
Welcome!
This Teams Live Event will begin in a few minutes.
Need help?
-use the gear icon to check your device’s audio settings
-use the information icon to email, call or chat with an IST help desk representative
Q&A
-to open/close Q&A panel, click/tap the question mark bubble icon at the top right of your screen
-type questions in the Q&A panel; moderators will review questions & publish them to the group
-click the “anonymous” check box if you’d like to ask anonymously
-some questions will be answered directly by a moderator in the chat window
-some questions will be read aloud for a verbal response
-the Q&A transcript will be shared with the event recording
-like questions you’d like the answer to; this will help moderators to prioritize them
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Format & Agenda

• Welcome and Introduction by Ajoy Opal, Associate Dean Teaching
• Presentation by Umair Shah, Management Sciences

• Part 1: Tips for Online Course Development
• Q&A Period

• Part 2: Tools for Online Teaching
• Q&A Period

• Part 3: Academic Integrity 
• Q&A Period

• Closing by Ajoy Opal, Associate Dean Teaching
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Part 1: Tips for Online Course Development
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Tips for Instructors
• Time is a serious factor…but, offering a good quality online course is absolutely 

possible.
• Pick a tool (e.g. Bongo, PowerPoint, WebEx, Teams, Camtasia etc.) and then stick 

with it…use Learn tools to keep things simple (and effective).
• How to begin: 

• start with the course syllabus 
• move onto the policies 
• then add each week’s modules 
• think of using some third party resources (YouTube videos, Ted talks, Stanford U videos and 

other freely available stuff). Be mindful of the copy rights issues.
• Think long term…If possible, don’t use time specific information in your recorded 

videos…(you may want to use them in the future).
• What we did at ManSci – S2020 faculty members subscribed to Piazza – plenty of 

useful resources shared by Ken McKay.
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Course Templates in LEARN
The Remote Learning group has built a set of templates for LEARN courses. These templates are 
available (alongside resources & tips for their effective use) in a LEARN course called Templates 
for Remote Teaching. 

To access the templates, log in to LEARN, select "Self Registration,"  scroll down or CTRL+F to 
"Templates for Remote Teaching" and click on the course title link and register in the course. Note 
that this is an *Ongoing course, so it won't appear under a specific term the next time you log in to 
LEARN.

Once enrolled, you can download the templates, edit them in Word, and re-upload them to your own 
LEARN course OR you can import directly to your LEARN course and manipulate the HTML there as 
desired.

Templates have been recently updated for Fall 2020.
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Q&A Period
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Part 2: Tools for Online Teaching
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Tools for Online Teaching Documentation
https://uwaterloo.ca/management-sciences/sites/ca.management-sciences/files/uploads/files/tools_for_online_teaching.pdf
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Bongo

• Video conferencing tool in LEARN (Synchronous)
• Available for each course, keeps meetings for each course separate
• Allows invitation of external participants not registered in course
• Ability to record meeting within Bongo (no external technology required)
• Recorded meetings can be published online (creates URL to provide 

participants) and can be downloaded by instructor (Asynchronous)
• Screen sharing, chat feature, polls
• Breakout rooms function that allows the host to create separate spaces for 

grouped individuals
• Whiteboard feature + annotation of presentation slides
• Limit of 150 participants, 240 minutes (4 hrs) per meeting
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Using Polls in Bongo Tutorial 
Documentation

Corresponding Video Tutorial
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MS Teams
• Online collaborative software provided to all University staff and students 

(Synchronous)
• Application available for free download, users can login using uWaterloo

email credentials
• Complete integration with Microsoft Office Suite, will automatically interface 

with Outlook
• Ability to create teams and channels within those team that allow for instant 

messaging, video conferencing and file sharing
• Users can schedule meetings and invite faculty/students to join the meeting 

at the set time (Eg. synchronous lecture)
• Live conferencing allows for attendees to ask question through chat
• Share desktop feature, whiteboard feature available during live meetings
• Limit of 250 participants
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Using the Whiteboard Feature in 
MS Teams Tutorial Documentation

Corresponding Video Tutorial
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Webex

• Synchronous meeting software provided by the University at 
uwaterloo.webex.com

• Meet with up to 1000 participants at once
• Integrated with Office 365 for scheduling via Outlook
• Share content and annotate on screen to enrich presentations
• Record meeting audio, video, and chats for asynchronous needs
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Record a Webex Meeting Corresponding Video Tutorial
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PowerPoint 

• Asynchronous software provided to all staff and students through 
Office 365

• Create visual notes that can be viewed in presentation format
• Annotate notes, add voice recordings, and add video
• Upload notes and presentation to Learn as a PowerPoint or export 

presentation as Mp4
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Recording Lectures using
Microsoft  PowerPoint
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Go to Slide Show > Record Slide Show > Record from 
Beginning

1
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Select RECORD button to start  recording.2
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You can now start narration. 

You can also use 
annotat ion tools as 
required.

Make sure to adjust  Microphone and Camera set t ings as required.
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If anything goes wrong, 
use the CLEARoption.
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How to Conduct Tutorials – Tips for TAs
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Some General Online Teaching Tips

• Ask your TAs to watch for inactive students in Wk3 and send personal email "we notice 
you are inactive, can we help?”

• Syllabus Quiz: no marks; must score 100% to unlock other quizzes

• Discussion Forums: Try to monitor them daily, TAs can also be asked to monitor daily 
(e-tone)

• Quizzes: Provide a window of at least 24 hours to administer quizzes. Life happens. 
Consider developing an optional quiz to substitute score for lower or missing 
assignment.

• Projects: Dropbox (use Turnitin®) 

• Final Exam (can’t say much here…but, generally, it shouldn’t be heavily weighted)
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Some General Online Teaching Tips

• Gaming the Course System
• PDF search in open book Qs
• Teamed quiz-taking
• Take care that non-uWaterloo emails are actually from enrolled students – don’t share 

personal info to ‘unofficial’ email addresses
• Many other methods … remain attentive to very small % of cheaters

• Online Purchase of Past Student Course Notes/Assignments
• Alas, available from student-run sites

• Lockout of Students to D2L
• Rare instances of technical failure of D2L or campus power – contingency planning
• As with verified medical reasons, verified technical failures can be accommodated with 

Wk13 retake
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Some General Online Teaching Tips

• Other matters ...
• Foster learning; Maintain level playing field; Preserve academic integrity 
• Expect the unexpected – many, not all, things are anticipated
• General discussion where students can talk amongst themselves
• Check all the links
• Schedule weekly meetings with your TAs to keep all on track

51



Q&A Period
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Part 3: Academic Integrity
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Academic Integrity

• With in-person courses now fully online, students feel more enabled 
to collaborate, use external resources and violate academic integrity 
policy

• Cheating cannot be fully eliminated, but there are tools and tips to 
regulate it
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Academic Integrity - Tools

• LEARN Question Pool
• Create a question pool using the LEARN Quiz feature
• Make different versions of the same question
• LEARN will randomly assign a question from the question pool to each 

student

• Randomize Answer Order
● Option to randomize answers for each student using the LEARN Quiz 

feature
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Academic Integrity - Tips

• Include a Policy 71 reminder before each assessment

• Create unique, high-order questions that require critical thinking

• Do not reuse exact questions from past quizzes, midterms, finals or other 
assessments
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Academic Integrity - Tips

• Set an appropriate time to complete the assessment

• Delay grade availability of the assessment

• Have protection of assessment questions when reviewing them with student
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Q&A Period
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Thank you!
Presenter
• Umair Shah, Management Sciences
Q&A Moderators
• Richard Li, Faculty Liaison with CTE
• Stephen Tosh, Learning Technologies Analyst with CEL
Producer
• Yufei Du, Client Support Specialist with IST
Questions? Ask the Engineering Teaching Office:
• Ajoy Opal: aopal@uwaterloo.ca
• Kathy Becker: kabecker@uwaterloo.ca

Watch for the Q&A transcript and event recording within the next couple of weeks.
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