
SESSION 2 –
DIGITAL 

LITERACY
E C G E 4 0 0 1 R



AIMS OF THE SESSION

• To provide an introduction to Digital Literacy. 

• To explain the University E-Mail system, including discussing the regulations of communicating via 
email. 

• To discuss Social Media Usage and University Regulations. 

• To introduce Turnitin and its importance as part of the degree journey. 

• To outline methods of Formatting APA Style in Microsoft Word 2013. 



INTRODUCTION

• You’ve probably heard of 'the 3Rs' and the idea of literacy.

– Reading, Writing and Arithmetic

• Perhaps it is time we considered a new idea of literacy. 

– Digital Literacy. 





UNIVERSITY E-MAIL

• All staff, students, and associates are entitled to a University email account.

• Staff and Student email is via Microsoft Office 365

• To avoid missing important messages, you should check your University email account 

frequently.

• The University provides all users with an email address in the form of:

• studentnumber@student.uwtsd.ac.uk for students (e.g. 12345678@student.uwtsd.ac.uk)

• username@uwtsd.ac.uk for staff including Associates (e.g. J.Bloggs@uwtsd.ac.uk)

• Staff and Students can access their email account using a web browser by visiting 

www.outlook.com/uwtsd.ac.uk and entering their email address and password.

mailto:J.Bloggs@uwtsd.ac.uk


UNIVERSITY E-MAIL GUIDES

• http://www.uwtsd.ac.uk/ithelp/online-guides/email--calendar-guides/





COMMUNICATION 
VIA EMAIL



• The professional relationships between staff and students are very important to the School 

and are something the School prides itself on. 

• It is highly likely that the primary form of communication (out of lectures) between staff and 

students will be via email. 

• Appropriate e-mail communication is important to understanding. 



COMMUNICATION VIA EMAIL 

• As our programmes are preparing you for the world of work it is important that you 

demonstrate a professional approach in your dealings with staff and others. 

– When contacting academic staff by email it is our expectation that you use correct grammar and 

proper punctuation. 

• Identify yourself when writing an email, do this by introducing yourself in the email or by 

signing off with your name



COMMUNICATION VIA EMAIL

• Please allow 48 hours response time before sending a follow-up email – University Policy. 

• This does not include weekends. 

– So if you send something on Friday and we teach all day Monday – you may not get a reply until 

Tuesday.

• Furthermore, under no circumstances do you email other members of staff asking the same 

question because you have not received an email response. 



COMMUNICATION VIA EMAIL

• Please make sure you only use your University email address when communicating to Staff 
Members, in addition staff members will only contact you via your University email address so make 
sure you check this regularly (it is advisable to check it daily). 

• Please ensure that you email the correct member of staff for your enquiry.

– Any issues regarding the course itself, questions and issues about the course etc. – you must contact the 
programme director.

– If you have specific questions relating to a module (i.e., questions about assignments) you must contact the 
module tutor responsible.

– In the case of a joint taught module – contact the relevant lecturer for the answer. 

– If you are experiencing personal distress you can contact your personal tutor, your programme director 
or student services. 



COMMUNICATION VIA EMAIL
DO’S AND DON'TS

DO’S

• Check your University Email Regularly. 

• Use your University Email Account to contact 
staff members. 

• Contact the correct member of staff. 

• Allow 48 hours for a response, before sending a 
follow up email. 

• Use E-mails as the primary source of 
communication out of lectures.  

• Use correct grammar / punctuation. 

• Identify yourself clearly within the email. 

DON’TS

• Contact other members of staff for the 

same line of enquiry (unless told to be the 

original member of staff).

• No Kisses

• No Emoji’s

• Avoid Text Speak. 



SOCIAL MEDIA



SOCIAL MEDIA

• The social networking sites which are widely available have the potential to enable students to 

support and encourage each other. 

• However there are occasions when the use of social networks can be problematic.

• For example if a student using the networks for whatever reason misunderstands assessment 

submission dates then this can cause a ripple of concern among the group if a questions is 

raised. 



SOCIAL MEDIA

• Please remember to always ask your lecturer or refer to Moodle if you are have a question 

regarding the course, do not use social media as a reference point regarding the course. 

• Also remember that you are all ambassadors of UWTSD and there have been cases in HE 

when poor conduct using social media has led to serious academic repercussions. 

• Use Social Media responsibly. 



• Remember you are in a competitive environment during your studies, how you present 

yourself in communication may make all the difference to you during your studies and when 

ultimately entering the world of work.



A GUIDE TO 
TURNITIN



WHAT IS TURNITIN UK

• It’s software that may be used by lecturers across the 
world to check the originality of your work, to grade 
your work and to provide feedback.

• Available on Moodle Under Assignments Submission 
Links.

• All essay based assignments will be submitted via 
turnitin.

– Lecturer may place other assessments through turnitin.  

http://www.inspire.anglia.ac.uk/assets/Uploads/_resampled/croppedimage17699-turnitin.jpg
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FEATURES OF TURNITIN UK

• ORIGINALITYCHECK
Ensures original work by checking submitted papers against 14 
billion web pages, 150 million student papers and leading library 
databases and publications.

• GRADEMARK
Saves time and improves feedback through online grading where 
standard and customized marks appear directly on the student's 
paper.

• PEERMARK
Engages students in the writing process by providing structured, 
anonymous feedback of other student's written work.

http://www.inspire.anglia.ac.uk/assets/Uploads/_resampled/croppedimage17699-turnitin.jpg
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SUBMITTING YOUR ASSIGNMENT VIA 
TURNITIN

• All assessments with the exception of timed essays, group discussions and seminar 

presentations will be electronically submitted via turnitin. 

• Including 1000 word contribution for essays. 

• 3 key aspects to remember when it comes to submitting online via turnitin 



3 KEY ASPECTS

• Start Date

– Date turnitin was opened by the tutor – you can start sending drafts into turnitin. 

– You can only submit 1 draft copy and 1 final copy (in separate portals – so no overwriting). 

• Due Date

– Deadline for assignments – turnitin is set for 12:00 (midday) of the day of deadline for essays. 

– 1000 word contributions may be different (at tutors discretion). 

• Post Date

– Date you will be able to view your mark and feedback. 

– 20 clear term-time working days (University Regulations). 





GRADEMARK

• In line with the University’s regulations, the normal expectation is that all assignments or 

other forms of assessment are submitted electronically, normally through the University’s 

Moodle platform (via Turnitin).

• There maybe some cases where it is not expected for work to be submitted electronically via 

turnitin (e.g. Examinations). 

• Consequently, you will receive your feedback and grade electronically via the GradeMark

function of turnitin. 

– The lecturer will not print hard copies of the feedback. 



GRADEMARK

• To view your marked work, your grade and your feedback you will need to go into “Grade 

mark” view of your assignment. 

• Click on your originally report score (as indicated in the next slide). 

• Then as you see the essay in full, click on the GradeMark option in the document view. 









GRADEMARK

• GradeMark consists of:

•

• document viewer frame - shows the Grade, the title and author of the paper.The similarity 

index will be displayed if the instructor has allowed students to view the Originality Report for 

the assignment

• paper text - the full content of the submitted paper, including images, as well as any marks 

made by the instructor

• the GradeMark sidebar - displays the comment/mark list, general comments, and rubric 

scorecard information for the paper being viewed



GRADEMARK VIEW



GRADEMARK

• Paper Information

•

• The paper information can be viewed by clicking on the information icon at the bottom left of 

the common viewer.

• The paper information contains: the submission id, the date the paper was processed, the word 

count, the character count, the number of submissions to the assignment. The Similarity Indices 

will only be displayed if the instructor has allowed students to view Originality Reports for the 

assignment. 





•
Marks added to a student submission appear in the body of the paper. The types of mark that an instructor can 
make on a student submission is a combination of any of the following:

•

• comments - a comment is equivalent to the note an instructor would write in the margins of a paper

• QuickMark(SM) - QuickMark comments may be used by an instructor to easily place notice of a complex or 
frequently used grammar, punctuation, or formatting issue

• a rubric - the rubric scorecard icon located at the bottom of the sidebar allows a student to view any rubric 
scorecard information added to the paper by the instructor

• general comments - a general text or voice comment can be added to a paper by the instructor to include a 
longer statement or overall review and assessment in greater depth without reference to specific marks on the 
paper



VIEWING MARKS AND FEEDBACK ON 
GRADEMARK

• Viewing Marks

•

• Student users are able to view the full information of a comment or QuickMark editing mark in 
multiple ways.

•
The primary method is using the mouse. The student will need to locate and click on a comment 
bubble on the paper. This will select the mark in question and open the comment attached to it, as 
well as emphasizing any highlight associated with the comment.

•
To view a QuickMark editing mark, the student user must move the mouse pointer over the mark 
to view the full information of the text associated with the mark.





Click on Printer Icon to download and/or print current view. 

In Grademark it will also download / print the feedback given 

by lecturers. In Originality it will also download / print the 

originality report. 



GRADEMARK DEMONSTRATION.

• https://www.youtube.com/watch?v=r9_mmowfEDo



ORIGINALITY REPORT OF TURNITINUK

• The Originality Report provides a summary of matching or similar areas of text found in a 
submitted paper. When an Originality Report is available to be viewed an icon is placed in the 
Originality Report column of the student class portfolio page. Originality Reports that have not 
finished generating have a greyed out icon placed under the Originality Report column of the 
student class portfolio page. 



• The Originality Report icon shows a percentage and a corresponding colour indicating on an 
index where this percentage falls in terms of matching content. This percentage is the overall 
similarity index. 

• The higher the percentage, the greater the amount of text in the submission that came up as 
matching against information in Turnitin’s repositories. The percentage range runs from 0% to 
100%. The percentage is generated by the amount of similar or matching text compared to the 
number of words in the submission in total 

• The colour of the report icon is linked to one of five tiers of overall similarity index. This is 
based on the amount of matching text found by the repository comparison. The possible 
similarity index percentage ranges are linked to a corresponding colour: 



ORIGINALITY REPORT
• • blue (no matching words) 

• • green (one matching word - 24% similarity index) 

• • yellow (25-49% similarity index) 

• • orange (50-74% similarity index) 

• • red (75-100% similarity index) 







• https://www.youtube.com/watch?v=TRPeekm_iV8

• http://www.youtube.com/watch?v=iQhKfU_ONNc&feature=related

https://www.youtube.com/watch?v=TRPeekm_iV8


IMPORTANT THINGS TO NOTE

• Turnitin isn’t a plagiarism checker as such its an originality checker. 

• If you have used lots of direct quotes your turnitin will score high. 

• However, if you have referenced correctly then this isn’t a plagiarism offence. 



IMPORTANT – UNIVERSITY REGULATIONS 
REGARDING E-SUBMISSIONS. 

• Students around aloud to submit to turnitin ONE draft submission (to view originality etc.) 

Before submitting a final submission. 

• Consequently for EACH assessment requiring an electronic submission there will be ONE 

Turnitin DRAFT portal and ONE Turnitin portal for your final submission and you will only be 

allowed to submit once in each portal. 

• IT IS YOUR RESPONSIBILITY TO MAKE SURE YOU SUBMIT YOUR FINAL VERSION OF THE 

ASSESSMENT IN THE Correct submission portal. 

– Lecturing staff will not be looking in the draft portal when it comes to marking the assessment. 





TIPS

• Read your originality report…. Even if the percentage appears low, don’t assume its fine. 

• Read the resources in the originality report and make sure you reference correctly. 

– It is quite common for internet sites to plagiarise, so check where turnitin is claiming you got the 
information from. 



TIPS

• Please remember the University regulations about Turnitin and the number of resubmissions 

you are allowed. Remember ONE Draft and ONE Final submission. 

• Turnitin will give an amended originality report, 24 hours after a resubmission. 





TURNITIN RECAP











Click on Printer Icon to download and/or print current view. 

In Grademark it will also download / print the feedback given 

by lecturers. In Originality it will also download / print the 

originality report. 



F O R M AT T I N G  A PA  
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FORMATTING APA STYLE IN 
MICROSOFT WORD 2013. 

• We will now go through the Microsoft Word document (which is available on Moodle) which 

provides some practical demonstrations regarding formatting APA style in Microsoft Word 

2013. 



TASK

• We will now spend the remainder of the lecture to go through some turnitin it trials, so you 

can have a feel for submitting via turnitin. 

• Please do not worry this will not be classed as a draft submission for any assignments. 


