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E-learning - teaching and learning with web 2.0 equipments

The new millennium requires modern teaching methods from teachers. Everyday 
paper based teaching can not fulfil the requirements of the contemporary IT 
society. The main aim of teacher trainers (BA, MA and postgraduate trainings, 
too) should be the preparation of thefuture teachersfor the challenges ofcomputer 
based teaching.
As a senior lecturer at the University of Kaposvár I made a survey among my 
students about their reading habits on the Internet. The poor results made me 
interested in ICT. Since 2009 October I have been a student in Tenegen online 
postgraduate teacher training. This article presents the results of my previously 
mentioned survey and also my experience within my Tenegen group.

Teaching in the IT society

Teachers of the 21 century should discontinue the habit of simple knowledge­
transferring and must know and use the modem leaning equipments. To achieve 
this on the one hand teachers must take part in the development of the learning 
environment and the organization of the learning process on the other hand they 
must help, motivate and brace the students up. The most important targets of 
teaching are the forming of skills, competencies, proficiencies and attitudes, the 
developing of the ability and possibility of lifelong learning, the integration of 
different pieces of knowledge and learning in heterogeneous groups.

First I started to study ICT as a linguist researcher. I had surveys in two topics and 
I presented my results at Hungarian Applied Linguistic Conferences under the titles 
‘Interactive mother tongue lessons’ in 2005 and ‘Reading on the Internet’ in 2007.

The first survey showed that in Hungary e-leaming method and equipments 
are mainly used by the teachers of IT and sciences. Hungarian language teachers 
are the least interested in digital curriculum design. Based on my own teaching 
experience I can assert that also Hungarian language teachers can use the Internet 
in the whole process of preparation, teaching and evaluation. Like getting 
information from different sources (thematic webpage systems etc.), experiences 
and advice of other institutes, teachers (panel discussions, e-mailing systems), 
selecting from online professional literature (libraries, journals, cyclopaedia, 
conferences etc.) or downloading teaching materials (tests, softwares etc.).

Open mind for virtual learning, own practice proved usability, proficiency in 
the application will ensure the success of our programme in motivating, helping 
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and monitoring the students. Initial efforts (our not always 100% performance) 
will be appreciated and as members of the net-generation our students will 
help us with advice. This way we can eliminate mistakes and develop students’ 
creativity because programmes made together are meant to be their success as 
well. (Hajdicsné Varga, 2006).

In my second survey I examined the computer usage habits of 1st and 2nd grade 
Teacher BA students at the University of Kaposvár, Faculty of Pedagogy, focusing 
on reading. 113/200 voluntary participants filled the questionnaire (56,5%), 88 
female and 25 male. First grade was represented by 48 students of art and visual 
communication, the second grade was represented by 32 students of Hungarian 
language and 33 of junior section teaching. The most popular web activity is e- 
mailing followed by searching for information (searching for studies only 5,3% 
but 20,3% spend more than 8 hours searching for other information- travelling 
schedules, news, music etc.). Neither those use the Internet for learning purposes 
who are long time computer users. Their main purposes for using the computer 
are typing and word processing. Using the Internet as base of information is just 
the 4th in line. 5th is reading in connection with art and culture while the least used 
activities are reading compulsory or suggested professional literature. Reading is 
for getting information. Book based reading is more common than reading on the 
Internet. 95% of the students prefer it as free voluntary reading and 77% prefer it 
as the base for compulsory professional literature. They read them on the Internet 
only if they can not find them in library or teachers tell them to do so. Mostly 
young Hungarian authors are read on the Internet (Hajdicsné Varga, 2008).

Learning in Tenegen postgraduate teacher-training course

After taking part in an Internet survey I got the possibility to learn in this distant 
training. I met the Internet as the member of the Baby-boom generation as Kulcsár, 
Zsolt says: we are those who sometimes use the Internet for work but it has not 
meant to be a radical change (Kulcsár). The course started in 2009 October. Sex, 
age, profession and qualification do not count in this distant training where we 
learn from each other.

First module: TC01-E-learning
Reading the introduction it seemed to me that moodle is a totally unknown learning 
environment for me. That is way I followed all the instructions to achieve the best 
results. The new notions were memorized by practise and voluntary self-control 
made me like web 2.0 very quickly. The members of group No. 7, with the help 
of a tutor, we became a fellowship and started e-mailing with each other and took 
part in panel discussion together. Reading the e-leaming example it made me 
very happy when I realized that I have already used SDT or Apertus for teaching 
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purposes. I downloaded from YouTube and Wikipedia and turned out that also 
one of my essays is there in the topic of shorthand- writing. To keep in touch 
with my students I also use iwiw. We made a survey among our students about 
the net-generation. My students turned out not to be members of it! They use 
the Internet mainly for everyday surfing, downloading so neither for keeping in 
touch nor for learning. Using for administration means to them traffic schedules, 
e-buying and route planning. Nobody could define the term net generation. Even 
if I suggest them to find material on foreign universities’ webpage or by foreign 
teachers they never do so. Scientific, professional purposes are not typical. Among 
learning purposes language learning is leading (60%). 80% has never heard about 
e-leaming. In the first module I made my personal blog (on Google Blogger), 
TRAINING- from kindergarten to university and over (http://hajdicstenegen. 
blogspot.com). Since 29th October I have posted 13 times, including photos and 
a Christmas video as well. I suggested my students some reading in the topic of 
office-ergonomics-writing. I collected the possible use of the blog and YouTube 
during Administration and office organization lecture. I informed my students 
about e-leaming but the feedback is low. Our No. 7 group unfortunately did not 
try the web meeting function as it was not a compulsory exercise. Till the end of 
the module I could not use Voicethread6vX I read the others’ stories. To summarize 
this module in the group I have to admit that co-operation was not good among 
the members, only 3-4 of them were active in panel discussions.

Second module: TC02- Network learning
Also in this module it is a must to find definitions, explanations of notions we find 
while reading on the Internet. It is an opportunity for foreign language speakers 
especially for those who speak English. While reading Prensky, first I thought 
myself digital immigrant but later I realized I don’t even have an ‘accent’. At first 
I always try to find information (books, professional literature, traffic schedules, 
phone numbers etc.) on the web.

The most important is to make an e-portfolio. We can inform about our personal 
data, profession or free time activities, too. There is no limit in time or space. 
The aim is to develop ourselves with the use of the reflections, opinions about 
ourselves. I do my portfolio in Mahara system and after the first difficulties it 
is getting widening as the time passes. There are some files and photos in my 
portfolio as well because the instructions help in widening.

Every module contains a chat room to share experiences, opinions but I 
couldn’t find anybody else there whenever I tried. Chatting is not popular in the 
course as only 13 entries has occurred since the beginning and the last one is from 
22nd December. The main aim of the module is to produce common knowledge. 
Its steps are: reading, creating (writing), publishing (Kulcsár, 2008). That is why 
I published two PowerPoint presentations (Digitalized teaching materials in 
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Hungarian language and literature, Using the Internet in teaching slang), and I 
widened the Teaching material database, too.

Third module: TC03-IKT equipments in teaching (from synopsis to e-learning 
material)
Web 2.0 was a new development in 2004. First it was an umbrella term for the 
softwares that help content processing and connecting people but later it turned 
out that the spread of broadband Internet, readable Internet turning into writeab- 
le one, effects everyday communication and social life so much that it became 
a compound term. Web 2.0 can be used not only in e-leaming but in the whole 
teaching environment. The users of the opportunities (video broadcasters, file 
changing, online communication equipments, online games etc.) are members of 
the net generation, who are still at school. They will not ask the opinion of the 
school whether they should or not join a virtual group.

That is why teachers must leam about these equipments to motivate their stu­
dents and leam through teaching.

Making the synopsis gives the possibility to plan the theme of a course and the 
script contains everything to develop an e-leaming course (check the appendix).

Summary

To educate and teach the net generation it is a must to every teacher to make 
initiatives to enter the digital generation. If we have the base we can be not only 
information seekers but also information sharers. Network learning is realised as 
in the given framework we take part in interactive knowledge change. We have 
to use this learning method in our teaching practise because as for Bessenyei and 
Tóth (2008) the technology of IT society gives the possibility for people and in­
stitutions to gather in networks. With the help of web 2.0 equipments teachers and 
students can be in permanent connection irrespectively of time and space.
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„ADMINISTRATION AND OFFICE-AIMS, EXERCISES, 
EQUIPMENTS”

OFFICE COMMUNICATION
to develop e-learning material

1. General data

General data of the course

1.1 Title of course „Administration and office- aims, exercises, equipments” 
OFFICE COMMUNICATION

1.2 Instructor Hajdicsné Dr. Varga Katalin
1.3 e-mail varga.katalin@ke.hu
1.4 web Blog: http://hajdicstenegen.blogspot.com

1.5 target group Hungarian BA Administration specialization- 2nd grade stu­
dents

2. Introduction

Short summary for students
The aim of the course is to know the process of administration and office work, 
modem ergonomic office work. Getting to know the inner hierarchy of the institu­
tions, office organization, office technology process, state institutes, general institutes. 
Forming competencies in developing technical equipments and workplace communi­
cation.

3. Learning aims

What the instructor wants to achieve as measurcable result by the end of the course

3.1
Theoretical knowledge: necessity of administration and office organizing, prin­
ciples, functions; differences between traditional and modem office, its tools; 
types of office communication, peculiars.

3.2 Modem office and administration techniques, standards.
3.3 Adequate oral and written communication in given situations.

3.4. Forming of teaching material in history office organizing.
3.5. Individual, paper based ‘official letters’ collection then type them on computer.
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4. Competencies
Developing competencies during the course
Students will be able to

4.1
Professional competences: take part in the process of administration and office 
work; know and use the equipments; know the characteristics of people in the 
administrative process and forming the situation

4.2 Personal competencies: proper use of the knowledge; proper practices; think in 
system; problem solving

4.3 Social competencies: Polite ways of forming relationships, proper communica­
tion in the situations, control the others in the role plays.

4.4 Methodological competencies: use the knowledge adequately; think in system, new 
ideas, exercises, creativity.

5. Chapters

Table of contents

5.1
Definition of administration, necessity of organization. General principals of 
office organizing.

5.2 Role and function of the office. Traditional and ergonomic office: principles, 
equipments.

5.3 Modem equipments in administration and office work.
5.4 Office communication- oral communication
5.5 Office communication- written communication
5.6 Technical equipments of communication, types, use.

6. Exercises and activities of students

List of activities (test, project, team work) that are a must to fulfil the require­
ments

Activity %
6.1. Find sources: history, paper based letters 20%
6.2. Role plays about office work 30%
6.3. Individual use of IT equipments 20%
6.4 Making a presentation in team work 20%
6.5 Test (1. theories, 2. office communication) 10%
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7. Methods of evaluation

Thresholds of the course

7.1.
Method of evaluation (point system, grades, text) Evaluation: mark (1-5), 

and percentage
7.2. Minimum 61%
7.3. Safe pass 61%
7.4 Excellent pass 95%
Feedback
7.5 Students’ evaluation of the course questionnaire

8. Period of the module and estimated duration

Period of fulfilling the requirements of the module (depending on the personal pre­
studies)
8.1. Period (day/week) 6 weeks
8.2. Estimated work time 30 hours

9. Terms of entrance, needed pre-studies

Pre-studies, experience, ICT base
9.1. IT base, Internet, e-mail, word processing, spreadsheet, browsers
9.2. Psychology: personality, characteristics, self-recognition, co-operative techniques
9.3 Communication: attitude in role-plays
9.4 Complex using skills, competencies

10. Learning management

Role of people during the course
Person Responsibi lity/exercise

10.1 Instructor Leader, theoretical knowledge, giving the sources, advice 
and help if needed

10.2 Students Leam the theories; do the given exercises, active participa­
tion in team work.

10.3 IT technician Help in complex IT exercises

11. Syllabus

Syllabus to fulfil the requirements of the course. Individual timing is possible.
Time Material/activity/exercise



March 1-5. Administration and office organiza­
tion: notions and functions

Reading compulsory and 
advised literature (online and 
book)

March 8-12. Office work. Traditional and ergo­
nomic office.

Making a presentation in 
team work (comparing 
offices). Writing a report 
about own experience in 
an office.

March 15-19. Getting to know office and admi­
nistration equipments.

Download videos, fill a 
test.

March 22-26. Communication in the office- ver­
bal role plays.

Skype (telephone model­
ling)

March 29.- April 2. Written communication- types of 
letters.

Information from the net 
(CV samples, documents, 
law sites)

April 12-16. Technical equipments and their use. 
Repeating. Test

13. Other

Extra information about the course
13.1 Active participation
13.2 The most important aspect is sharing the information and learning material

HAJDICSNÉ VARGA KATALIN

E- LEARNING: TANULÁS ÉS TANÍTÁS WEB 2.0 ESZKÖZÖKKEL

Az új évezred korszerű tanítási módszereket követel a pedagógusoktól. A hagyo­
mányos, papír alapú oktatás már nem tudja kielégíteni a jelenkor információs 
társadalmának igényeit. A pedagógusképzők (BA, MA és továbbképző programok 
is) legfőbb törekvése a jövő tanárainak a felkészítése a komputer alapú oktatás­
ra.
A Kaposvári Egyetem docenseként felmérést készítettem diákjaim körében in­
ternetes olvasási szokásaikról. A megdöbbentően rossz eredmények keltették fel 
érdeklődésemet az IKT iránt. 2009 októberétől veszek részt a Tenegen online 
pedagógus-továbbképző programban. Ez a tanulmány ismerteti a fent említett 
egyetemi vizsgálat eredményeit, illetve saját tapasztalataimat a Tenegen kurzus­
sal kapcsolatban.
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