TECHNOLOGY
TIPS AND TRICKS
Catholic Virtual Learning Resource
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PRAYER FOR DISCERNMENT IN USE OF TECHNOLOGY
Heavenly Father,
You have given us the skills and ability to create technology. We have used it often to
spread the Good News of salvation and God’s plan for those who believe. Please help us
continue to evangelize in this way, using the gifts you have given us for good, not for evil.
Some have fallen prey to the temptations that are available on technology and have
squandered the precious gift of time on mindless entertainment and valueless escapism.
We can easily become slaves to technology, forgetting the incredible gift of being present to
you and to one another.
Through technology, we have an easily accessible way to communicate with one another.
Let us continue to witness, not only with our words, but the work we do in your name. May
we always embrace our responsibility in this life - to serve you and those we come into
contact with each day - as we seek a balance in our use of technology.
May we use technology and our time wisely as a means to communicate your message
of love to the world.
Amen.
– National Council of Catholic Women
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“Be who God meant you to be and you will set the world on fire.”
— St. Catherine of Sienna

A SHARED WORLDVIEW
As teachers in Catholic schools, we share a unique worldview grounded in service and community.
Through our professional practice, guiding students with our hearts and minds, the broader community,
both present and future, also benefits. The learners we empower will eventually contribute to society
through their own endeavours, continuing a pattern of flourishing and love.

A SHARED COMMITMENT
Regardless of the specific role we have in education at any given time, we are all educational leaders.
Educating youth unites responsibility with service, a transformative element of our vocation. In fact,
teaching is a profession that fosters all others, motivating students to apply learning meaningfully as
life-long, engaged and contributing citizens.
Grounded in Gospel values, Catholic education nurtures an inclusive learning culture of high expectations
for all learners across all learning environments. Diversity is championed as a strength, so that students
with different backgrounds and experiences are collectively inspired to achieve to their unique potential
and promote the common good. Created in God’s image, all learners matter.

“Indeed, it is not enough to use the means
of communication to spread the Christian
message and the Magisterium of the Church;
it is necessary to integrate the message
itself into the new culture created by
modern communication.”
(Pope Francis)
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Jesus, sometimes you told stories, other times you performed miracles.
Sometimes you spoke for long stretches, other times you said very little.
Sometimes you used images and metaphors, other times you spoke quite
directly. You seemed to know what was right for the appropriate people at
the appropriate time. Help me to choose the best way to bring your word
to life for those I teach so that glory may be given to your name. Amen.
— Joe Paprocki (The Catechist’s Toolbox)

SETTING UP TEAM WORKSPACE AND CHAT
Once the writer/reviewer/Catholic Content specialist/final reviewer spreadsheet has been shared:
•

Create a Google workspace for each course team.

•

Add team member’s google addresses to course workspaces (some Board’s email addresses do
not work and a personal google address is needed).

•

Email your Team(s) to let them know that you have set up the space and so they can contact you if
they are having difficulty joining the workspace.

•

Upload the shared Log sheet to the workspace.

SETTING UP THE COURSES
•

Add writers and reviewers in a writer/reviewer role (editing rights).

•

Add Catholic Content Specialists in Catholic Content Specialist role (view only rights).

•

Make all units visible so that Catholic Content Specialists will be able to see the pages.

•

Add Prayer callouts at the beginning of each unit/module (see Appendix 1).

PROVIDING TECH SUPPORT DURING THE WRITING PROCESS
1. Adding OCSGE Callouts:
a) Use course admin to copy the Ontario Catholic School Graduate Expectations (OCSGE) page from
the CVO Sandbox ‘Tips and Tricks’ for writers page (and associated files).
b) Open the OCSGE callout page in your own course.
c) Edit the page.
d) Copy the callout you want to use.
e) Paste the callout into the page you want the OCSGE to appear.
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“A good school provides a rounded education for the whole person.
And a good Catholic school, over and above this, should help all its
students to become saints.” — Pope Benedict 16th, Address to
Teachers and Religious, 2010

2. Adding Content: Generally, you will add::
a. Callouts (Appendix 2a)
b. Content – e.g., section paragraphs, etc. (see Appendix 2b)
c. Images:
•

Ensure information for alt tags are entered

•

Ensure images are not linking to other sites in the writing/testing org

•

Ensure images within a paragraph have a style=”padding:10px;” in the tag

•

Ensure images are added to the cvo_resources folder, i.e., not sitting at the root as a pasted image

•

Ensure that the images are of a suitable resolution so that the pages do not load too slowly,
(i.e., images used directly from iStock without reduced resolution are large files and will cause the
page to load slowly).

d. Links:
•

All links must open in new window.

•

Ensure links are not linking to other sites in the writing/testing org.

•

Ensure links within the course (e.g., to assignments, rubrics, etc.) ARE NOT copied and pasted. You
must use the add link icon to add links to other areas of the course - this includes discussions or
assignment folders where changes have been made and then those have been copied/pasted
from content.

e. Videos:
•

Created videos need transcripts.

•

Created videos should be added with insert stuff.

•

Created videos should be added to the cvo_resources directory.

•

Linked videos (e.g., YouTube) should have transcript options.

•

Videos in Callouts can be placed after you close the callout_content div tag and the
callout_content_icon div tag in order to decrease margins (see Appendix 2c).

REVIEWING/TESTING COURSES
a. Ensure general structure of sections is correct (see Appendix 3).
b. Ensure there are no extra <DIV> and no missing <DIV> tags (Margins should remain consistent
throughout the pages).
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BEFORE COURSE PACKAGING
a. Copy OCSGE surveys (Reflection Tool) from another course in the org or from the CVO sandbox
b. Change link from Transferable Skills Survey to OCSGE Reflection Survey/Tool (see Appendix 4a)
c. Import ‘Start Here: Welcome to Catholic Online Learning’ Module/Unit from the CVO Sandbox
course (with associated files)
d. Import ‘Welcome to {insert course code here} unit from CVO Sandbox course (with associated files)
•

Move “what should I expect” to directly above “How will I be assessed?’

•

Copy opening picture from existing ‘welcome to,’ and course description.

e. Delete old ‘start here – welcome to COURSE’ module, option 1 (remove but keep files)
f. Add course code to new module title
g. Delete the tips and tricks module
h. Change Transferable Skills sections to OCSGE content in Section 1.1 (see appendix 4b for
code – ensure links to page and images are correct)
i. Update the TEACHER GUIDE
•

Add the OCSGE PDF file from the ICE website

•

Ensure Teacher Guide is hidden

•

Change Transferable Skills section (see Appendix 4c for code)

•

Create the long description page if you don’t have it already (see Appendix 4d for code)

j. Change all references to ‘Transferable Skills’ to ‘Ontario Catholic School Graduate Expectations’
•

To find all references, you can download the lessons directory from manage files

•

Then open the downloaded directory in CMD on a PC or in Terminal on a Mac

•

Run a findstr (PC) or grep (Mac) for ‘Transferable’

*** You can also search for ‘content/enforced’ in order to find any external links to other courses in
the org – these are not allowed.
•

k. Leave the Start Here, Welcome to Course Code and Unit 1 units visible. Hide the Teacher Guides,
and Units 2 and above.
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“And now, after the early days of euphoria for technological
innovations, we are aware that it is not enough to live ‘online’ or
‘connected,’ we need to see to what extent our communication,
enriched by the digital environment, actually creates bridges and
contributes to the construction of the culture of encounter.”
— Pope Francis

APPENDICES
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Our Mission
Catholic Virtual Ontario provides equity of access for Catholic secondary students
to take secondary credits developed and taught by Catholic teachers.

Catholic Virtual Ontario
20 Eglinton Avenue West, Suite 1804
Toronto, Ontario M4R 1K8
Tel: 416-932-9460
www.ocsta.on.ca
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