
  v 1.0
  17/03/2020 

   
 

Guidelines and tools for distance learning 

 

Aim 
 

The aim of this document is to provide students with guidelines and tools so that they can continue 

with their academic activity from home. 

The teaching staff are adapting their classes so that they are appropriate for distance learning and 

students can study from home. As this situation is completely new, the teaching methodologies that 

are used in the various subjects are being adapted insofar as this is possible. For this reason, the 

lecturers in each of the subjects can make use of some tools and not others, as they see fit, so that 

they can teach online. 

Below are the links for accessing the students’ manual for the URV’s virtual campus. 

 Student's manual for the Virtual Campus in English. 

Table summarising the tools proposed so that lecturers can teach online 
 

Functions Tools 

Lecturer-student, student-lecturer and 
student-student communication 
 

Noticeboard 
 

Questions forum 
 

Videoconference: Adobe Connect and Teams 
 

Virtual campus calendar 
 

Virtual campus mobile application 
 

Consultation of study materials and 
resources  

Publication of documents, multimedia files and 
links for purposes of study 

Video and audio recordings on the Virtual 
Campus 

CRAI information resources 

Remote applications. Virtlabs 

Activities in the virtual classroom 

Tasks 

Video and audio recording with computer screen 
shots: ActivePresenter and Apowersoft 

Recording voice for a PowerPoint presentation 

The questionnaire 

 

  

You can find the latest version of this document when you sign in at: https://campusvirtual.urv.cat/ 

https://moodle.urv.cat/wiki/Manual_estudiant/en
https://campusvirtual.urv.cat/
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Guidelines for distance learning 
The guidelines are divided into four sections:  

1. Lecturer-student, student-lecturer and student-student communication 

2. Consultation of study materials and resources  
3. Activities for students 

4. Studying at a distance 

 

1. Lecturer-student, student-lecturer and student-student communication 

To guarantee the effectiveness of distance learning, one of the most important aspects is fluid and 

constant communication with the teaching staff and your classmates. To this end, the URV provides 

you with five resources: 

 

1.1. Moodle noticeboards 

All virtual classrooms have a noticeboard. It is used to send important information and news about 

the subject. Information flows in only one direction: only lecturers can use it and the messages will 

also be sent to your student’s email address. 

Recommendations: 
 

 Regularly consult the institutional email and the forum of each subject. 
 

 

1.2 Moodle questions forum 
 

All virtual classrooms have a questions forum. Information flows in two directions; so, both teachers 

and students can post messages. 

Recommendations: 
 

 Use this forum to ask your lecturers any questions you may have about the subject. 

 The lecturers of the subject will answer as quickly as they can.  

 If you know the answer to any of the questions raised by your colleagues, you can respond. 
Information flows in two directions; so, both teachers and students can post messages. 

 You can post written messages. But you can also record audio and/or video messages using 
the tools on the virtual campus. We would like to encourage you to try out these options 
which will make the forum much more dynamic and warmer. 

 Consult the questions forum for each subject regularly. At least once every two days. A 
guideline that may be useful is to consult every Monday, Wednesday and Friday. 
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1.3 Videoconferencing 
 

Videoconferencing enables us to communicate synchronously with the lecturers of the subject and 

with our classmates. Lecturers can share presentations, documents and even their desk top during 

the session. They can also upload recordings so that you can consult them whenever you need to. 

Lecturers can use videoconferencing with class groups or small groups for tutorials and, if necessary, 

for individual personal tutorials. 

The tools that are available for videoconferencing are Adobe Connect, which is integrated as part of 

the virtual classroom, and Teams, which is part of the Office 365 package of applications. As far as 

Adobe Connect is concerned, when you use it for the first time you will be asked to install a small 

application. To work with Teams, you have to use the browsers Chrome or Explorer because it is not 

compatible with Safari or Firefox. 

Whatever the case may be, the lecturer will send you the instructions and the link to access the 

videoconference, either by Teams (How does a student access a Teams room? (in Catalan)) Or by 

Adobe Connect. 

Recommendations: 
 

 Before attending a videoconference: 
o Check that you can access the virtual campus and the link to the videoconference. 
o Check that your computer’s microphone and webcam work properly even though, 

depending on how your lecturer has organised the session, they may not be 
required. 

o Look through the materials the lecturer has provided. 
 

 During the videoconference: 
o Follow the instructions given by the lecturer. 
o Turn off the microphone if you do not have to speak. By doing this, you will avoid 

noise such as the keys of the keyboard, background noise, etc. which may prevent 
what is being said from being understood. 

o Turn off your webcam if there is no need for people to see you. By doing this, you 
reduce the load on the network and your connection with the videoconference will 
be better. 

o Use the microphone and the webcam when you are told to do so by the lecturer. 
o If you use a chat tool during the videoconference: 

 It is a very good alternative to your computer’s webcam and microphone if 
you use it in moderation. It is particularly useful for asking questions and 
requesting clarifications, or for helping your classmates. 

 If you use it to excess, it may be a big distraction. 
 Respect network etiquette. That is to say, behave online just as you would 

in a real classroom situation.  
 

 At the end of the videoconference: 
o Go over the notes you have taken and, if necessary, order them and make a neat 

copy. 
o If the lecturer has recommended some material or an activity, check that you can 

access it. 
 

 

https://www.youtube.com/embed/NBJshI0bVs0
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The lecturer can send you the recording of the videoconference through the subject’s virtual 

classroom so that you can go back to it at a later date if necessary. These recordings are for exclusive 

use in the virtual classroom, they cannot be broadcast outside, it is assumed that the person who 

participate in the conference gives consent to its recording and later broadcasting for the described 

purpose. 

The functions you will be able to access as a student during a videoconference can depend on the role 

you have. Every lecturer will give you the appropriate information. 

 

1.4 Moodle calendar 

The virtual campus provides you with a calendar tool. It gives you information about all the important 

events of each of the subjects. Some information is added automatically while other information has 

to be added manually by the lecturers (for example, the date of a videoconference). 

The calendar depends on context. You will find one in every virtual classroom which includes the 

events of that particular classroom and a calendar on the home page, which brings together all the 

events published in all the virtual classrooms which the user belongs to. 

Recommendations: 
 

 Look at the calendar whenever you enter the virtual campus or the virtual classroom of a 
subject. If your lecturer uses it, you will find information about all of the important events 
of the subject such as dates to hand in work, videoconference sessions, etc. 

 Also look at the news and notifications forum because your lecturer can use it to tell you 
about possible changes in dates or schedule. 
 

 

1.5 The Moodle mobile application 

Using the mobile application has some advantages over web access: it enables you to receive 

notifications directly on your mobile device about important events such as noticeboard messages 

and news, work you have to hand in, task-based evaluation or events that have been scheduled such 

as videoconferences. 

Recommendations: 
 

 Install the Moodle application and activate the notifications. If you do, your mobile will be 
sent notifications about important messages from your lecturer on the virtual campus. 
 

 

You can download the official Moodle app for Android, for Apple or for Window Mobile from Google 

Play, AppStore or Store de Microsoft. To access, enter:  

Server: campusvirtual.urv.cat 

Your username and password. 

 

Technical support: 

 How to access the virtual campus with the mobile application? (in Catalan) 

 How to set the notifications I want to receive on my mobile? (in Catalan) 

https://t.co/ZyJQV1DL35
https://t.co/ZyJQV1DL35
https://itunes.apple.com/es/app/moodle-mobile/id633359593?mt=8
https://www.microsoft.com/en-us/store/p/moodlemobile/9wzdncrdk93x
http://youtube.com/embed/QDtEHbtN_3Y
http://youtube.com/embed/QDtEHbtN_3Y
https://youtube.com/embed/mE77ZQFtALw
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2. Consultation of study materials and resources 
 

To make it easier for you to study independently and follow the subjects, the teaching staff can provide 

various materials, study resources and learning activities. Our virtual campus has a variety of 

possibilities:  

 Access to documents, multimedia files and links that can be read and studied. 

 Webcam videos or audio recordings made in the virtual classroom itself (with a maximum 

duration of 2 minutes). Each lecturer can record short videos on the virtual campus using the 

computer’s webcam. They can be used in all parts of the virtual classroom (to explain a  task that 

you have to hand in, to post something on the forum or even so that students understand a 

recording you have made. 

 

 CRAI information resources 

o The Cercador will enable you to access all informational electronic resources. 
o The web section The CRAI at home you will find informational resources organized by 

thematic areas.  
o To access the URV’s Digital Library – electronic books and resources – you must sign 

up on SABiDi with your usual credentials.  You can access Support Videos and 
the Access guide. 

o In the section Leaflets, guides and tutorials you will find self-study materials for 
various CRAI resources and for searching for information.  

o Resources and recommendations for the Bachelor’s thesis and Master’s thesis (in 
Catalan) , (in Spanish). 

o The CRAI solve your doubts, get in touch with the service for virtual 
information Pregunt@.  
 

 Remote applications. Virtlabs is a web applications service, which gives all administration and 

services staff, teaching and research staff, and students virtual access to programs. These 

applications can be used anywhere and from any device, whether it belongs to the URV or not 

for purposes of teaching, management and research. You can access Virtlabs here. For further 

information, consult the URV intranet – tab Virtlabs (in Catalan) and for any queries write to 

cau@urv.cat. 

Recommendations: 
 

 Look through the materials and study resources you are sent by the lecturers. 

 Regularly access the virtual classroom of each subject to see whether the lecturers have 
provided any new material or resources. 

 Actively study the materials and resources. For example, ask yourself questions before 
looking at them to see whether they help you with the answer, use the subject’s questions 
forum to raise any doubts you may have after looking through the resources provided or 
ask any new questions that you now have, search for supplementary information on the 
Internet, make a critical analysis and share it with your class group using the digital tools 
you have available: virtual campus, social networks, etc. 

 Carry out the distance learning activities  suggested by the lecturers using the tools you can 
find on the virtual campus. 

 

https://www.urv.cat/en/campus-life/services/crai/
https://www.urv.cat/en/campus-life/services/crai/que-us-oferim/continuitat-servei/
https://www.urv.cat/en/campus-life/services/crai/que-us-oferim/continuitat-servei/
https://www.urv.cat/en/campus-life/services/crai/on-podeu-cercar/acces-biblioteca-digital-urv/
https://www.urv.cat/en/campus-life/services/crai/on-podeu-cercar/acces-biblioteca-digital-urv/
https://oim.urv.cat/WebServeis/BibliotecaDigital/boto/index_es.jsp
https://www.urv.cat/en/campus-life/services/crai/que-us-oferim/formacio-competencies-nuclears/autoformacio/
https://www.urv.cat/ca/vida-campus/serveis/crai/que-us-oferim/treballfigrau/
https://www.urv.cat/ca/vida-campus/serveis/crai/que-us-oferim/treballfigrau/
https://www.urv.cat/es/vida-campus/servicios/crai/que-us-oferim/treballfigrau/
https://www.urv.cat/en/campus-life/services/crai/que-us-oferim/continuitat-servei/#crai%20answer
https://www.urv.cat/ca/vida-campus/serveis/crai/que-us-oferim/pregunta/
https://virtlabs.urv.cat/login
mailto:URV%20intranet%20–%20tab%20Virtlabs%20(in%20Catalan)
mailto:cau@urv.cat
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3. Activities for students 
 

Your lecturers will provide you with a variety of activities so that you can actively engage in 

independent distance learning: 

3.1 Tasks 

Tasks are activities that give you all the information about the work you are asked for by the lecturers 

of the subject and provide a space for handing it in. They also make it possible for lecturers to mark 

your work within the virtual classroom, and to make comments. 

Recommendations: 
 

 Look through the tasks you are sent by the lecturers of each subject. 

 Make sure that you have understood what you are being asked to do and what resources 
you need. If you need any clarification, remember you can use the questions forum and 
email to ask the lecturer for more information. If you use the forum, you will help your 
classmates who may have the same question. 

 Make sure you know what the procedure and the date is for handing in the activity. 
Remember to consult the calendar whenever you access the virtual campus and the various 
subjects. 

 Be attentive to the feedback and the marks posted by the lecturers of each subject so you 
can improve the activities, if necessary, and continue learning. 
 

 

 

3.2 Creating multimedia material 

Instead of face-to-face presentations, lecturers can ask you to create a variety of multimedia material. 

Some possibilities are: 

 Record video sequences with computer screen shots, which can include your voice and 

picture while you record. One free and simple application for doing this is Apowersoft and 

another, which also allows you to post-edit is Active presenter. 

 

 Narrate a PowerPoint. Using an existing presentation, we can give oral explanations of the 

slides. The resulting file will be a video that you can send to your lecturer on the virtual campus 

through a task, for example. Here is a quick guide how to do this. 

 

3.3 Questionnaires 

Questionnaires allow you to respond to a different types of questions asked by the lecturer (multiple 

choice, true/false, open response, etc.). Questionnaires can be set up to allow several attempts or not, 

and they can even give immediate and automatic feedback about what you have answered correctly 

and what you haven’t. Questionnaires are tools that give information about your understanding of 

the subject, how your learning is progressing and what aspects you need to revise or consolidate. 

 

https://moodle.urv.cat/w28/images/a/a0/Guia_Apowersoft.pdf
https://moodle.urv.cat/w28/images/d/d8/Guia_r%C3%A1pida_Active_Presenter.pdf
https://moodle.urv.cat/w28/images/5/5b/PowerPoint_fer_videoa_amb_veu.pdf
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4. Studying at a distance 
 

The following recommendations may help you in your distance learning: 

 Stick to a timetable as if you were attending a traditional class session. Look through the 

materials and resources, do the activities suggested or attend videoconferences scheduled by 

lecturers 

 Make the most of the breaks between classes to rest, adopt positive dietary and health habits, 

communicate with your classmates on the social networks, etc. 

 Take a look at the CRAI study advice (in Catalan): 

 Consult   

o Infographic: “How to prepare and successfully complete a long period of study” (in 

Catalan) 

o Video “How to prepare and successfully complete a long period of study” (in Catalan) 

o Infographic “Guidelines to study better and more effectively” (in Catalan) 

o Video “Guidelines to study better and more effectively” (in Catalan) 

 

Technical support 
 

 CAU. Monday to Friday, 8 a.m. to 2.30 p.m. and 3.30 p.m. to 7.30 p.m. 

o cau@urv.cat 

 

 Virtual campus support 

o Suport.campusvirtual@urv.cat 

https://www.urv.cat/ca/vida-campus/serveis/crai/noticies/636/nou-recurs-consells-per-estudiar
https://www.urv.cat/media/upload/arxius/crai/Com%20es%20prepara%20un%20periode%20llarg%20d'estudi%20i%20se%20supera%20amb%20%C3%A8xit.pdf
https://www.urv.cat/media/upload/arxius/crai/Com%20es%20prepara%20un%20periode%20llarg%20d'estudi%20i%20se%20supera%20amb%20%C3%A8xit.pdf
http://youtube.com/embed/EBxJsODpgHU
https://www.urv.cat/media/upload/arxius/crai/Pautes%20per%20estudiar%20millor%20i%20obtenir%20m%C3%A9s%20rendiment.pdf
http://youtube.com/embed/K9IBeMBOUN8
mailto:cau@urv.cat
mailto:Suport.campusvirtual@urv.cat

