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In this webinar:
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Explore Microsoft 365 tools that can 

support teaching and learning activities

Make use of accessibility features in 

Microsoft 365 to improve accessibility 

of learning materials

Navigate Quercus and Microsoft 365 
support resources



Microsoft 365
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Which Microsoft 365 tools have you used 
previously?
(Does not have to be in a teaching capacity.)

Quick poll

5Create a poll in a Microsoft Teams meeting

https://support.microsoft.com/en-us/office/create-a-poll-in-microsoft-teams-a3f9112c-01e1-4ee4-bd88-25e4e243b80b


The University of Toronto’s Academic Toolbox

Quercus



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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Organizing content
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Share content with 
selected students or TAs

Share OneDrive 
files and folders

Share content with selected students or Tas using OneDrive

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

Share OneDrive files and folders

Share large files using OneDrive

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


12Create link to Microsoft 365 files

Add OneDrive file to Rich 
Content Editor

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


13Microsoft 365 Integration

Add OneDrive file to 
Modules 

https://q.utoronto.ca/courses/46670/pages/integration-office-365-onedrive
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Check accessibility of 
course materials

Check accessibility of course materials



15OneNote Class Notebook

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

Create OneNote Class Notebook

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


Connecting and 

communicating with 
students
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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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Email students

Quercus plus Outlook: Email 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


Annotate collaboratively
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Annotate collaboratively



Create OneNote Class Notebook

19OneNote Class Notebook

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

Create class wiki using Collaboration 
Space in 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


Support team- and 
groupwork

20Microsoft 365 Integration: Collaborations 

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


Teams and Bookings: Hold online office hours

21Microsoft Bookings

Hold online office hours

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


Poll your students

Ask questions to get to 
know your students better

22Using Microsoft Forms as a Polling (Student Response) System

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


Assessing student work 

and providing feedback
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Poll students as an informal 
“knowledge check”

Using Microsoft Forms as a Polling (Student Response) System 24

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


Administer self-assessments 
and collect reflections

● Numerical assessments, aligned with evaluation criteria

● Open-ended, e.g.: 

○ One key strength of the work I’ve submitted… 

○ One thing I would improve in the work I’ve submitted…  

○ One thing I learned from completing this assignment…  
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Elicit anonymous feedback 
(mid-course evaluations)

● Start
● Stop
● Continue

Gathering formative feedback with mid-course evaluations

Feed forward: Address the 
feedback you’ve received
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https://teaching.utoronto.ca/teaching-support/gathering-formative-feedback/


Support content creation 
for assignment submission

PowerPoint (e.g., posters, presentation recordings)

Excel (e.g., charts, graphs, queries)

Word (e.g., papers, reports, reflections)
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Accept file upload 
submissions

Microsoft 365 Integration 28

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


How do I submit a cloud assignment with Microsoft 365?

Create cloud (template) assignments in Quercus

Create cloud 
(template) assignments

29Microsoft 365 Integration

https://community.canvaslms.com/t5/Student-Guide/How-do-I-submit-a-cloud-assignment-with-Microsoft-Office-365/ta-p/299
https://q.utoronto.ca/courses/46670/pages/integration-office-365-onedrive


Create Student Notebooks in OneNote Class Notebook

OneNote Class Notebook

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

Create Student Notebooks as 
Journal or e-Portfolio
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https://support.microsoft.com/en-us/office/getting-started-with-the-onenote-class-notebook-a-walkthrough-for-teachers-28666b8e-b0ae-48fe-b001-1874f5f6db58


Teaching from a distance
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Facilitate webinars

• Breakout groups
• Recordings
• Screensharing
• Whiteboard
• Transcripts, captions
• Chat
• Reactions
• Attendance
• Polling



Quercus plus Teams: Before: Schedule Teams meeting

33Teams Meetings integration

Schedule Teams 
meeting from Quercus

Schedule a meeting in Teams Schedule meeting in Outlook

https://q.utoronto.ca/courses/46670/pages/integration-microsoft-teams-meetings
https://support.microsoft.com/en-us/office/schedule-a-meeting-in-teams-943507a9-8583-4c58-b5d2-8ec8265e04e5
https://support.microsoft.com/en-us/office/schedule-a-teams-meeting-from-outlook-883cc15c-580f-441a-92ea-0992c00a9b0f


Recording video annotation on your Powerpoint slides

34Record slide show Record a presentation

Create lecture recordings

https://support.microsoft.com/en-us/office/record-a-slide-show-with-narration-and-slide-timings-0b9502c6-5f6c-40ae-b1e7-e47d8741161c
https://support.microsoft.com/en-us/office/record-a-presentation-2570dff5-f81c-40bc-b404-e04e95ffab33?ui=en-us&rs=en-us&ad=us


Recording video annotation on your Powerpoint slides

35Record slide show Record a presentation

Create lecture recordings

https://support.microsoft.com/en-us/office/record-a-slide-show-with-narration-and-slide-timings-0b9502c6-5f6c-40ae-b1e7-e47d8741161c
https://support.microsoft.com/en-us/office/record-a-presentation-2570dff5-f81c-40bc-b404-e04e95ffab33?ui=en-us&rs=en-us&ad=us


Stream: Record with MS Stream

36Record your screen

Record with MS Stream

https://docs.microsoft.com/en-us/stream/portal-create-screen-recording


37Add a form or quiz to a Stream video

Add interactivity to videos

https://docs.microsoft.com/en-us/stream/add-forms


38Add a form or quiz to a Stream video

Add interactivity to videos

https://docs.microsoft.com/en-us/stream/add-forms


Stream: Generate and edit captions for any video

39Generate automatic captions and a transcript Edit transcript

Generate and edit 
captions for any video

https://docs.microsoft.com/en-us/stream/portal-autogenerate-captions
https://docs.microsoft.com/en-us/stream/portal-edit-transcripts
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Host (embed) your 
video on Quercus

Embed content in Rich Content EditorEmbed content from Stream

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-use-the-HTML-view-in-the-Rich-Content-Editor-as-an/ta-p/876
https://docs.microsoft.com/en-us/stream/portal-embed-video


Supporting student 

learning
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Share features that support learning

42Insert file printouts

https://support.microsoft.com/en-us/office/insert-or-attach-files-to-notes-f11eac68-144d-48bd-946f-c42d9104b17e


Share features that support learning

43Insert file printouts

https://support.microsoft.com/en-us/office/insert-or-attach-files-to-notes-f11eac68-144d-48bd-946f-c42d9104b17e


Share accessibility features with students 

44

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


Share in the chat
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1. What’s one tip you learned that you plan to implement in 
your upcoming course?

2. What’s one tool, tip, or strategy that you’d like to learn 
more about?  



Navigating Quercus and 

Microsoft 365 support 
resources
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Summary resource
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Microsoft 365: 
Pedagogical 
Applications

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


Webinars

CTSI webinars

Recordings and materials:
https://uoft.me/ctsi-
videos

Other CTSI events:
https://teaching.utoronto.
ca/events
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Microsoft 365 for Teaching & Learning

• Organizing your Course Content using 
Microsoft 365 Tools (Sept.)

• Connecting and Communicating with 
Students using Microsoft 365 Tools (Oct.)

• Assessing Student Work and Providing 
Feedback using Microsoft 365 Tools (Nov.)

• Teaching from a Distance using Microsoft 
365 Tools (Dec.)

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


Microsoft 365 licensing and support

https://easi.its.utoronto.ca/shared-services/office365/ 49

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


Quercus support resources

https://uoft.me/qresources 50

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


Planning guide: Teaching online/remotely

https://teaching.utoronto.ca/teaching-support/strategies/continuity-planning/online-remotely-pnt/ 52

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


Divisional support

https://uoft.me/qsupportcontacts 53

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?
Go to uoft.me/connectandlearn for more 

information and to subscribe to the newsletter.


