
Before we get started

Let us know if you can hear us 
when we do Audio checks

During the webinar

Following the webinar
Download Presentation Slides
at uoft.me/ctsi-videos

View Session Recording
at uoft.me/ctsi-videos
in 2 business days

Complete Feedback Survey
(link sent via email)

Welcome!
1

Type questions and comments 
into the Chat

Your microphone
will be muted until Q&A at the 
end of the session

Turn on live captions if you 
would like closed captioning 
(see screenshot for details)
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In this webinar:

3

1

2

3

Identify key course content that students 
need to succeed in a course

Utilize the OneDrive integration with 
Quercus to make course content available 
to students

Design course materials for accessibility, 
readability, and learnability

Navigate Quercus and Office 365 
support resources



The University of Toronto’s Academic Toolbox

Quercus
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Organize content Connect and 
communicate

Assess student work 
and provide feedback Teach from a distance

The Academic Toolbox helps you…
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Office 365
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Organize content Connect and 
communicate

Assess student work 
and provide feedback Teach from a distance

The Academic Toolbox helps you…
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Office 365

Quercus plus Office 365



Identifying key course 
content
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Quick poll

9Create a poll in a Microsoft Teams meeting

Any other types of 
materials? Please 
share in the chat!

https://support.microsoft.com/en-us/office/poll-attendees-during-a-teams-meeting-9923b7d4-ea97-4aa2-b8b8-b45fefe7d454


Managing cognitive load

Describe this 
picture in one 
or two words.

10Photo credits: Unsplash

https://unsplash.com/photos/6jA6eVsRJ6Q


Managing cognitive load

11Photo credits: Unsplash

https://unsplash.com/photos/H488ymQgIgM


Pick one (or more) of these words and add your 
brief definition to our shared document. 

● Navigability 
● Accessibility
● Learnability 
● Readability

Key concepts
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OneDrive
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● Store (up to 1 TB)
● Organize (files and folders)
● Share and collaborate (with 

individuals, teams)
● Manage versions

OneDrive (Office 365) at U of T

https://easi.its.utoronto.ca/shared-services/office365/onedrive/


● Avoid contributing to Quercus quota 
● Update files without reuploading*
● Utilize familiar interface of Office 365 apps
● Maintain OneDrive as your go-to file storage solution

*Communicate important file updates to students (via Announcements or Inbox)
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Organizing content

15

Share from OneDrive 
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Share content with 
selected students or TAs

Share OneDrive 
files and folders

https://support.microsoft.com/en-us/office/share-onedrive-files-and-folders-9fcc2f7d-de0c-4cec-93b0-a82024800c07
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Access shared content via 
OneDrive
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Share large files

Share OneDrive files and folders

https://support.microsoft.com/en-us/office/share-onedrive-files-and-folders-9fcc2f7d-de0c-4cec-93b0-a82024800c07


19OneNote Class Notebook

• Content Library 
• Collaboration Space
• Teacher Only
• Student Notebooks

Create OneNote Class Notebook

https://support.microsoft.com/en-us/office/getting-started-with-the-onenote-class-notebook-a-walkthrough-for-teachers-28666b8e-b0ae-48fe-b001-1874f5f6db58
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Add OneNote Class 
Notebook to Course Menu

Redirect Tool Find Class Notebook URL

https://q.utoronto.ca/courses/46670/pages/redirect-tool
https://support.microsoft.com/en-us/office/find-and-share-class-notebook-url-9435e77b-dc4c-432a-adee-95e07dae3683


Organizing content

21

OneDrive + Quercus 



Modules and Pages

22Modules and Pages in Quercus Webinar Recording: Organizing your Course Content

https://q.utoronto.ca/courses/46670/pages/modules-and-pages
https://uoft.me/ctsi-videos


Rich Content 
Editor

- “Word”-like editor in Quercus
- HTML Editor option for more 

complex customizations

23Rich Content Editor

- Pages, Announcements, 
Discussions, Assignments, 
Quizzes

https://q.utoronto.ca/courses/46670/pages/new-rich-content-editor


24Create link to Office 365 files

Add OneDrive file to Rich 
Content Editor

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-create-a-hyperlink-from-Microsoft-Office-365-in-the-New/ta-p/882


Modules
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Module as a container to hold content

Modules in Quercus

https://q.utoronto.ca/courses/46670/pages/modules-and-pages


Modules
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• Organize and sequence 
content (e.g., by week, topic, 
unit or chapter)

• Control when content is 
unlocked (released)

• Control how content is 
released (requirements and 
prerequisites)

Modules in Quercus

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-lock-a-module/ta-p/1124
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-add-requirements-to-a-module/ta-p/1131
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-add-prerequisites-to-a-module/ta-p/1123
https://q.utoronto.ca/courses/46670/pages/modules-and-pages


27Office 365 Integration

Add OneDrive file to 
Modules 

https://q.utoronto.ca/courses/46670/pages/integration-office-365-onedrive


28Office 365 Integration

Add OneDrive folder to 
Modules 

https://q.utoronto.ca/courses/46670/pages/integration-office-365-onedrive


29Office 365 Integration

Add OneDrive to Course 
Navigation Menu

https://q.utoronto.ca/courses/46670/pages/integration-office-365-onedrive


Design course materials
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- Accessibility
- Readability
- Learnability



Review the sample document 
and share your response in 
the chat: 

Identify the accessibility 
issues you find in the 
document.
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Activity: Creating accessible documents



32

Check accessibility of 
course materials
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Check accessibility of 
course materials

Accessibility checker in Quercus

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-use-the-Accessibility-Checker-in-the-Rich-Content/ta-p/820


How do learners read?

Learn more about reading patterns 34

https://99designs.ca/blog/tips/visual-hierarchy-landing-page-designs/


How do headers (headings) improve readability?
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How can I format and align content for readability?
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Colour, Size, BIU, CAPS, Alignment



Why is white space important for readability?
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Navigating Quercus and 
Office 365 support resources
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Summary of applications discussed
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Summary resource
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Office 365: 
Pedagogical 
Applications

https://q.utoronto.ca/courses/46670/pages/office-365


Webinars

Online/remote teaching 
webinars
Recordings and materials:
https://uoft.me/ctsi-videos
Other CTSI events:
https://teaching.utoronto.ca/events
Global calendar to support online/remote 
teaching: 
https://online-remote.teaching.utoronto.ca/

41

Office 365 for Teaching and 
Learning webinar series
Upcoming:
• Feb 18: Connecting and Communicating with 

Students Using Office 365 Tools
• Mar 16: Assessing Student Work and Providing 

Feedback Using Office 365 Tools
• Apr 7: Teaching from a Distance Using Office 365 

Tools: Webinars and Lecture Recordings

https://uoft.me/ctsi-videos
https://teaching.utoronto.ca/events
https://online-remote.teaching.utoronto.ca/
https://ctsi.eve.utoronto.ca/home/events/1109
https://ctsi.eve.utoronto.ca/home/events/1110
https://ctsi.eve.utoronto.ca/home/events/1111


Share in the chat
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1. One change I plan to implement in my 
course 

2. One feature or tool I’d like to learn more 
about



Office 365 licensing and support

https://easi.its.utoronto.ca/shared-services/office365/ 43

https://easi.its.utoronto.ca/shared-services/office365/


Quercus support resources

https://uoft.me/qresources 44

https://uoft.me/qresources


Student support resources
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• Technology Requirements for 
Remote Teaching and 
Learning

• Quercus Student Guide

https://www.viceprovoststudents.utoronto.ca/students/tech-requirements-online-learning/
https://q.utoronto.ca/courses/46670/pages/student-guide


Share accessibility features with students 
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Immersive Reader Translate Dictate

Subtitles (PowerPoint)

Live Captions (Teams meetings) 

Read Aloud

https://support.microsoft.com/en-us/office/use-immersive-reader-for-onenote-10712138-b4ed-4513-958d-d9a1b3038170
https://support.microsoft.com/en-us/office/translate-text-into-a-different-language-287380e4-a56c-48a1-9977-f2dca89ce93f
https://support.microsoft.com/en-us/office/dictate-in-microsoft-365-eab203e1-d030-43c1-84ef-999b0b9675fe
https://support.microsoft.com/en-us/office/present-with-real-time-automatic-captions-or-subtitles-in-powerpoint-68d20e49-aec3-456a-939d-34a79e8ddd5f
https://support.microsoft.com/en-us/office/use-live-captions-in-a-teams-meeting-4be2d304-f675-4b57-8347-cbd000a21260
https://support.microsoft.com/en-us/office/listen-to-your-word-documents-5a2de7f3-1ef4-4795-b24e-64fc2731b001


Planning guide: Teaching online/remotely

Planning guide for online/remote teaching 47

https://teaching.utoronto.ca/teaching-support/strategies/continuity-planning/online-remotely-pnt/


Divisional support

https://uoft.me/qsupportcontacts 48

https://uoft.me/qsupportcontacts


CTSI website: https://teaching.utoronto.ca
Upcoming events: https://teaching.utoronto.ca/events
Quercus Support Resources: https://uoft.me/qresources
Divisional Support: https://uoft.me/qsupportcontacts
CTSI webinar recordings: https://uoft.me/ctsi-videos
Questions: q.help@utoronto.ca
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https://teaching.utoronto.ca/
https://teaching.utoronto.ca/events
https://uoft.me/qresources
https://uoft.me/qsupportcontacts
https://uoft.me/ctsi-videos
mailto:q.help@utoronto.ca


Questions?
Thank you!

50


