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METHODOLOGY 

The form of training is based on the training model transferred from the RAVT 

project, which uses modern technology and multimedia in the form of 

e-learning, promoting cooperation between the participants. To achieve this, it 

introduces a system of working in virtual classrooms and adapting for own use 

such forms of communication as forum, chat and more. 

One of the assumptions of the above method is the use of so-called 

cooperative learning (Collaborative Learning), whose core is the creation of 

cooperative groups which learn and teach each other. Through mutual 

mobilization, development of skills comes not only through learning the topics 

of the course, but also through cooperation and mutual exchange of 

information. 

Collaborative Learning (CL), translated as Teaching / Learning Cooperative is 

one of the innovative methods of education. 

This new form of training will be based mainly on the methods of engaging the 

listener. It is assumed that the tutor will guide suggested and supervised 

actions of the listener. The course is conducted in accordance with the eight 

phases of the Collaborative Learning Model. 

VOIP TRAINING MODEL: 

Phase 1 - Work in large groups 

Phase 2 - Individual work 

Phase 3 - Work in pairs 

Phase 4 - Teamwork 

Phase 5 - Presentation of the work of each group 

Phase 6 - Tutor's action - Feedback 

Phase 7 - A joint discussion on the problem and its common solution 

Phase 8 - Presentation of work - Tutor collects solutions, participants present 

the results of their work 
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In this model, at the beginning, all participants are organized in groups, which 

perform some exercises, read texts, slides, watch video and listen to audio 

recordings. Due to the fact that each person has its own pace of learning in 

phase 3 the participant works individually with the task. Then, in a completely 

random method users are selected to form groups of two (work in pairs, phase 

3). In this phase, the participants are introduced to the cooperative learning 

and experience sharing for the first time. Immediately after this phase, 

students are divided into teams and start so-called team work, which aims to 

broaden the horizons and gives the opportunity to take a fresh look at the 

problems encountered during the study. After developing the tasks, the teams 

present their work on the VOIP e-learning platform. In Phase 6 the Tutor 

reviews and responds to tasks performed by the participants. Using chat, or 

forums, Tutor answers questions, suggests solutions and helps out. In the next 

phase of the task, the users can discuss, share knowledge, experience and 

develop standard solutions. During the last, stage 8 of the model, all the 

participants present their tasks, solutions, and transmit the assignments to the 

Tutor.  

The above-described model is a form of education that uses elements of 

computer technology to create an environment conducive to exchanging ideas 

and views. This is to provide an interactive group work and lead to the 

production of new knowledge of the participants. It can be concluded that this 

model is an example of computer-aided cooperative work. (called CSCW - 

Computer Support Collaborative Work).  
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LOGGING IN 

 

  

 

 

 

 

 

 

 

 

 

  

3 

2 

1 To open the website, type the address: 

http://lms.voip-project.eu. 

First home page appears. To access the 

tools and resources portal, please login. To 

do this, type the user name and password 

in the appropriate fields      . After logging 

in, you will be directed to My Courses page. 

If you forgot your password, click on the 

link   , which redirects to Recover 

Passwords. 

You can also change the language of the 

login page by selecting it from the list      .  

2 

3 

1 

http://lms.voip-project.eu/
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RESTORING PASSWORD 

 

 

 

 

 

 

On this page you can easily recover your password. Simply enter your e-mail 

address assigned to this account and confirm by pressing Enter or clicking on 

the confirmation. To return to the previous page click on the link back. 
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HOMEPAGE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

     

 

 

 

 

 

 

  

On the right you will find a link to the course 

management      . Thanks to this tool you can 

sign up for courses, but remember that to 

participate in this course we will require further 

confirmation of the Tutor. 

The navigation panel is on top of the page  

(       -          ). The page that you are currently in, 

is highlighted (as list of courses in the picture). 
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NAVIGATION PANEL 

Navigation Panel contains links to various parts of the portal. 

Home includes a brief introduction to the platform.  

 

List of my courses transfers to the page visible in the picture. 

 

Modify my profile allows you to change your account settings and user data, 

as well as access to messages and friends list. 

 

My calendar shows the future events and allows you to select your own 

calendar. 

 

My progress allows you to check your progress in active courses. 
 

 

Social Areas allow you to communicate with other participants in the 

courses within the groups. 

 

Logout allows you to log out after you have finished work. 

 

Management of the courses. 
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MODIFY MY PROFILE 
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  At this point you can change information about yourself, such as: 

e-mail address gives Tutors the opportunity to communicate with 

you, it is important that the address is current; 

 

image, the so-called avatar allows to set your own photo / image 

that will be displayed next to your posts, e.g. in the forum, please 

click on the button and select the desired image from the disk;  

 

with this option you can change the language of the platform, but 

remember that the language within the courses is dependent on the 

same course. 

 

To change the password, please enter your current password in the field 

       , then new in the box       , and confirm by typing it again in the field 

        . 

 

If you want to share more information about yourself, you can do so using 

the link          . 

13 

14 

15 

Notice that the changes aren’t saved until you confirm it clicking on Save  

         or pushing Enter. 
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LIST OF MY COURSES 

  

 

 

 

 

 

 

 

  After opening the course the menu appears as in the picture above        . You can 

select one of the tools: 

  useful links placed by Tutor, 

  here you can chat with other course participants, 

 the most important tool - thanks to it's you can go to the training 

materials contained in the sessions, also known as the paths of science or 

learning paths. 

20 

21 

To open the course, just click on its name         . 20 

21 



   
 
 

 
Page 14 of 40 

SESSIONS 

 

 

 

 

  

22 

Each of the courses contains several sessions       , called because of the internal 

platform nomenclature paths of science. Each session consists of eight phases. 

To select the session, just click on its title. 

22 
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NAVIGATION IN THE COURSE 
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Allows on navigation in the menu. 

Allows for return to the homepage. 

List of the steps included in the lesson. The steps are grouped into phases. 

Steps are visible only from the current and previous phases. To go to the 

selected step, simply click on its name. 

 

In some courses you might encounter with the recordings. Below is set out how to 

handle the player. 

Start/Stop 

Scrolling. Drag the slider to move the recording to a selected point. 

Regulation of loudness. 
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EXEMPLARY EXERCISES 

ORDER 

 

 

 

 

CHOICE 

 

  

To reorder, please move to one of the objects, press and hold the left mouse 
button, move to the correct position and release. 

 

Select all the correct answers by clicking on the circle next to them.  
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HOT SPOT 

 

 

FILLING IN 

 

Enter the correct answer in the box         .  

  

To select an answer, click on the appropriate image.  

29 

29 
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 CONTACT WITH A TUTOR 

There is a Tutor assigned to each course. He can help you with understanding 

the lesson or coping with problems with the platform. Generally there are 

three ways to contact the Tutor. 

FORUM 

 

 

 

 

 

  

 The answers are in the window      . To answer in given thread, you have to 

click on the link       . 

  

Forum is the a primary communication tool on the platform. To select a topic, 

just click on its title. Then a window will appear as below. 

30 

31 

30 

31 
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CHAT 

 

 

 

 

  

 

 

 

  

Chat is a tool that allows you to chat with the tutor and other course 

participants in real time.  You can open them from the course. 

34 

32 

35 

33 

36 

This is a chat window. On the left you can find a list of users currently 

participating in a conversation      . Usually, before the start of the chat you 

should determine its term by using other tools for communication. 

On the right you can see the history of the conversation         . 

If you want to write something, write it in the box      and confirm by clicking 

     . In your speech, you can use emoticons       . 

35 

32 

33 34 

36 
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SOCIAL AREAS 

Social Areas are virtual meeting place for many users. You can leave a message 

and see others’ replies posted at the time when you were logged out of service. 

It's a good place to ask questions, because someone with a similar problem will 

be able to benefit from the previously specified address. As part of this tool, 

there are three thematic categories: Employers (Employers), Employees 

(Employees), the General (General), and a meeting room (Chatroom), which 

allows you to speak with other users in real-time platform. 

Here you can chat with users of the platform from different countries. You will 

not be limited by the languages of others - a mechanism for automatic 

translation of speech allows you to read the news in your language, regardless 

of the original language, the languages supported by the platform (not for 

room meetings). 
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AVAILABE COURSES 

For users of the platform we have prepared the following packages of courses 

presenting selected issues: 

1. Language courses 

2. Collaborative Learning in ICT  

3. Hardware and Software  

4. Teleworking 

During the preparation of each of the courses used the methodology for 

Collaborative Learning (CL), which makes the learning process more effective 

and enjoyable compared to traditional ways of imparting knowledge. Working 

in pairs and small groups replace with other participants their experiences and 

benefit from their thoughts, but there will also be individual work. 

Below is a brief description of these courses. 

LANGUAGE COURSE 

The path of the course, which you are just beginning, has been divided into 20 

(including 12 on the platform) sessions, which corresponds to 60 hours of 

learning. 14 hours - this time in which we will ask you for a meeting face-to-

face with the rest of the group, while 46 hours is your personal experience with 

the platform. 

Our ultimate goal is to equip you with the knowledge and abilities that will 

allow you the freedom to hold a short conversation, describe themselves and 

their interests and what surrounds you, use the vocabulary related to IT, deal 

with travel, restaurants, and various institutions. 
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INSTRUCTION FOR LANGUAGE SESSIONS 

PHASE A guide for course participants 
1. The course participants are asked to read or listen to the texts and dialogues 

presented, as well as to learn the vocabulary and grammar points of the sessions. 
They are also asked to do some exercises aiming at making the acquisitions of the 
material easier and practising its application in use. 
 

2. The course participants work individually in this phase, solving self-control tests, 
designed to show the degree of mastery of the material (vocabulary and 
grammar) covered in the previous phase. 
 

3. In this phase the course participants work in pairs creating their own texts 
(dialogues, descriptions) or filling in forms requiring interaction and actual 
dialogue between the partners (session 3), as well as creating for example a list of 
duties and responsibilities of a particular job/profession (session 4). 
 

4. In this phase the course participants work in groups writing dialogues, stories, 
descriptions, e-mails or messages, using all the information acquired in previous 
phases. 
 

5. The groups present the results of their work on the forum. 
 

6. A tutor plays a leading role in this phase. She/he completes the missing elements, 
corrects any possible mistakes and advises on how to correct or improve the 
trainees' works. 
 

7. The whole group discusses what they have learnt, the mistakes they made, the 
ways of correcting/avoiding such mistakes, as well as they exchange their 
observations, experiences and ways of learning and developing their language 
skills. 
 

8. Work summary, drawing conclusions, verifying gained knowledge, presenting 
examples, corrected and improved works. 
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COLLABORATIVE LEARNING IN ICT COURSE 

The course was divided into three thematic sessions, which corresponds to 12 

hours of acquiring knowledge. In this framework are contained information on 

the construction of computer networks and the Internet history. A large part of 

the course is the information about the practical use of computer networks for 

communication and collaboration. 

INSTRUCTION FOR FIRST COLLABORATIVE LEARNING IN ICT SESSION 

PHASE A guide for course participants 
1. The course participants are supposed to get familiar with the Power Point 

presentation on computer networks - what they are and what their specificity is – 
as well as with the presentation on the Internet, where they will find some 
important information on what the Internet is and how it is structured. 
 

2. In this phase, the course participants work individually, after getting familiar with 
the Power Point presentation on the history of the Internet and basing on the 
knowledge gained in the first and second phases, they solve (on their own) a test 
consisting of 7 questions. 
 

3. In this phase, the course participants work in pairs with the text presented in the 
Power Point presentations on web browsers and browser settings. Then, in pairs, 
they work on a practical task connected with the above-mentioned topics. 
 

4. Pairs merge into groups and their task is to elaborate on a problem question 
asked. The prepared answer should be ready and appropriate to be posted in the 
forum. 
 

5. The groups present the results of their work on the forum. 
 

6. A Tutor plays a leading role in this phase. He/She complements the issues not 
raised by the students and corrects any mistakes that may have occurred. 
 

7. The problem that has been presented in the fourth phase should be discussed. 
The task of the Tutor is a thorough analysis of the subject and clarification all the 
learners' doubts. The group discusses, analyzes and draws conclusions. 
 

8. In this phase, the developed documents should be posted on the forum. The 
documentation contains the conclusions of the work in this session. 
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INSTRUCTION FOR SECOND COLLABORATIVE LEARNING IN ICT SESSION (BASIC) 

PHASE A guide for course participants 
1. In the first phase, the course participants are introduced to the problem of 

communication via the Internet. The basis for achieving this goal will be reading 
a presentation explaining the basic terminology associated with the subject. 
 

2. In the second phase, each course participant works individually. On the basis of 
the Power Point presentation they learn the necessary information, among 
others, on the communication via e-mail. The individual task for the course 
participants here is to setup their own virtual mailboxes and internet messengers. 
 

3. The course participants are given eight tasks on which they work in pairs. 
 

4. Pairs merge into groups and then they receive six tasks to work on in larger 
groups. Solved tasks and recorded discussions should be posted on the forum. 
 

5. The groups present the results of their work on the forum. 
 

6. A Tutor complements the relevant issues and corrects any mistakes that may have 
occurred. 
 

7. The topics that particularly bother the course participants or the ones that have 
created most problems can be discussed in this phase. 
 

8. In this phase, the developed documents should be posted on the forum. The 
documentation contains the conclusions of the work in this session. The course 
participants are given an additional task. 
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INSTRUCTION FOR SECOND COLLABORATIVE LEARNING IN ICT SESSION (ADVANCED) 

PHASE A guide for course participants 

1. The course participants read the text on the options of advanced instant 
messaging. This information is provided in a Power Point presentation, which 
includes graphics and text commentary. 
 

2. Individual course participants' work in this phase comes down to reading the text 
on Skype whiteboard and remote control. 
 

3. In this phase the course participants are given a task to be done in pairs. 
 

4. In the fourth phase pairs merge into groups, then they receive a task of 
establishing an online connection and holding a teleconference to discuss the pros 
and cons of different connections from the previous phase.  
 

5. In this phase, the course participants are supposed to prepare a presentation or 
documentation on different ways of tele-cooperation and its usefulness in 
everyday life. 
 

6. The Tutor of the course introduces his/her corrections or suggestions for possible 
improvements. 
 

7. The topics that particularly bother the course participants or the ones that have 
created most problems are to be discussed in this phase. 
 

8. The course participants are required to post their work (documents, 
presentations) on the forum. 
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SOFTWARE AND HARDWARE COURSE 

The course was divided into two sessions, which corresponds to 12 hours of 

learning. Through this course you will learn key elements of the box which hit 

burst into the daily lives of people around the world. You will learn also what to 

look for when selecting parts for your kit. 

The second part of the course will guide you through the ins and outs of MS-

Office suite. It allows the creation of texts in MS Word. Knowledge of 

PowerPoint allows you to transmit the content in an attractive way, and 

certainly will help you gain recognition of listeners. 

INSTRUCTION FOR FIRST HARDWARE & SOFTWARE SESSION 

PHASE A guide for course participants 
1. Participants are asked to read the presentation posted on the e-learning platform, 

targeted at components of computer parts and base their actions. 
 

2. In this phase, students work individually, reading the presentation showing the 
basic principles for building your own computer set, then using the online 
configurators, build your own computer to any use (home / work / play). 
 

3. In this phase, students work in pairs, comparing own kits developed by the 
computer, while seeking new ways to build better computer corresponding to 
a given destination. 
 

4. In groups of four followed by a comparison of computer sets developed at earlier 
stages of the course. Group, based on his experience, develop three sample sets 
of computers to a specific use: home, work, play. 
 

5. Groups present their sample developed computer sets (three for each group). 
 

6. In this phase, the leading role played by the teacher / moderator, who analyses 
the compiled sets, and suggests changes, if justified. 
 

7. The whole group discusses the typical configurations of computers for specific use 
(home / work / play). 
 

8. Summary of work, draw conclusions, verification and presentation of knowledge 
jointly developed three computer configurations for specific use (home / work / 
play). 
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INSTRUCTION FOR SECOND HARDWARE & SOFTWARE SESSION 

PHASE A guide for course participants 
1. Students are asked to read the presentation posted on the platform of 

e-learning, theme concerns the introduction and basics programs from Microsoft 
Office: Microsoft Word and Microsoft PowerPoint. 
 

2. In this phase, students work individually, reading the presentations that describe 
the use of basic tools in these programs: Microsoft Word and Microsoft 
PowerPoint and create basic documents. 
 

3. In this phase, students work in pairs, practicing their skills in the creation of 
official documents in Microsoft Word. Exercise consists of two official exchange of 
letters between two people. 
 

4. In groups of four students discuss the tools available in Microsoft Word, which 
were used in the previous exercise. Group is developing a simple presentation in 
Microsoft PowerPoint, which shows the most frequently used tools in Microsoft 
Word to create the official writings. 
 

5. Groups present their presentations developed. 
 

6. In this phase, the leading role played by the teacher / moderator, who verifies and 
evaluates developed presentations, students also complements the expertise of 
other useful tools available in Microsoft Word / Microsoft PowerPoint. 
 

7. The whole group will be presented with a text document complexity. We all take 
part in the discussion as to what tools were used to create the document 
presented. 
 

8. Summary of work, draw conclusions, verification and presentation of knowledge 
most commonly used set of tools for creating basic documents in Microsoft Word 
and Microsoft PowerPoint. 
 

 

TELEWORKING COURSE 

The course was divided into three thematic sessions, which corresponds to 12 

hours of learning. 3 hours - this time in which we will ask you for a meeting in 
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the direct dimension with the rest of the group, while 9 hours is your personal 

experience with the platform. 

 Our ultimate goal is to equip you with the knowledge and abilities that will 

allow you the freedom to use various forms of teleworking, be aware of legal 

requirements in this area, in a professional way to move the various stages of 

the recruitment process, to create effective and substantive application 

documents to manage their time. 

INSTRUCTION FOR FIRST TELEWORKING SESSION 

PHASE A guide for course participants 
1. Students are asked to read the presentation posted on the e-learning platform, 

targeted at the basic concepts related to teleworking and flexible forms of 
employment. 
 

2. In this phase, students work individually, reading the legal basis of selected 
aspects of telecommuting and flexible forms of employment, placed on a platform 
in the form of text (presentation) to read. 
 

3. In this phase, students work in pairs, develop a defect and benefits of selected 
forms of telework from the perspective of employee and employer. Taking 
classes, ensure appropriate distribution of forms to develop, so that 2 pairs 
worked on the same topic. 
 

4. Couples who have worked in the same subject together in a group, discuss the 
advantages and disadvantages that have developed at an earlier stage and then 
perform a SWOT analysis (strengths, weaknesses, opportunities and threats) from 
the standpoint of the employer and employee.  
 

5. Groups present each other with advantages and disadvantages of various forms of 
teleworking and flexible employed. 
 

6. In this phase, the leading role played by the teacher / moderator that 
complements the issues that were not raised by the students, possibly correct 
errors that occur. 
 

7. The whole group discusses the advantages and disadvantages of teleworking and 
its forms, if the views and assessment of individual students coincide that may 
determine the corresponding ranking of most forms of telework. 
 

8. Summary of work, draw conclusions, verification of acquired knowledge.  
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INSTRUCTION FOR SECOND TELEWORKING SESSION 

PHASE A guide for course participants 
1. Students are asked to read the presentation posted on the e-learning platform, 

targeted at the basic information related to the recruitment process.  
 

2. In this phase, students work individually, creating your resume. 
 

3. In this phase, students work in pairs, prepare your own application documents, 
then swap them and make any adjustments in the form of comments, in 
accordance with the principles from which they obtain in earlier phases. 
 

4. Groups of four carry a minimum of 2 interviews (in accordance with the principles 
they learned in the initial phases, the moderator shall ensure the proper conduct 
of the phase). 
 

5. Presentation to each group of prepared CV and LM. 
 

6. In this phase, the leading role played by the teacher / moderator that 
complements the issues that were not raised by the students (the interview), 
corrects any errors increases that have arisen in the CV and LM. 
 

7.  The whole group discusses the best practices in recruitment and job search and 
the best (expected) behaviour in an interview. 
 

8. Summary of work, draw conclusions, verification of knowledge gained, the 
present exemplary examples of LM and CV of model interview. 
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INSTRUCTION FOR THIRD TELEWORKING SESSION 

PHASE A guide for course participants 
1. Students are asked to read the presentation posted on the e-learning platform, 

targeted at their own time management and the company. 
 

2. In this phase, students work individually, learning about the concept and types of 
"time wasters”. 
 

3. In this phase, students work in pairs, develop ways to combat "time wasters”. 
 

4. Four groups form a strategy to compete sometimes and familiar with the concept 
of time management. 
 

5. Presentation to each group worked out solution. 
 

6. In this phase, the leading role played by the teacher / moderator that 
complements the issues that were not raised by the students, possibly correct 
errors that occur. 
 

7. The whole group discusses the principles of work organization and time 
management, and creating a ranking of the best solutions.  
 

8. Summary of work, draw conclusions, verification of acquired knowledge. 
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EFFECTS OF TRAINING IN THE COURSE  

EFFECTS OF TRAINING IN ENGLISH COURSE 

The effect of training course will increase knowledge and vocabulary used by 

participants of the basics of the language.  

EFFECTS OF TRAINING IN COLLABORATIVE LEARNING IN ICT COURSE 

The effect of training course will be increase knowledge of information and 

communication technologies in the operation and use of computer networks, 

their operation and principles of operation, particularly in the context of 

communication and collaboration across the network.  

EFFECTS OF TRAINING IN SOFTWARE/HARDWARE COURSE 

The effect of training course will increase awareness of issues related to 

hardware issues, including the process of building a computer, as well as 

selected, popular software. 

EFFECTS OF TRAINING IN TELEWORKING COURSE 

The effect of training course will increase awareness of issues related to the 

subject of various forms of teleworking, increase awareness of legal 

requirements in this respect, the ability to move through the various stages of 

the recruitment process and create effective application documents and to 

increase management skills of the merits of his time. 

  



   
 
 

 
Page 34 of 40 

TECHNICAL REQUIREMENTS 

¶ A computer, preferably Windows XP SP2 or later 

¶ Internet connection, the minimum download speed 512kB / s for 

comfortable operation 

¶ Media player compatible with the posted media 

¶ Other software that may be needed to browsing, such as the Flash 

plug-in 
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ABOUT PROJECT 

The activities planned in the VOIP project aim at SME employees who are over 

50 years of age. According to statistics (Eurostat) regarding the unemployment 

rate those employees are often the first to be fired when it comes to human 

resources reduction within a company. It is caused by the lack of knowledge in 

the field of ICT and foreign languages – despite the fact that seniors are often 

experts in other spheres of knowledge. As the European population average 

age is growing, it seems to be necessary to undertake actions, which aim to 

improve qualifications of the target group in those two essential branches. The 

SME sector, as proved by the preliminary research carried out by the 

partnership, is not ready to reach out the challenge of ageing labour force – the 

situation in big and globally recognized companies look much better. The VOIP 

project aims to provide SME 50+ employees with a training tool, which will 

allow them to become competent in the field of ICT and foreign languages, and 

therefore to feel underestimated, useless and discriminated no more. 

PROJECT WEBSITE: 

http://www.voip-project.eu/ 

MULTI-FEATURE E-LEARNING PLATFORM: 

http://lms.voip-project.eu/ 

  

http://www.voip-project.eu/
http://lms.voip-project.eu/
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