
Hosting a Conference in Canvas  
 

Canvas uses BigBlueButton to hold video conferences. To create a Conference within Canvas:  
 
1. Open a course within Canvas and click Conferences.  
 

 
 
 
2. Click + Conference 

 
 
 
 



3.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. When you are ready to host your Conference, click Start 
 
  
 
 
 
 
 
 
 
 
 
 

 
You will be taken to the BigBlueButton website. 

 
 
 
 
 

1. Name your Conference  
 
2. You can change the duration time or you 
can set the conference as no time limit  
 
3. You can record the conference  
 
4. Add a description of the conference.  
 
5. For members, click Invite All Course 
Members. You can also click Remove All 
Course Observer Members 
 (Observers = Parents) 
 
6. Click Update. 



5.  Select Microphone. Your laptop will ask for permission to use the microphone, click Allow. 
 

 
 
6. You will be asked to perform a quick audio test. If you can hear yourself, click the green 
thumbs up. If you do not hear your echo, click no & check your sound preferences. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



7. Within BigBlueButton there are several features: Public Chat & Shared Note 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
8. Within BigBlueButton there are several features: User Options  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
9. Within BigBlueButton there are several features: Whiteboard 
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1. You can type 
in comments, 
questions, etc. 
for the Public 
Chat for 
students to 
see. 
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2. There are several chat 
options, including:  
-Save 
-Copy 
-Clear 

There are several user options: 

• Clear all status icons (Students can mark themselves as Confused, Thumbs Up, 
Thumbs Down, etc.) 

• Mute all Users (Including the Presenter) 

• Mute All Users Except Presenter (Helpful when reviewing slides, wipeboard, etc.) 

• Save usernames  

• Lock Viewers.  

3 

3. The presente 
(teacher) and students 
can share a 
“document” to 
type/edit text.  



 
 
10.  Within BigBlueButton there are several features: Actions 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
11. 10.  Within BigBlueButton there are several features: Sharing Features 
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1. To access the whiteboard, click to 
Slide 2.  

2. Whiteboard toolbar.  
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Within Actions you can: 

• Start a Poll Question 

• Upload a presentation (PowerPoint Presentations) 

• Share an external video 
 



 

The presenter can also:  

• Mute their Mic 

• Leave Audio  

• Share Webcam 

• Share Your Screen 


