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Assignment Structure

Always use the generic assignment template provided.

This will ensure that your assignments will contain:

» A coversheet (required, as it contains a declaration that the
assignment is all your own work)

» Table of Contents
» Suitable margins

» Sections to structure your work under specific content
headings
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Assignment Coversheet
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Module Assignment Submission

Student Name: A. N. Other

Student Number: 1234567

Module Code: ABCD****

Module Title: Name of module
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Assignment Coversheet

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 knowinaly 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
nd of ILM.,

Permisshan far ILM to use this sodpt
Ll uses leamers’ submissions = o an anongTmaus basis —for assessment stancardisathan. By 5u|:|r'11|:r|,;. baath thar comitre and the karmer aFroe
that ILM may wse this script on conditian that iIdentifying informatian is remaved. Howeser, i pou are ursdiling to alkoee ILM wse this saript,

please refuse by ticking the bow: o
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Assignment Template

Table of Contents
Introducton

References
Appendix 1
Appendix 2
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Assignment Template

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)

Section 1

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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Assignment Template

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 itnear

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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Assignment Template

I B - [ Update Table... |

'Tiable of Contents]"

Evaluate the appropriate mprove workplace
efficiency and employabili = : '
' Word is updating the table of contents. Select one
Introduction | of the following options:

' (O Update page numbers only
Smartphones and Tableg @ {Update entire table!

|
Demonstrate appropriate |

OK Cancel

Facebook

Twitter
Linkedin
Conclusion

Appendices
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Assignment Template

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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ing 7 Title @ s

AaBbCcDd AaBbCc ‘ AaBbCeDd AaBbCcDd AaBbh(C( AaBbCcl

JA JA Assign.. JA Headin.. YNormal 9 No Spac.. Heading1 Heading Zs

AaBbCcDi AeBbCcDd AaB AaBbCcD AaBbCcDd AaBbCcDd AaBbCcDd

Heading 3 Heading 4 Title Subtitle Subtle Em.. Emphasis Intense E...

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. 4aRl 1. aaebc AAH

Hea Update Heading 1 to Match Selection

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

Modify Style

Properties
Hame: Heading 1
Style based onc T Mormal
Style for following paragraph: | 7 Mormal

Formatting

Arial Rounded MT B)~| 16 ~| B T

Updating the TOC

Font; (Default) Arial Rounded MT Bold, 16 pt, Font color: Text 2, Kern at 16 pt, Space
Before: 12 pt

after: 3 pt, Keep with next, Level 1, Style: Linked, Show in the Styles gallery, Priority: 10
Based on: Normal

[~] Add to the shles gallery  [_] Automatically update
(@) Only in this document () New documents based on this template

AT TR AARA T ARIA SRR AR AT ARm e ar T iRl A SRad A A s As T e sl ae a e e
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Inserting a Table of Contents

Use a built-in Word Table of Contents

Use a Heading for each section (see previous slides) and then when your piece of work is
completed, go back to your cover sheet, click on the bottom of that page as shown by the
arrow, go to the Insert tab and then Page Break.

Design Layout References Mailings Review View Developer

bl = O L@ [ Bl o @ AV 4

Blank < Page  Table Pictures inine Shapes SmartArt Chart Screenshot & My Add-ins ~ Wikipedia Opline Hyperlink
Page  Break > Pictures ~ ¥, Video

Pages Tables Illustrations Add-ins Media
|-2-1-l-v-§~lv1-|-2<|'3-|-4~|~S~|v6'|-

Insert a Page Break (Ctrl+Return)
End the current page here and By the act of making this submission
move to 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 assest

Attention is drawn to the plagiarism i
Universi of ILM.
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Inserting a Table of Contents

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

w A H E A » -

Home Insert Design Layout References

B) Add Text ~ ABI M Insert Endnote @

[ Update Table AB] Next Footnote =
Table of Insert Insert

Contents » Footnote k=] Show Notes Citation
Built-In

Automatic Table 1

Contents
LT T T O TR

Heading 2......
Heading 3 .

Automatic Table 2

Table of Contents
I L e e e o Lt e e e e . i

Automatic Table 2

Automatic table contents (labeled
“Table of Contents") that includes
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Assignment Template

Use a standard font such as Arial or Calibri in size 11 or 12

Home Insert  Design Layout References Mail

=™ / . . .
AP . Arial 112 ~|A A Aa- Po

Paste v abe ? Ly
. < TFformatPainter B I U ~abe X X A~ - &

Clipboard Il Font ¥
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Assignment Template

> Keep to the same font type and size throughout your
assignment.

» Don’t change line spacing in different paragraphs.

» You can highlight your text (Use CTRL A on your keyboard
or hold down your left mouse button and drag your mouse
over the text).

» With the text still highlighted, you can choose the font

and size — this will make everything the same.
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Use Cirl A on your keyboard or hold down
your left mouse button and drag across the
Transition words text to highlight it

o Show order/sequence: first, then, next, finally, secondly, thirdly, began, ended

o Show time: soon, then, finally, previously, later, last, meanwhile, earlier, at the
same time, subsequently, following on from, when, immediately, upon, since

o Add some ideas: again, and, besides, therefore, also, additionally, indeed,

moreover, another, as well, likewise, furthermore, finally, next

o Show cause and effect: thus, hence, therefore, consequently, so, because, since,
then, finally, accordingly, for these reasons, as a result, on that account

o Indicate a summary: in brief, finally, in conclusion, to conclude, lastly, in summary,
on the whole, to sum up, in fact, indeed, in other words

With text still highlighted, choose
your preferred text font and size

[Tahnma w12

Theme Fonts

Cambria
Calibri

Recently Used Fonts
Arial

h 4
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Use 1.5 line spacing to make your paragraphs easy to read.

“ Home  Insert  Design Layout  References  Mailings  Review View  Help |

sy Nyt
o db Cu Calibri (Body) ~ |11~
ELE I_:|j:| |

Paste - 2
- * Format Painter B I U~aex X

Clipboard g Font

A
2l T | aaBbc

15 ~
20
25
3.0

Line Spacing Options...
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Content and Grammar

» Think of your assignment as a professional business report
that you would produce for your Manager and use an
appropriate tone and language (See resources on Moodle for
guidance on this).

» Try to remain detached and impartial in your writing,
providing evidence of different viewpoints if relevant to the
assignment brief.

» Avoid offering a personal opinion unless specifically
requested to do so.
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Content and Grammar

» Write in the third person as if writing a newspaper article,
except when you are writing a personal reflective account.

» Provide a short introduction saying what you are going to
talk about (required) and a conclusion (if it seems relevant
and appropriate).

» Students often have a tendency to begin well but become
more rushed towards the end and some sentences either
don’t make sense or appear disjointed when read over
again.
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Content and Grammar

» Take care when using proper nouns (names of people,
places or things). Use capitals and spell company and
product names correctly.

» Examples include Apple, iPad, iPhone, Microsoft, Amazon,
eBay etc.
(This also includes local businesses and places of course).

» Do not write in the ‘chatty’ familiar tone and language that
you would use with friends.

» There is no need to be too formal and ‘stiff’ in your tone
though.
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Content and Grammar

» Use correct punctuation and don’t have endless sentences

which are essentially a collection of phrases separated by
commas.

» Use ‘conjunctions’ (joining words) such as ‘and, but, also,
because’ instead of too many commas and consider using
shorter sentences when appropriate.

» Avoid using words such as ‘great’ as a positive adjective.
Substitute this with good, excellent, useful, helpful etc.

» Have you used the same adjectives too many times in one
paragraph?
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Content and Grammar

Read your sentences aloud to yourself.

> Do they make sense?

> Have you repeated yourself?

> Does it sound interesting?

> Would you enjoy reading this assignment yourself?
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Content and Grammar

Past Tense
Right
|/You/We/He/She/They did some research
|/You/We/They have done some research

He/She has done some research V

|/He/She was going out for dinner
We/You/They were going out for dinner

Wrong

|/We/He/She/They done some research x
We/You was going out for dinner
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Punctuation
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Apostrophes

An apostrophe denotes possession (belonging to) so
only use an apostrophe if you are talking about
possession, as in the following examples:

» The boy’s dog barked

» The teacher’s book

» The four teachers’ classes
» One week’s experience




Apostrophes

Plurals (more than one) DO NOT
NEED Apostrophes!!

Two Coffee’s X WRONG

(this is actually saying something belongs to the
two coffees!)

Two Coffees V' CORRECT
100’s of Free CD’s X  WRONG
100s of Free CDs  / CORRECT




Writing in the
Third Person
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Writing in the Third Person

Drop the ‘I’
If you worked at XXXX and want to comment

on something that happened there and are
trying NOT to say:

| worked at XXXX and noticed the following....

Don’t say:
The author worked at XXXX and noticed the
following...

%
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Writing in the Third Person

What to use instead?
Use something like:
Employees at XXXX noticed the following

Or
It was noticed by employees of XXXX that




