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Assignment Layout

It will save much time and formatting if you use the SAWP assignment template for every
assignment as shown below, (available to download from Moodle, or provided for you by
your tutor on request) as it has the Table of Contents and Generic Headings already

inserted for you. You just need to rename the sections and/or delete as needed.
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Skills for the Workplace
Module Assignment Submission

Student Name: A. N. Other
Student Number: 1234567
Module No: BMSK***
Module Title: Name of module

Statement of Confirmation of Authenticity

By the act of making this submission, the student declares that this is the work of the
student named above. The work has not, in whole or in part, been knowingly presented
elsewhere for assessment, or where assessment has been built on a previous
assessment, this has been identified. Where materials have been used from other
sources it has been properly acknowledged. If this statement is untrue, the student
acknowledges that an assessment offence has been committed.

Attention is drawn to the plagiarism and unfair practice policies of both the University
and of ILM.
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Table of Contents

Lo T [T o USSR P SR
R T=ox [0 o T RSP
R0 Tox [0 3 TR
= Tor [0 3 T TR
KT Tox [0 41 S SNSRI
L 3 Tod LW o T R
RS =] =] 4Tl =T SRR SUER

L= oL

s~ A R W W W W

BPPENEIX 2 ettt eearerae e s teeaaeeeaeeeeaeeaeaaeaaaaeeaaaaesnaaanansonanstenansantanaantenantannaseanteeaneeeaeaesaeaeenann

Section Headings

These headings use the inbuilt Headings in Word. If you don’t use these inbuilt

Headings, you will not be able to create or update an automatic Table of Contents.

Changing the Headings
You will need to rename each Section to suitable Section Headings, depending on the
module. The easiest way to do this is to highlight the Heading with your mouse (click and

drag the mouse across the word)

You can then type over it with the text you want as your Heading

Trust in Teams

In this example, the Heading Section 1 has been changed to Trust in Teams
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Updating the Table of Contents

When you have changed your Headings, you will need to update your Table of
Contents (TOC) to reflectthese changes.

Go to the Table of Contents at the start of your assignment and left click on it near
the top. An Update Table tab should appear. Click on that and choose Update
entire table, click OK and it will update with your changes.
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Inserting new Headings

If you need to insert a new Heading, use the inbuilt Headings on the Home Tab in
Word

“ Home Insert Design

Clicking on the small down arrow at the end of the Headings box gives you more
options.
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Heading 1 or Heading 2 are usually the most suitable to use and you can modify the
Defaults if you need to.

Right click on the Heading you want to change and click on Modify.

AaRhi( 7. AaBl 1. aaebc AAH
Hea Update Heading 1 to Match Selection

' & Modify..

You can then make any changes you want in the dialog box that opens - as shown
below.

Modify Style

Properties
Mame: Heading 1
Style type: Linked (paragraph and character) b b
Style based on: T Normal i

Style for following paragraph: | T Mormal

Formatting

arial Rounded MT8v] 16 [v]| B 7 U || I
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Updating the TOC

Font: (Default) Arial Rounded MT Bold, 16 pt, Font color: Text 2, Kern at 16 pt, Space

A

Before: 12 pt

After: 3 pt, Keep with next, Level 1, Style: Linked, Show in the Styles gallery, Priority: 10

Based on: Normal i
Add to the Styles gallery ] Automatically update f
@ Only in this document O New documents based on this template
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Inserting your own Table of Contents

Sometimes you might want to create your own Table of Contents and this is how to do it.
Use an inbuilt Word Heading for each section (as shown above) and then when your
document is ready, go back to where you want your TOC to appear (usually on the
page immediately after your title page), click on the bottom of your title page as shown

by the arrow, go to the Insert tab and then Page Break.

Design Layout References Mailings Review View Developer ,
> D
»l—J = D 3 o )
D 1 —_ re=) r‘ =] I . er 4 &l Store \x/ S SE,
Blank = Page Table  Pictures inine Shapes SmartArt Chart Screenshot & My Add-ins ~ Wikipedia O|:1Iine Hyperlink
Page | Break > Pictures > v Video
Pages Tables INustrations Add-ins Media
Insert a Page Break (Ctri+Return) "2"""'é"'1"'2"'3"'4"'5"'6"
End the current page here and By the act of making this submission

move tc the next page.
the student named above. The work

@ Tell me more
presented elsewhere for assessment,

previous assessment, this has been i
other sources it has been properly ac
student acknowledges that an assess

Attention is drawn to the plagiarism

Universi of ILM.
|

When in the new page, go to the Referencestab and click on the down arrow on
Table of Contents. Choose Automatic Table 1 or 2 and a Table of Contents will

appear as shown below.
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Home Insert Design Layout References
E:‘ﬂ T) Add Text » 1 [y Insert Endnote r—l;:‘/
- ) Update Table AE: Next Footnote ~
Table of Insert o Insert
Contents ~ Footnote =1 »how iNoie Citation
Built-In

Automatic Table 1

Contents
Automatic Table 2
Table of Contents
Heading L.... 1
Heading 2........ - L |
Heading B it ainad Automatic Table 2 b cso o

Automatic table contents (labeled
Table of Contents”) that includes
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