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SESSION AGENDA

import and edit 
a Quercus course 
template

1
review Quercus tools 
that support effective 
course organization 
and content structure

2
explore 
supplementary tools 
to help students 
navigate your course 
more easily

3
introduce a course 
set-up checklist to 
help get you started 
with your course 
organization
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http://ito-engineering.screenstepslive.com/s/ito_fase/m/96342/l/1252135-consider-a-quercus-course-template
http://ito-engineering.screenstepslive.com/s/ito_fase/m/96342/l/1293767-quercus-course-quick-set-up-list-for-instructors
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ANSWER IN CHAT

 What has been your best experience with a Quercus 
course (or other online course), either as an 
instructor or participant? 

 How much impact did structure and navigation have 
on your enjoyment of the course?



BIG PICTURE
TERMINOLOGY: STRUCTURE AND NAVIGATION

EFFECTIVE COURSE STRUCTURE AND NAVIGATION SUPPORTS STUDENT LEARNING
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TERMINOLOGY: STRUCTURE AND NAVIGATION

STRUCTURE NAVIGATION
layout of individual components 
of the course (pages, modules) pathways to the content  
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EFFECTIVE COURSE STRUCTURE AND NAVIGATION SUPPORTS 
STUDENT LEARNING

executive function
• Organization & Planning
• Problem-solving
• Self-management

cognitive load
• Ease of access to course content and activities
• Clear links between concepts and ideas 



START WITH A TEMPLATE
BENEFITS OF USING A TEMPLATE

DEMO: IMPORTING AN EXISTING COURSE TEMPLATE
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BENEFITS OF USING A TEMPLATE

EXPEDITE COURSE 
CREATION

SIMPLIFY COURSE 
ORGANIZATION

CREATE CONSISTENCY 
FOR LEARNERS
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WHAT DO YOU WANT YOUR COURSE TO LOOK LIKE?

 even before choosing a template, grab a paper 
and pencil or some sticky notes and sketch out 
your course
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TEMPLATE DEMO

FIND COURSE 
TEMPLATE(S)

DOWNLOAD 
TEMPLATE FILE

IMPORT TEMPLATE FILE 
TO NEW COURSE
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TEMPLATE DEMO

FIND COURSE 
TEMPLATE(S)

DOWNLOAD 
TEMPLATE FILE

IMPORT TEMPLATE FILE 
TO NEW COURSE
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TEMPLATE DEMO

https://q.utoronto.ca/courses/159368https://q.utoronto.ca/courses/81302 https://q.utoronto.ca/courses/170555

https://q.utoronto.ca/courses/159368
https://q.utoronto.ca/courses/81302
https://q.utoronto.ca/courses/170555
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TEMPLATE DEMO

https://q.utoronto.ca/courses/81302 https://q.utoronto.ca/courses/159368https://q.utoronto.ca/courses/170555

https://q.utoronto.ca/courses/81302
https://q.utoronto.ca/courses/159368
https://q.utoronto.ca/courses/170555
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TEMPLATE DEMO

FIND COURSE 
TEMPLATE(S)

DOWNLOAD 
TEMPLATE FILE

IMPORT TEMPLATE FILE 
TO NEW COURSE

example-remote-slash-online-course-template-u-of-t-export.imscc
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TEMPLATE DEMO

FIND COURSE 
TEMPLATE(S)

DOWNLOAD 
TEMPLATE FILE

IMPORT TEMPLATE FILE 
TO NEW COURSE
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IMPORT TEMPLATE FILE TO NEW COURSE: STEPS

1. In Quercus, navigate to the course where you want to apply the template.

2. In your Quercus course, in the course navigation (on the left side of the page) select Settings.

3. On the Settings page, on the right side of the page, select Import Course Content.

4. In the Content Type dropdown, choose Canvas Course Export Package.

5. Next to Source, click Choose File and use the file browser to find “example-remote-slash-online-
course-template-u-of-t-export” that you downloaded in the first step.

6. Next to Content, select All content or specify specific content.

7. Click Import. You will see a progress bar appear at the bottom of the page, letting you know how 
the import is progressing and when it’s complete.

8. To view the template, click the Home tab of your course.



QUERCUS TOOLS FOR EFFECTIVE ORGANIZATION 
AND STRUCTURE
COURSE NAVIGATION MENU, MODULES, AND PAGES
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TOOLS FOR EFFECTIVE ORGANIZATION AND STRUCTURE

COURSE NAVIGATION 
MENU

MODULES PAGES
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TOOLS FOR EFFECTIVE ORGANIZATION AND STRUCTURE

COURSE NAVIGATION 
MENU

MODULES PAGES
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COURSE NAVIGATION MENU

necessary 
itemsenable

unused or 
unnecessary 

items
disable

items to 
determine 

what 
students see 

first

reorder



COURSE 
NAVIGATION 
MENU

21

enable

Modules

Grades

Announcements

Integrated tools

disable

Files

People

Pages

Assignments

Quizzes

Discussions

 Simple 
navigation
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TOOLS FOR EFFECTIVE ORGANIZATION AND STRUCTURE

COURSE NAVIGATION 
MENU

MODULES PAGES
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MODULES

• discrete units
• build on each 

other
structure

• Prerequisites
• Requirements
• timed release

sequencing
• content 

organization
• time/effort

user 
experience

https://community.canvaslms.com/docs/DOC-13092-415241433
https://community.canvaslms.com/docs/DOC-13134-415261967


MODULES
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 structure text headers

end-of-module page



MODULES
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 sequencing
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TOOLS FOR EFFECTIVE ORGANIZATION AND STRUCTURE

COURSE NAVIGATION 
MENU

MODULES PAGES
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PAGES

limit to small 
chunks of 

information
chunking

add to 
modules/other 

areas
linking

use as lecture 
notes, with 
embedded 

media

consistency



PAGES
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 lecture notes 
example

Use Duplicate option to create template pages

https://community.canvaslms.com/docs/DOC-11776-4152768841


PAGES
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 tip box 
example

Add a tip section to a content page for additional guidance



PAGES
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 Home 
Page 
examples

View more Home Pages in Example Courses

https://q.utoronto.ca/courses/46670/pages/example-courses


SUPPLEMENTAL TOOLS
CALENDAR, ANNOUNCEMENTS, INBOX/CONVERSATIONS

31
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SUPPLEMENTAL TOOLS

CALENDAR ANNOUNCEMENTS INBOX
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SUPPLEMENTAL TOOLS

CALENDAR ANNOUNCEMENTS INBOX



CALENDAR
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 Use Event option for non-
graded course activities 

https://community.canvaslms.com/docs/DOC-12797-415241296


CALENDAR
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 Add Due Dates to 
Assignments so that 
they show up on 
students’ calendar

https://community.canvaslms.com/docs/DOC-10113-415241285


CALENDAR
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 Use the Appointment 
Group option to 
schedule and have 
students sign up for 
office hours or 
consultations

https://community.canvaslms.com/docs/DOC-12920-4152716604
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SUPPLEMENTAL TOOLS

CALENDAR ANNOUNCEMENTS INBOX



ANNOUNCEMENTS
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 use announcements to 
share information and 
check-in with the entire 
class
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SUPPLEMENTAL TOOLS

CALENDAR ANNOUNCEMENTS INBOX



INBOX
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 use inbox to 
‘nudge’ specific 
students

 from Global
Navigation
menu

Cohen, 2018



INBOX
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 use inbox to 
‘nudge’ specific 
students

 from 
Gradebook 
assignment 
column



INBOX
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 use inbox to 
‘nudge’ specific 
students

 from New 
Analytics

https://q.utoronto.ca/courses/46670/pages/new-analytics


COURSE SET-UP CHECKLIST
SIMPLE 10-STEP CHECKLIST

COMPREHENSIVE CHECKLIST

43



10-STEP 
CHECKLIST
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QUERCUS COURSE 
SET-UP IN 10 STEPS

Access Quercus

Customize your Course list

Import content or course template into 
your course

Organize Course Content with Modules

Create a Home Page

Customize Course Navigation

Set up Assignments and Gradebook

Add Course Staff

Publish Your Course

Send Your Students a Welcome 
Announcement

http://ito-engineering.screenstepslive.com/s/ito_fase/m/96342/l/1293767-quercus-course-quick-set-up-list-for-instructors


COMPREHENSIVE 
CHECKLIST
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Remote/Online Course 
Design Checklist

Leverage your support contacts

Build a "How this course works" module

Articulate your expectations for 
interaction

Consider your course design and layout

Design and share your content and 
activities

Align your assessment and feedback 
strategy with your learning outcomes

http://ito-engineering.screenstepslive.com/s/ito_fase/m/96342/l/1291645-run-through-the-remote-online-course-design-checklist-before-publishing-your-course
http://ito-engineering.screenstepslive.com/s/ito_fase/m/96342/l/1291645-run-through-the-remote-online-course-design-checklist-before-publishing-your-course#leverage-your-support-contacts
http://ito-engineering.screenstepslive.com/s/ito_fase/m/96342/l/1291645-run-through-the-remote-online-course-design-checklist-before-publishing-your-course#include-a-how-this-course-works-module
http://ito-engineering.screenstepslive.com/s/ito_fase/m/96342/l/1291645-run-through-the-remote-online-course-design-checklist-before-publishing-your-course#interaction
http://ito-engineering.screenstepslive.com/s/ito_fase/m/96342/l/1291645-run-through-the-remote-online-course-design-checklist-before-publishing-your-course#design-and-layout
http://ito-engineering.screenstepslive.com/s/ito_fase/m/96342/l/1291645-run-through-the-remote-online-course-design-checklist-before-publishing-your-course#content-and-activites
http://ito-engineering.screenstepslive.com/s/ito_fase/m/96342/l/1291645-run-through-the-remote-online-course-design-checklist-before-publishing-your-course#assessment-and-feedback
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ANSWER IN CHAT

 What is one course structure and navigation 
tool and/or tip from today’s session that you 
plan to use? 
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QUESTIONS?

Use the “raise hand” function if you’d 
like to ask a question and unmute 
your mic when ready to speak.

 If you prefer, you can also drop your 
question in the chat for our 
moderators.



AFTER THIS WEBINAR

RecordingSlides Feedback Survey 
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SUPPORT RESOURCES

49
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RESOURCES

 Quercus Support Resources: 

 Example Courses

 Modules and Pages

 New Analytics

 CTSI Past webinar recordings and notes

 Planning and Preparing Your Online Course

 Organizing your Course Content

 Canvas Instructor Guides

 How do I add prerequisites to a module? 

 How do I add requirements to a module?

 How to add Due Dates to Assignments

 How to use the Assignment Group Option

 FASE ETO: 

 Consider a Quercus course template

 How do I import a course template?

 Quercus Course Quick Set-Up List for Instructors

 Run through the Remote/Online Course Design 
Checklist before publishing your course

https://q.utoronto.ca/courses/46670/pages/example-courses
https://q.utoronto.ca/courses/46670/pages/modules-and-pages
https://q.utoronto.ca/courses/46670/pages/new-analytics
https://q.utoronto.ca/courses/46670/pages/quercus-videos-and-workshop-recordings#remotewebinars
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-add-prerequisites-to-a-module/ta-p/1123
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-add-requirements-to-a-module/ta-p/1131
https://community.canvaslms.com/docs/DOC-10113-415241285
https://community.canvaslms.com/docs/DOC-12920-4152716604
http://ito-engineering.screenstepslive.com/s/ito_fase/m/96342/l/1252135-consider-a-quercus-course-template
http://ito-engineering.screenstepslive.com/s/ito_fase/m/quercus/l/1252431-how-do-i-import-a-course-template
http://ito-engineering.screenstepslive.com/s/ito_fase/m/96342/l/1293767-quercus-course-quick-set-up-list-for-instructors
http://ito-engineering.screenstepslive.com/s/ito_fase/m/96342/l/1291645-run-through-the-remote-online-course-design-checklist-before-publishing-your-course
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REFERENCES AND FURTHER READING

 Mayer, R. E., & Moreno, R. (2003). Nine Ways to 
Reduce Cognitive Load in Multimedia 
Learning. Educational Psychologist, 38(1), 43–52. 
https://doi.org/10.1207/S15326985EP3801_6

 Darby, F., & Lang, J. M. (2019). Small teaching online: 
Applying learning science in online classes. ProQuest 
Ebook Central https://ebookcentral-proquest-
com.myaccess.library.utoronto.ca

 Cohen, Z (2018, July 17). Small changes, large 
rewards: How individualized emails increase 
classroom performance. The evoLLLution. Retrieved 
from: https://evolllution.com/attracting-
students/retention/small-changes-large-rewards-
how-individualized-emails-increase-classroom-
performance/

https://doi.org/10.1207/S15326985EP3801_6
https://ebookcentral-proquest-com.myaccess.library.utoronto.ca/
https://evolllution.com/attracting-students/retention/small-changes-large-rewards-how-individualized-emails-increase-classroom-performance/
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THANK YOU!

FASE.EDTECH@UTORONTO.CA

EDTECH.ENGINEERING.UTORONTO.CA

TECHNICAL HELP GUIDES

SCHEDULE  A CONSULTATION

mailto:fase.edtech@utoronto.ca
https://edtech.engineering.utoronto.ca/
http://ito-engineering.screenstepslive.com/s/ito_fase/
https://edtech.engineering.utoronto.ca/content/schedule-edtech-consultation
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