitation.

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.

,Q\% Note: Don't forget to click the Check Names button before sending out the email as this
Check | will look up the usernames of each student and attempt to match their emails in Outlook.

Names
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Schedule a Teams Meeting in the Online Version of Outlook
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.

o 4

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

L Search

(2]l Today €< — March21,2020 ~

March 2020 T~ ¢ Mar 21 sat

s M T W T F 5

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

¢ Add a title

Invite attendees Optional
3/21/2020 A00PM ~ to 430PM ~ @ Alday(@®@ )

Repeat: Never

Search for a room or location Teams meeting

Remind me: 15 minutes before ~

Add a description or attach documents
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Schedule a Teams Meeting in the Online Version of Outlook (continued)

Step 5: Fill out the Meeting details and paste your course roster into the Invite attendees field.

e Add a title

jo AC Optional

Al

AS

3/21/2020 A00PM ~ io 430PM ~ @ Alday(® )

Freez: No fime suggestions found.Open Scheduling Assistant

Repeat: Never

Check
Names

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.
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