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Welcome Note 
 

Dear Blended Learning Student, 
 
 

The Management of UTAB commends you for choosing blended learning (BL) at UTAB. 

We are dedicated to providing high-quality blended learning modules taught by supportive 

academic staff. As a blended learning student, you will find your online programmes 

academically equivalent to the on-campus ones. 

 
Carefully read the material presented in this handbook. The handbook was designed to 

provide you with information specific to blended learning including: 

 
•   how to be a successful Blended learning student 

•   how to navigate Moodle 

•   where to find your module learning materials 

•   information about proctored exams 

•   how to be successful in your studies. 
 
 
At the beginning of the trimester, it is important to orient yourself to important information 
about the University by reading the General Student Guide handbook as well as the General 
Academic Regulations available on UTAB website (www.utab.ac.rw). Every student is 
responsible for observing UTAB rules and regulations as published in these documents.   

 

 

If you have any issue or questions about any information in this handbook, Moodle modules, 

or blended learning, please contact one of the Blended Learning team members: 

•   Director of ICT, Mr Turinimana Jean Bosco, 0783718006 

•   Moodlee Administrator, Uwihanganye Vedaste, 0781045001 

•   Moodle specialist, Manishimwe Alexis , 0788604063 

 

For queries about studies ask the Head of Department or Dean of Faculty whose addresses are 
found in General Student Guide Handbook available on UTAB website.  
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I. Introduction to Blended learning 
Blended learning (BL) is a powerful option for students who wish to study and learn in 
their own time and place. Many students have schedules that do not fit with the traditional 
on- campus programmes and BL provides a viable avenue to a quality education.  Blended 
learning is ideal for students who want to get an education, but do not live near one of the 
UTAB campuses. Blended learning at UTAB offers quality and convenience for today’s 
hectic lifestyle without the need to come to campus. 

 

 

1.1 Definitions 
Online programme 
University curriculum or continuing education programme in which 100% of the 
instruction is delivered via the Internet/online.  Modules may have proctored testing, 
but instruction is delivered completely online. 

 
Blended Learning 
University curriculum or continuing education programme in which one part of instruction 
is delivered when the student and the instructor are separated by distance and another part 
is covered face-to-face, that is to say, the instructor and the student being together.  
Instructional delivery methods may include, but are not limited to: Internet, LMS, licensed 
instructional video, CD, TV, DVD, instructional software, or other media supplemented 
with on-campus face-to-face sessions. 

 
 

1.2 The Successful Blended Learner 
Qualities of successful blended learners vary.  The following are based on advice from instructors 

and students who have had positive blended learning experiences. 
 

1.2.1 Good Study Habits 

One of the best ways to be a successful blended learning student is to develop and execute good 
study habits including: 

 

•   Checking your UTAB email account at least once a day; 
•   Time management: don’t let assignments go until the last day; 
•   Use all available resources; 
•   Work in a quiet, uninterrupted area as much as possible; 
•   Dedicate at least 2 hours per day for your studies; 
•   Communicate frequently with your instructor and peers; 
•   Reach out when you need help; 
•   Have a strong sense of self-awareness. 
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Learners who have a strong sense of self-awareness and good study habits usually 

have better strategies for understanding new information and are typically more 

successful in an online environment. 
 
 
 

1.2.2 Self-Discipline and Motivation 

Another characteristic shared by successful blended learning students is self-discipline.  

This distinguishing feature is usually seen in the learner’s ability to stay current with 

class assignments, participate on a regular basis in online discussions, and adhere to 

assignment due dates. 

 
One way to promote self-discipline is to organize your time using a calendar.  Schedule 
an appointment time on the calendar to study for an exam, work on assignments, and 
complete assigned readings. Be sure to arrive to your appointment on time and stay for the 
full allotted time.  Your appointment should take place in an area dedicated to your studies 
and free from distractions.  Select an area that is quiet and has enough light and space for 
you to work properly. 

 
Blended learning students need to be self-motivated. Unlike traditional programmes in 
which the students and instructor regularly meet face-to-face, learning activities and 
communication in BL programmes are mostly remote.  This arrangement allows you the 
flexibility to work when it is most convenient for you.  It will be your responsibility to 
remain motivated and engaged.  You are responsible for knowing when course activities 
are due. 
 

1.2.3 Time Management 

Time management is a commitment; you must set aside a significant amount of time each 
week for class work.  Blended learning classes require as much time and effort as traditional 
seated classes, if not more.  If a module is 10 credits, you should schedule a minimum of ten 
hours each week to accomplish course work.   

 

It is important not to leave assignments until the last minute.  Plan your time to include 
any potential technical difficulties in software, hardware, or internet connections. 
Typically, for assignments that are not completed on time, instructors assign a grade of 
zero or reduce the grade by a percentage. Usually, to be admitted to the final examination, 
there are compulsory learning activities to be done in given time.    

 
 

1.2.4 Class Communication 

Successful blended learning students interact frequently with instructors and fellow 
students during learning activities.  As an online student, effective communication is key, 
but can be difficult. The following tips are recommended: 

 
 Identify module/unit in the subject line of email; 
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 When asking a question, be specific and provide details about what you are trying to 
figure out and what you don’t understand; 

 Always identify yourself in the message; 
 Keep it simple: be clear and concise; 
 Avoid using jargon and overusing “big” words; 
 Use concrete, specific words rather than vague, general words; 
 Write professionally, but as you would talk; 
 Vary your sentence length, but avoid very long (run-on) sentences; 
 Write in a positive tone; 
 Do not respond in anger; 
 Always edit and proofread your work before you send it; 
 Check spelling and grammar. 

 

 

II. Computer Requirements 

Computer Skills 

You need basic computer skills to be a successful blended learning student. 

Below are lists of necessary skills: 
 

Basic Skills 
•   Create, save, copy, and locate files/folders 
•   Navigate between two or more applications 
•   Minimize/maximize windows 
 

Email Skills 
•   Send, open, and reply to a message 
•   Enter a message subject 
•   Send an attachment 
•   Open and/or save an attachment 
 
Web Browser/Moodle Skills 

•   Create, save, copy, and locate files/folders 

•   Navigate between two or more applications 

•   Minimize/maximize windows 
•   Go to a specific URL 
•   Follow a hypertext link 
•   Conduct a basic search using a search engine 

•   Download and install plug-ins 
•   Zip/unzip a file (Compress) 
•   Update browser as needed 
•   Upload an assignment file 
•   Respond to a forum post 
 
Word-Processor Skills 
•   Open a new/existing file 
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•   Save a file 
•   Rename a file (Save As) 
•   Cut, paste, format text 
•   Print a document 
 
If you need assistance with these tasks contact the Blended Learning Team 

1. Director of ICT, Mr Turinimana Jean Bosco, 0783718006 
2. Moodlee Administrator, Uwihanganye Vedaste, 0781045001 
3. Moodle specialist, Manishimwe Alexis , 0788604063 
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III. Information for the Student 

3.1 UTAB Website 

Blended learning students can visit www.utab.ac.rw to access various information and 
resources that increase chances of success with blended learning and compliance with UTAB 
internal regulations. At www.utab.ac.rw, links will be available for Moodle and many online 
resources. In addition, students can find further information such as General Students Guide 
Handbook, General Academic Regulations and many others.  

 

3.2 Student Accounts 

How to create students UMIS  Account 
1. Go to www.utabmis.ac.rw 

 

2. Click on login menu 

 

3. Click on signup new account 
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4. Fill account form 

 student id: UG………… 

 First name ………………   Last name ………………… 

 Email: ug……….@utab.ac.rw 

 Pasword: ug……………… 

 Verify password: ug……………………… 

 User role: student 

 User profile: student 

  
 

5.Confirm your account 
 Activate bleu icon 

 Click on Register your account 

 
 
 

For help call : 0788522600 (Director of ICT);  0785178070(Lab assistant) 
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3.3 Moodle 

 
Moodle is located at http://www.moodle.utab.ac.rw/ or you may click on the Moodle button on 
the UTAB website www.utab.ac.rw.  

 
3. Or write this link in your browser: http://www.moodle.utab.ac.rw/ 
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Note: ug……… is your registration number given to you immediately after registration. You just 
write these letters followed by the six digits without space.  
 
 
 

4. You must change your password to proceed.  

 
 

IV. Blended Learning Students Orientation 

All the students joining UTAB as BL students will follow an online orientation session prior to 
the start of lectures. The online orientation helps to familiarize the students with the Moodle 
environment and outlines key behaviors of successful BL students, as well as key policies and 
practices.  

 

4.1 Module Availability 

All blended learning modules become available to students at 12:01 A.M. on the first day of 

the term. Students who are enrolled in a course will automatically become active and be able 

to enroll to the module at that time. 
 

4.2 Attendance Policy 

Blended learning programmes have the same learning outcomes as traditional face-to-face 
programmes. Students complete a good part of learning activities, assignments, and 
homework/class participation as in a traditional class.  The internet is used in place of most 
face-to-face meetings. Students communicate with instructors on a regular basis.  Students are 
required to “attend” class for at least 80 percent of the module. There are compulsory activities 
that must be completed; if not, the student may not have access to the examination and may 
take the examination the next term.   
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4.3 Face-to-face Sessions 
 
In blended learning programmes, online activities will be supplemented with face-to-face hours 

counting for 20% of module hours. The timetables of face-to-face sessions will be established by the 

Faculty. The students will meet the lecturers in the university lecture rooms and do supplementary 

learning activities to achieve specific learning outcomes that were not achieved online. Final 

examinations will also be done during these sessions.  

Supplementary assessments including oral presentation are compulsory on every module and will be 

done in this session.     

 

V. Students’ Support Services  
Blended learning students will enjoy the supporting services available for their peers following face-

to-face programmes.  

 

5.1 Career Guidance Centre (CGC) 

This is the centre aiming at helping you to identify the right academic programme and set yourself 

learning goals likely to enable you to graduate with the right skills needed on the labour market. 

Specifically, the Career Guidance Centre provides the following services: 

5.1.1  Implementation of Student Personal Development Plan (PDP) 

First, check the Personal Development Plan on UTAB website. The CGC will assign you a mentor 

who will guide you in setting your personal goals and evaluate how you progressively achieve the 

goals.  

 

5.1.2 Orientation on the Programmes    

The CGC can help you to understand the available programmes and profiles of the graduates from 

each programme.  

 

5.1.3 Acquisition of Employability and Entrepreneurship Skills  

The CGC will help you in the acquisition of specific employability and entrepreneurship skills. The 

Centre has resources many of which are soft that you can read to enhance the above-mentioned 

skills.   

 

To get services from CGC, call the coordinator of the Centre: Mr Muhwezi Moses, telephone 

0784302090   
  

5.2 Language Centre  

UTAB has got a language centre which has resources that can help you to improve your language 

skills. Many of these resources are soft. You can also get personal support to improve language skills 
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by calling the Coordinator of the Language Centre, Mr Bagaragaza Francois telephone 

0784038628.  

This Centre has also the responsibility of administering the test on English proficiency which is one 

the requirements for all higher learning students in Rwanda. The students found to be in need of 

support to improve their English proficiency get support from the Language Centre.     

 

 

5.3 Library Services 

UTAB has a library from which students can borrow books but it also has a big number of digital 

learning resources that students can access from UTAB website.  

 

5.4 IT Support Services 

UTAB has computer laboratories that students can use when on the campus. BL students can use the 

computers during face-to-face sessions to improve their computer skills. These computers are 

connected to the internet.  

All the students can benefit internet wireless connection when they are on the campus.   

To get support in IT, you can contact the following persons: 

Mr Uwihanganye Vedaste  0781045001 

Miss Akira Mutima Honolyne 0785178070. 

 

5.5 Laboratory and Other Practical Activities 

The Faculties will inform the students who have laboratory and other practical activities on their 

programmes. These activities will be done during the face-to-face sessions.     
 
 

5.6 Students’ Welfare 
 

The students’ welfare service provides support to students who are new in the area of Byumba by 

assisting in getting safe and affordable accommodations. This service provides also counseling 

services.   

To get support from this service, call Mr Nkeramugaba Anicet, Dean of Students at 0787274930.  

 

  

 

 


