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Learning outcomes

• Communicate with students using Microsoft 365 tools

• Build social presence in your course using Microsoft 365 tools

• Examine tools and strategies to facilitate collaboration among 
students

• Navigate Quercus and Microsoft Office 365 support resources
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The University of Toronto’s Academic Toolbox
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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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Microsoft 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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Microsoft 365
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Summary of applications to be discussed



Exploring key concepts

What are the characteristics of effective…

• Communication?

• Social presence?

• Collaboration? 
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Communicating to and with 

students
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Unit 1: Communicating to 

and with students



Review: Connecting to and 
with students
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Unit 1: Communicating to 

and with students

Announcements Conversations/Inbox

https://community.canvaslms.com/docs/DOC-10214-415276768
https://community.canvaslms.com/docs/DOC-12721-4152719681


Email students

1. Download student emails using the UT Advanced Group tool or 
New Analytics tool

2. Send email using UTMail+ (Outlook)

*Use BCC if contacting more than 1 student
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Unit 1: Communicating to 

and with students

https://q.utoronto.ca/courses/46670/pages/download-list-of-student-emails
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-view-and-download-reports-in-New-Analytics/ta-p/409936
https://onesearch.library.utoronto.ca/ic-faq-categories/faculty-librarians-and-staff-email


Email students: Tips and tricks
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and with students



Hold (online) office hours
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Unit 1: Communicating to 

and with students

Microsoft Bookings

https://uthrprod.service-now.com/sp?id=kb_article&sys_id=d17fe0e4db2cd0905030735a8c9619d9&table=kb_knowledge


Hold (online) office hours
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Unit 1: Communicating to 

and with students

Microsoft Bookings

https://uthrprod.service-now.com/sp?id=kb_article&sys_id=d17fe0e4db2cd0905030735a8c9619d9&table=kb_knowledge


Connecting with students: 

Building social presence
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Review: Building social 
presence
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Review webinar 

recording: Connecting and 

Interacting with your Students Online

Online discussions: Quercus discussion board

https://q.utoronto.ca/courses/46670/pages/quercus-videos-and-workshop-recordings
https://q.utoronto.ca/courses/46670/pages/build-your-course


Build social presence

How instructors and learners see each other as “real people” in the 
online environment and identify with the community.

• combats feelings of isolation

• gives learners a feeling of community

Lehman, R. & Conceicao, S. (2010) and Garrison, D. R. (2009)
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Build social presence

Interactivity: 

• student-student

• instructor-student

Impacts:

• student satisfaction

• persistence

Croxton, R. A. (2014)
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Poll to get to know your students
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Create a survey or poll in Forms 

as a way to know more about 
and identify with your students.

- Prior knowledge

- Goals

- Expectations

- Technology needs

- Accessibility 

Using Microsoft Forms as a Polling (Student Response) System

https://q.utoronto.ca/courses/46670/files/10038631/download?wrap=1


Create a course tour video
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Create a video that takes 
your students on a tour 
of your course in the 
online environment.

https://www.youtube.com/watch?v=Re-3bPMVVcA


Annotate collaboratively

• Annotation encourages active reading and critique. It helps slow 
readers down, deepen engagement and aid in comprehension and 
analysis.

• When done with others, students can create what feels like a social 
network for close reading.

Dean, J. & Schulten, K. (2015)
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Annotate collaboratively
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Demo: Annotate collaboratively
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A Teaching Fantasy by Margaret Hatcher

https://utoronto-my.sharepoint.com/:w:/g/personal/justin_fletcher_utoronto_ca/ESKTgaNPZrtBo7Wht3RiFLEBDQocf0LTeePqMwInhrtW7Q?e=KyStvY


Facilitate multimedia conversations

Flipgrid documentation

25Unit 2: Building social presence

https://education.microsoft.com/en-us/resource/13cb22b1


Facilitate multimedia conversations

Flipgrid documentation
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https://education.microsoft.com/en-us/resource/13cb22b1


Sustain presence with students

Providing check ins helps guide the students to where they should be in 
the course at that point.

Example:

• Monday is “What’s happening this week”

• Thursday is a check in of what happened/where students should be
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Check-in with students

Ideas to consider:

• Live Q & A sessions (keep the questions focused and specific) using 
MS Teams

• Clearest and muddiest points using MS Forms
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Hold Q & A session

1. Share Microsoft Form in 
advance to elicit 
questions

2. Provide Teams meeting 
invitation
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https://forms.office.com/Pages/ResponsePage.aspx?id=JsKqeAMvTUuQN7RtVsVSENzSAx-ZpatOnG__XZO3GmlUNTVZMkFLUTBJNjg5UFEyTlRUT0NUUDNCMy4u


Facilitating collaboration among 

students

30Unit 3: Facilitating collaboration



Review: Facilitating collaboration 
among students

31Unit 3: Facilitating collaboration

Create GroupsCreate Wiki using Pages

https://q.utoronto.ca/courses/46670/pages/groups
https://q.utoronto.ca/courses/46670/pages/create-a-course-page-as-a-wiki


Share in the chat

What is the main challenge you have faced when implementing and 
supporting team- and groupwork in your course(s)?
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Promote successful group- and teamwork

• Establish roles within teams/groups (e.g., scribe, editor)

• Provide space to begin team/group collaboration

• Scaffold larger teamwork assignments

• Consider peer review and self-assessment of contribution to 
team/groupwork

• Create space for reflection on students’ experiences

Weimer, M. (2014)
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Support group- and 
teamwork

34Unit 3: Facilitating collaboration

Microsoft 365 Integration: Collaborations 

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


Create class wiki: Collaboration space in 
OneNote Class Notebook
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OneNote Class Notebook

• Content Library 

• Collaboration Space

• Teacher Only

• Student Notebooks

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


Create group wiki: Collaboration space in 
OneNote Class Notebook
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Create group spaces

https://support.microsoft.com/en-us/office/give-student-groups-separate-permissions-in-the-collaboration-space-a87b4fd0-72e2-486f-a978-cdbb78822b30?ui=en-us&rs=en-us&ad=us


Establish norms and expectations

• Community agreement for how learners and the instructional team 
will work together during the course

• Norms for contributing to wikis and collaborative documents (e.g., 
netiquette) 

• Guidelines for successful group- and teamwork

37Unit 3: Facilitating collaboration

https://tatp.utoronto.ca/teaching-toolkit/effective-strategies/community-agreements/
http://udel.edu/~mathieu/wiki/resources/2008-5-23_Wikis_in_Higher_Education_UD.pdf


Share on the whiteboard

1. One change I plan to implement in my course 

2. One feature or tool I’d like to learn more about
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Collaborate on a virtual whiteboard
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Microsoft Whiteboard Help

Whiteboard in Teams

https://support.microsoft.com/en-us/office/microsoft-whiteboard-help-d236aef8-fcdf-4b5e-b5d7-7f157461e920
https://support.microsoft.com/en-us/office/use-whiteboard-in-microsoft-teams-7a6e7218-e9dc-4ccc-89aa-b1a0bb9c31ee?ui=en-US&rs=en-US&ad=US


Navigating Quercus and Microsoft 

365 support resources

Conclusion 40



Conclusion 41

Summary of applications discussed today



Conclusion

Microsoft 365: 

Pedagogical 

Applications
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Summary resource

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


Conclusion

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/

Microsoft 365 for Teaching 

and Learning webinar series

• Introduction: Microsoft 365 Tools for Teaching 

and Learning

• Organizing your Course Content using M365 Tools

• Connecting and Communicating with Students 

using M365 Tools

• Assessing Student Work and Providing Feedback 

Using M365 Tools 

• Teaching from a Distance Using M365 Tools: 

Webinars and Lecture Recordings
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Webinars

https://uoft.me/ctsi-videos
https://teaching.utoronto.ca/events
https://online-remote.teaching.utoronto.ca/


Conclusion

https://easi.its.utoronto.ca/shared-services/office365/
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Office 365 licensing and support

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


Conclusion

https://uoft.me/qresources
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Quercus support resources

https://uoft.me/qresources


Conclusion

• Technology Requirements for 

Remote Teaching and 

Learning

• Quercus Student Guide
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Student support resources

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


Conclusion

Immersive Reader Translate Dictate

Subtitles (PowerPoint)

Live Captions (Teams meetings) 

Read Aloud
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Share accessibility features with students

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


Conclusion

Planning guide for online/remote teaching
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Planning guide: online/remote teaching

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


Conclusion

https://uoft.me/qsupportcontacts
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Divisional support

https://uoft.me/qsupportcontacts


Support

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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Questions?

Thank you!
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