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OVERVIEW

Tips for Microsoft Word and organising your files

1.  ACAP assignment formatting
Note: All of the following

instructions are demonstrated on
2' IT HelpdeSk Windows OS; however, the
instructions are extremely similar
(if not the same) on Mac OS.
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ASSIGNMENT FORMATTING

IMPORTANT:

All ACAP assignments must adhere to the following APA formatting, unless instructed
otherwise.

Please check your Unit Outline/Assignment Criteria to see if there are any specific
formatting requirements for your assignment.

Standard formatting helps to ensure fairness and consistency in marking. If you do not format
your assignments correctly, you will lose marks.
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ASSIGNMENT FORMATTING: CHECKLIST

ACAP Presentation APA Style

Checklist For more information on APA
Formatting, including “How to” videos
and guides, please visit the
“Presentation Requirements” Page

Size 12 Times New Roman font on the SLS Website:

Margins of 2.54 cm (normal margin)

Microsoft Word Format must be used. PDF format is not accepted.

Each page numbered in the top right-hand corner (use the header — page number)

https://sls.navitas-
professional.edu.au/counselling-
psychology-social-work-
Indentation for first line of every paragraph at 1.27cm (one tab) presentation- reg uirements-apa

Double spacing with no extra spacing between paragraphs

Text is aligned to the left

Hanging indent of 1.27cm required for reference list entries

Reference list on a new page AGAP


https://sls.navitas-professional.edu.au/counselling-psychology-social-work-presentation-requirements-apa
https://sls.navitas-professional.edu.au/counselling-psychology-social-work-presentation-requirements-apa
https://sls.navitas-professional.edu.au/counselling-psychology-social-work-presentation-requirements-apa
https://sls.navitas-professional.edu.au/counselling-psychology-social-work-presentation-requirements-apa

FORMATTING: CHANGE PAGE SIZETO A2

1. Click onthe page that you wish to
make A2.

2. Gotothe Layout tab.

3. Click on ‘Size’ and choose More

Paper Sizes from the drop-down

menu.
4. Select Custom Size (Or More

Paper Sizes).
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5. Change the width of the page to
42 cm and the height to 55.87cm.
6. Click OK.

7. If another dialogue box opens AGAP
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relating to Margins, click Ignore.



FORMATTING: MARGINS
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FORMATTING HEADERS: OPENING THE EDITOR

- Word
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To edit the Header of the document
(that will appear on every page):

Go to the “Insert” tab at the top of
the page.

Click “Header”.

Chose “Edit Header” from the
drop-down menu.

Click in to the header to begin
editing.
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FORMATTING HEADERS: ADD PAGE NUMBERS
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To add a page number
to the Header, go to..
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Top of Page
Choose the “Plain
Number 3” option

P;;?;j: 63 My Add-ins ~ izt Er{;l;r;i FE| Cross-reference Comment Page Number ~ | B-I::E
Reuse Files Simple ™ Top of Page >
7 plain Number 1 Bottom of Page >
/ Page Margins >
1

Plain Number 2

Current Position >

Ejz’ Format Page Mumbers...

EE'( Eemove Page Numbers

Plain Number 3

Page X

Accent Bar 1

Plain Number 3

Number with no formatting or

— ACAP



FORMATTING HEADERS: EDIT PAGE NUMBERS
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FORMATTING: FONTS

* The font size should be Times New Roman, Size 12.
* Ifyou need to highlight the whole document to change the font, press “Ctrl+A” (or Cmd+A)

to “Select All”. Alternatively, you can highlight the whole document using your cursor.
* Then go to “Home” and change the font to Times New Roman, Size 12.
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FORMATTING:

LINE SPACING

Note: All ACAP assignments should have double line spacing, unless instructed otherwise.
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FORMATTING: INDENTS

Note: Indent the beginning of each new paragraph. You do not need to put a line between paragraphs.
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FORMATTING: REFERENCE LIST & HANGING INDENTS

A full reference list should appear on a new page. Each reference should have a hanging indent

of 1.27cm.
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FORMATTING: WORD COUNT
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IT@STUDENT HELPDESK

MSESSHEHT ® Submitting assgnments anbre trough Turmitn

= About Turnitin and FACs

= Rovicwing Assignmont Feedbaak in Turnitin Feedback Studio
w How to compress and submit your wideo for assignmiont

# Uso Smarthinking Online Essay Contre

Emuuh'rE Dlpmm nF LEEﬂl = Practios Maragoment Systom Studoent Guido
PRACTICE (GDLP)

Need IT assistance? ACAP students and staff can rest assured with
expert support from the IT team. Browse the How To Guides below
for common troubleshooting.

I

STUDENT OFFICE 365 / EMAIL = Drownioad sadraisl Offce 555

» Student Emad
» Add Your Shadent Email bo Mail Clients
STUDE"T PuR‘I‘AL @ How to Login to the Student Portal
» Change Your Password

o Roszot Your Password

mu" = How touse Foom Onfine Classrooms
= Gotting Started 2= a Participant (Sudents)
w How touse Live Transcript
UNUNE CLASSES e Finding your onbne clazsroom = Hiow to display your proncuns
® Setup your profike and add a profile pioture
o Announcement and Discussion forums
» Subsaribing/ Unsubsonbing from Forums and email notfications

» Echo360 Lecture Recordings

u'I'HEH I'I' Hn“_m EUIDES = Computer Standards and Recommended Software

= Allowing Cookics and Pop-ups

|
» Cloar cache and cookics and resct the browsor n c n P

https:/www.acap.edu.au/student-resources/support-services/it-student-helpdesk/



https://www.acap.edu.au/student-resources/support-services/it-student-helpdesk/

: Referencing and Academic ;
Study Skills ; Assignment Types
Integrity

Making The Technology Work

For You

Presentation Skills

Essential Skills For Your VET Peer Assisted Study Sessions
Diploma Studies (PASS)

Test and Exam Skills

STUDENT LEARNING SUPPORT WEBSITE

Being a Critical and Reflective
Thinker

English Language Support

http://sls.navitas-professional.edu.au/

ACAP


http://sls.navitas-professional.edu.au/

WHO CAN HELP ME?

Questions about Questions and Timetable, Attendance, Class Space,
my assignment and | advice about how Enrolment, Course Planning, | Login, Email,
class content to develop study Extension, Special Office 365
skills and improve | Consideration, Accessibility,
my academic Counsellor
writing
Your educator Your local SLS The Student Engagement IT support Fees & Loans
advisor Team
* QJ/A Discussion Click here to find Email: Email: feesandloans
forum your local SLS studentcentral@acap.edu.au  helpdesk@acap. @acap.edu.au
* Direct message contact details Phone: 1800 061199 edu.au
* [nthe class space
e Email educator Online Chat Service: via

student portal or ACAP
website


https://sls.navitas-professional.edu.au/contact-us
https://sls.navitas-professional.edu.au/contact-us
https://sls.navitas-professional.edu.au/contact-us
mailto:studentcentral@acap.edu.au
mailto:helpdesk@acap.edu.au
mailto:helpdesk@acap.edu.au
mailto:feesandloans@acap.edu.au
mailto:feesandloans@acap.edu.au

CONTACT

Reach out to Student Learning Support (SLS)

Sydney students Byron Bay students Brisbane students
SLSSydney@acap.edu.au SLSByronbay@acap.edu.au SLSBrisbane@acap.edu.au
Melbourne students Adelaide students Perth students
SLSMelbourne@acap.edu.au SLSAdelaide@acap.edu.au SLSPerth@acap.edu.au

Online Campus (email contact for MBA and
Graduate Certificate of Coaching students)

SLSOnline@acap.edu.au

ACAP


mailto:SLSBrisbane@acap.edu.au
mailto:SLSSydney@acap.edu.au
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HOW DID WE DO?

Tomorrow you will be sent an email with
a survey link and a link to these slides.

Thanf Vou!

We would appreciate your feedback on
this webinar to help us improve our
service.

SCAN ME

https:/www.surveymonkey.com/r/SLSWebinarSurvey

ACAP


https://www.surveymonkey.com/r/SLSWebinarSurvey

THANKYOU

CONTACT:

Student Learning Support

Australlan
College of
Applied
Professions
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