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1. Microsoft Word Processing Basics 

 

1.1 Pin to taskbar 

 

To access the Microsoft suite of programs you will need to select the following buttons; 

Start                  All programs               Microsoft Office (Select)                Microsoft Word (Select) 

Pin to Taskbar by clicking and dragging to taskbar. This can be done with any program to create a 

short-cut. 

 

 
1.2 Customising a Quick Access Toolbar 

Here you can select the functions you want to have easiest access to when using word 

 

 

 

 

 

1.3  TABS 

The main headings which organise the options for formatting and editing your document. 

 

 

Tabs 
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1.4 Making your ruler visible 

 Rulers are located at the top and on the side of your document. They are very useful for 

ensuring that your document is formatted correctly and you can use them to ensure the layout 

of your document is uniform including indentation and font justification. 

 

 

Graphics and Editing Text 

1.5 Using styles effectively 

Using the “styles” functions can help ensure your assignments are correctly formatted as per the 

unit guidelines and also make it easier and more appealing to read.  

a. Select some text to which you want to format and apply a relevant style. Using a style allows 

you to make the selected text a Main heading or sub-heading, figure heading, table title and 

paragraph font. You can create a template for each of your subject requirements using 

styles. 

b. Click on the “home” table and click into the style gallery on the right hand side of the page. 

Select the type of text you want to format or create a style for. To select more styles you can 

click on the “more styles” drop-down menu.  

 

 

2 

1 

Home 
Style gallery More styles 
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c. You can use a pre-populated style or you can create your own that is specific to your 

assessment requirements. To use and existing style simply click on it and it will apply to your 

selected text that you have highlighted. To apply your own, follow the steps below. 

 

 

 

 

 

 

Right click on the style you want to edit 

and click “modify”. 

Create a title 

Select font type, size, line spacing 

and alignment 

Select this to set up as a style every time you 

open a word document on your computer. 

Click here for more formatting 

options 
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1.6 Format painter 

This format painter function is useful in formatting your text to match other text or headings in your 

document. Start by highlight the text that has the formatting that you want to apply to another 

section. Then select the “format painter” tool.  Your mouse will change to a paint brush. Use this to 

select the text you want to convert. You will then have matching text. 

 

 

 

 

1.7 Tabulation 

 

Tables are useful for organising your information in an easy to read format. It is also a great way to 

organise your information using less words. To insert a table use the following steps. 

 

 

1: Select insert table and 

click on ‘table’ 

2: You can draw a table by highlighting the number of rows and 

columns you want. 

Start by highlight the text you 

want to match to. 

Format Painter will change your 

mouse to a paintbrush. Select text 

you want to convert. 
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1.5 Find and replace 

While writing your assignments you made need to search 

for a particular term you have used. You may also have 

used an incorrect term a number of times and need to 

quickly replace this. There is a quick and easy way to find 

this word or phrase and replace it with the correct text 

across the many places you used it in your document. This 

is done using the “find and replace” function. 

a. Click on the find button in the Home tab. You can 

also use the Ctrl +F function to load the navigation window. 

 

 

 

 

b. Enter 

the 

word 

or 

phras

e you 

want to locate in the search box on the left-hand side of the screen. It will generate a list 

matching the text and also highlight it in the text on the page. 

  

 

Select the find button 

Search box 
Close button Location of searched word 

3: By selecting ‘insert table’ 

you can enter your 

dimensions this way as an 

alternate for larger tables 
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c. Once you have found the text you are looking for you can either click on the highlighted text 

and type over it or replace all text with another word or phrase. Alternatively can select the 

replace button.  

 

d. A search box will appear. Enter the text you want to find to replace in the “find” box and 

then enter the text you want to replace it with in the “replace” box. You can either replace 

all by clicking “replace all” or search each matching text to only replace selected ones. 

 

 

Replace button 

Enter text you want to locate 

and what to replace with 

This button will only replace the 

text highlighted and will then 

jump to next match if selected. 

This button will replace all text 

matched with your new word or 

phrase. 

This button will allows you to 

navigate to the next match of 

text in your document. 
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1.6 Short Cut Keys 

TIPS: Short-cut Keys  

Short-cut keys are two or more you press in sequence on a keyboard to engage a function without 

having to select it from the main menu tabs. 

TIPS: Non-printing characters 

 

 

 

 

  

Short Cut Function 
Ctrl + C Copy 

Ctrl + V Paste 

Ctrl + X Cut 

Ctrl +D Insert Date 

Ctrl + T Insert Time 

Ctrl +A Select All 

Ctrl + S Save 

Shift + Enter Insert space between text 

Character Denotes 

 

A tab  

   . A space 

   ¶ The end of a paragraph 

 

Hidden text 
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Formatting for Assignments  

1.7 Margins 

Margins allow you to set the amount of white space that will appear along all four sides of your 

document. The margin option in the “Page Layout” Tab allows you to choose pre-formulated margin 

sizes or you can select “custom margins” to create your own for your assignment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select Page 

Layout 

 

2. Select template 

or custom to 

create your own 
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1.8 Table of contents 

Useful when writing longer documents such as reports, research projects or your thesis. A TOC helps 

both you and your reader to find various sections of your document quicker and more easily. Use 

the following steps to insert a TOC to your document. 

 

 

 

 

Set the value of the 

margins you want to 

create 
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2a: Click on References tab 

2b: Click on insert table 

of contents 

3: Select the style you 

want to use 
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TIP: How to update content in your TOC 

If you have made changes to your headings or pages after you have made your TOC, you can easily 

add these changes in your TOC. 

 

4: It will automatically 

insert a TOC at the top of 

your document 

1: Click into your TOC. It 

will show this button. 

Select ‘update table’ 

2: Select the option you 

want updated in your 

TOC 
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1.9 Page numbering 

Page numbering helps keep your document organised and allows both you and your readers to find 

information quickly. To add page numbers follow the steps below. 

 

 

If you have a title page in your document or a table of contents, you will need to make sure your 

page numbering doesn’t start on these pages.  

 

 

1.10 Inserting a Header and Footer 

Headers and Footers are important at university. They help to identify who the document belongs 

to, what subject it is for and for which specific assessment item it is for.  In the header it is useful to 

include your name, student number, unit code and assignment number. 

1. 

2. 

Select “different first page” 
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1.11 Inserting Page Breaks 

As you write your assignments you might need to move certain information onto a new page or 

change the point at which a new page begins. You can do this by inserting page breaks. For example, 

the heading of your methods section of your report is at the bottom of the page and your first 

paragraph begins on the next page. You may want to insert a page break to keep the heading and 

the first section of text together.  
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1.12 Creating a template 

Templates are useful when you have specific formatting requirements for your discipline area. You 

can save time when completing your assessment by creating templates to use to write your 

assignments. To create template, open a blank document. Set up the headings (if needed) and styles 

you want to use. You can also create a table of contents and reference list in the template. Once you 

are finished setting up your template you need to save it as a template. This means that each time 

you open your template it will open a new document for you to use based on this template.  These 

two options are below. 

 

Select Files and click 

“save as” 

Select “template” and 

click ok 
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1.13 Using the referencing tool 

 

Steps to make your APA reference list 

 

A: Inserting in-text citations 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1: Click on References Tab and then click on ‘add 

new source’ button  

2: Select referencing style 

Select “file” and click 

“new” 

Select blank document to 

create your own of select 

an existing template 
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3: Select the type of source 

4: Fill in the information. 

5. When entering sources you may need 

to click “show all bibliography fields”. 

This will allow you to enter all necessary 

information like volume and issue 

number. 
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Final tips 

 Remember that the correct citation depends on input. Make sure your spelling and 

punctuation is correct when you enter the information. 

 Use the example for each section to ensure you enter in correctly. 

 When using Government or organisational website, enter as Corporate Author. 

 

B) Editing In-text Citations 

Sometimes you may start a sentence with your author and don’t want to repeat it in the citation. 

Here’s how to remove from the in-text citation.  

1. Click into the citation to 

highlight grey. 

2. Select “edit citation” 



19 
 

  

3. Tick the suppress author and title box. Or any section of 

your reference you need to hide. 

4. It will now only include what you told it to. 

3. Tick the suppress author and title box. Or any section of 

your reference you need to hide. 
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C) Creating the References list 

1. Insert a blank page at the end of your document. 

 

 

  

2. Under the references TAB select the 

Bibliography drop-down menu and select any 

option. 

3. Change heading to ‘references’ by 

highlight and typing over text. 
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D) When you entered a reference incorrectly 

 

 
1. Click into your in-text citation to 

make grey. Select edit source 

2. Edit the field that are incorrect. 

3. Select ‘Yes’ to have it fix all of 

your in-text citations. 
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E) Make a template to save sources for future assignments 

 

 
 

 

 

  

  

1. Select File ‘Save As’ 

2. Save as a ‘Word Macro-

Enabled Template’. This will 

allow a copy to be created for 

each assignment and retain 

your list of sources. 

4. Select update ‘Citations and Bibliography’ to have 

your reference list update also. 
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Activity 1 

Create using the “styles” function the following styles. 

 

1. Main Heading 

 

 14pt Arial font 

 Bold and underlined 

 Justified font 

 10pt spacing after heading 

 Black or Navy font colour 

 

2. Sub-heading 

 

 12pt Arial font 

 Bold and underlined 

 Justified font 

 10pt spacing after heading 

 Black or Navy font colour 

 

3. Paragraph 

 

 12pt Arial font 

 1.5 line spacing 

 Justified font 

 10pt spacing before and after paragraphs 

 

4. Table Title 

 

 10pt Arial font 

 Bold and underlined 

 Justified font 

 10pt spacing before and after paragraphs 
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Activity 2 

 

Part 1: Create a template for an upcoming report assignment you 

need to prepare.  Use the recommended headings below and be sure 

to use your “styles” function. Make sure you save as “template”. 
 

Recommended Headings: 

 Executive Summary 

 Introduction 

 Aims and Objectives 

 Methods 

 Data 

 Discussion 

 Conclusion 

 Recommendations 

 References 

 

Part 2: Insert a table of contents to your template using the headings 

above.  
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Activity 3 

 
Practice Task 1: 

 

Create an APA style reference list. You will need to log onto the CDU library 

website and find the journal article and book sources using SUMMON. To make 

the correct reference list you need to find all of the publication information.  

 

1. Government Website: 

http://www.abs.gov.au/AUSSTATS/abs@.nsf/Web+Pages/Population+Clock?opend

ocument#from-banner=LN 

 

2. Book: Contexts of Nursing  (most current edition) 

 

   

 

 

 

 

http://www.abs.gov.au/AUSSTATS/abs@.nsf/Web+Pages/Population+Clock?opendocument#from-banner=LN
http://www.abs.gov.au/AUSSTATS/abs@.nsf/Web+Pages/Population+Clock?opendocument#from-banner=LN
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3. Journal article: The Voice of the Child in Social Work Assessments: Age-Appropriate 

Communication with Children 

 

 

4. A newspaper article: http://www.news.com.au/national/northern-territory/moderate-

chance-of-nt-cyclone-this-weekend/news-story/d57a2f1edd30a6d2c70f78311e09b598  

 

 

 

 

 

 

 

 

https://cdu-edu-primo.hosted.exlibrisgroup.com/primo-explore/fulldisplay?docid=TN_oxford10.1093/bjsw/bcv040&context=PC&vid=61CDU&lang=en_US&search_scope=default_scope&adaptor=primo_central_multiple_fe&tab=default_tab&query=any,contains,communication%20in%20social%20work&sortby=rank&mode=Basic
https://cdu-edu-primo.hosted.exlibrisgroup.com/primo-explore/fulldisplay?docid=TN_oxford10.1093/bjsw/bcv040&context=PC&vid=61CDU&lang=en_US&search_scope=default_scope&adaptor=primo_central_multiple_fe&tab=default_tab&query=any,contains,communication%20in%20social%20work&sortby=rank&mode=Basic
http://www.news.com.au/national/northern-territory/moderate-chance-of-nt-cyclone-this-weekend/news-story/d57a2f1edd30a6d2c70f78311e09b598
http://www.news.com.au/national/northern-territory/moderate-chance-of-nt-cyclone-this-weekend/news-story/d57a2f1edd30a6d2c70f78311e09b598
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Practice Task 2: 

Using the references you have sourced above to create an APA reference list, 

practice inserting them as in-text citations into a paragraph of your choice. 

 

 

NOTE: You can select the source to reference from your list, but attempt to use 

the different options for practice of the many ways you will reference in your 

assessment tasks. 

 

1. A direct quote 

2. According to (author and year) 

3. ____(year) states that 

4. Similarly (author 1+ year and author 2 + year) agree that 
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Learning objectives 
 

 Explain critical thinking 

 Recognise different types of  claims/ assertions/ statements 

 Distinguish fact from opinion 

 Evaluate arguments 

 Develop as a thinker  

 

 

Task: 1 
Study the picture on your table: 

 

 Describe what you see 

 Discuss what you think 

 Suggest alternative views 
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Task 

 

 Choose an object on the table. 

 Describe it 

 Discuss what it is used for? 

 Now think of at least five other uses.  

o Do not only think of the obvious, think outside the box. 

o Write them down  

o Discuss in a group. 

 

What is critical thinking? 
 

Thinking critically requires more than describing or reproducing key facts, or outlining the 

perspectives of various writers  

 

When we think critically we are being active. That is, rather than passively accepting everything we 

read and hear, thinking critically requires us to:  

 

 Make judgements 

 Reason 

 Solve problems 

 Understand 

 Find patterns 

 Reflect 

 critique 

 

By thinking critically we accept that there is no one or correct point of view. At university this will be 

invaluable in:  

 

 Lectures and tutorials 

 Reading and writing assignments 

 Making decisions 

 Developing arguments 
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Critical reasoning/listening 

Task: 

Scenario 1 

 

 

There is a catastrophic bushfire.  

Task: 
 

 Write down the given scenario on your board. 

 Based on the information given, think of the causes for the fire. 

 Discuss alternatives in your group 
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Scenario 2 

A patient presents at hospital 

 

 

 

 

 

 

 

 

 

 

 

 Write the given scenario on your board 

 Based on the information consider possible causes for the symptoms and signs 

 Discuss alternative causes in your group 

 Present your findings and the reason to the class 
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Critical reading 
 

Most of the readings you are given at university will contain an argument. In academic writing an 

‘argument’ can be: 

 A line of reasoning 

 A point of view taken 

 A defence on a position 

 A case that is being made 

 

All of these should be: 

 Backed up with evidence and examples 

 Lead to a conclusion 

When reading at university, you need to be constantly aware that the writer has a purpose, you 

need to keep the purpose in mind and evaluate the evidence they are presenting to back up their 

argument. 

 

Task 
Evaluate the newspaper article ‘Crocs Causing Chaos’ 

 Critically read the article and: 

 Identify the line of reasoning in the text 

 Critically evaluate the reasoning  

 Question surface appearances and check for hidden assumptions or agendas 

 Identify the evidence in the text 
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Now write down five issues you have identified 

1. ___________________________________________________________________________

___________________________________________________________________________ 

2. ___________________________________________________________________________

___________________________________________________________________________ 

3. ___________________________________________________________________________ 

4. ___________________________________________________________________________

___________________________________________________________________________ 

5. ___________________________________________________________________________

___________________________________________________________________________ 
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 Critical thinking -Identifying patterns 
 

 

 

 

 

 

 

 

 

 

 

Work with a partner 

1. Take the cards out of the pack 

2. Place them upside down 

3. Turn the first one over 

4. Study the image 

5. Turn the second card over 

6. Is there a pattern you can identify? 

7. Turn the third card over 

8. Confirm your pattern or continue searching for patterns 

Critical thinking –Solving puzzles 
Work individually 

 Take the puzzles out of the envelope 

 You have two minutes to solve them 
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Paraphrasing and Summarising 

Task 
Discuss in groups: 

 What it means to paraphrase 

 What it means to summarise 

Is there a difference? 

Discuss 

 

Paraphrasing 

 A paraphrase is restating in your own words the ideas of an original. Good paraphrasing can help 

you demonstrate that you have understood the text and will help you avoid plagiarising. 

Task 
Read the three sentences on the screen n Car safety systems. You want to use this information but 

want to use your own words. 

Use the following steps. 

1. Look for important points 

2. See what important relationships there are 

3. Find linking phrases connecting points 

4. Look for specific verbs of relationship 

5. Try and find some alternate words like: 

a. Synonyms 

b. Changing parts of speech (noun to verb) 

c. Changing the order of the sentence 

6. Now write the three sentences in your own words. 

Summarising 

Summarising is the most important part of writing essays. This skill allows you the writer to distil 

long sources into concise forms. As with any skill it becomes easier with practice. 

Task 
Write a short summary on one of the following topics: 

1. One of your parents 

2. The community where you live 

3. A product you have recently bought 

Now share  
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Figure 1: Quote, summarise and paraphrase 

In your writing try and avoid quoting, to show you understand the work and can incorporate a 
number of sources, you need to use summaries. 

 

Stages of summarising 

1. Read the original carefully and check any unknown vocabulary 

2. Note the key points  

3. Make a summary of key points, paraphrasing is needed 

4. Write the summary from your notes, reorganise of needed 

5. Check the summary to ensure it is readable and the meaning has not been changed 

 

 

Differences between paraphrasing, summarising and quoting 

 

Paraphrasing Summarising Quotations 

Is not an exact copy of the original Is not an exact copy of the original Is an exact copy of the original 

Involves re-writing the original 

into your own words 
Uses the main ideas of the 

original, in your own words 
Short extract from original 

Quotations 

Paraphrases 

Summaries 
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Keep original meaning, but 

change the words and sentence 

structure 

Usually shorter than original text. 

Gives the main ideas 
Use quotation marks unless over 

30 words, then use a block quote 

Must be referenced Must be referenced Must be referenced with page 

numbers 

 

Incorporating sources 

 

verb alternative 

show demonstrate, establish 

persuade assure, convince, satisfy 

argue reason, discuss, debate, consider 

propose advance, propound, suggest 

advise suggest, recommend, advocate, exhort, encourage, urge 

believe hold, profess (the view that…) 

emphasise accentuate, stress, underscore 

support uphold, advocate 

state express, comment, remark,  declare, articulate, describe, instruct, inform, report 

examine analyse, discuss, explore, investigate, scrutinise 

evaluate appraise, assess 

hypothesise speculate, postulate 

claim allege, assert, affirm, contend, maintain 

disagree dispute, refute, contradict, object, dissent 

reject refute, repudiate, remonstrate (against), discard, dismiss, disclaim 
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Task 

In the envelope on your desk you have nine cards.  

In pairs write a paraphrase for the first five and a summary of the last 4.  

Form groups of four; compare your writing to the other group. 

Have you changed the wording significantly? 

Have you retained the meaning? 

 

Task 

The next activity is to practice all the skills we have learned today. 

In groups of three you are going to write a summary of a paragraph. 

Follow the instructions on the activity. 

All groups with the same activity compare your summaries and report back. 
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Paraphrasing Activity:  

3 players  
 

Aim: to correctly paraphrase the original text in four stages without losing any of the key 

information or plagiarising. 

1.14 Player 1:  

1.15 Highlight or underline key words in the text below: 

 

Fukuda, Y, Manolis, C & Appel, K  (2014) Management of human-crocodile conflict in the 

Northern Territory: Review of crocodile attaks and removal of problem crocodiles, The 

Journal of Wildlife Management doi: 10.1002/jwmg.767 

 

Public safety is one of the priorities in the management of saltwater crocodiles in the Northern 

Territory (Leach et al. 2009, Fukuda et al. 2012). The Northern Territory Government's public safety 

program consists of 2 major components, education for safety awareness and the removal of 

problem crocodiles. The public education program for crocodiles started in the late 1970s with the 

goal of raising the awareness of the risk of crocodile attack (Butler 1987), and was sustained at 

different levels of intensity depending on the public concern triggered by occasional crocodile 

attacks (G. Webb, Wildlife Management International, unpublished data). It also involved the 

installation and maintenance of warning signs in crocodile habitats with frequent human access, 

providing information exhibits and talks at local events and schools, and advertizing public notices in 

a variety of media (e.g., television, radio, newspaper, and website). During the 1990s, less effort was 

expended on media and school outreach, but in the last decade, government revitalized the public 

education program, “Be CROCWISE,” with dedicated staff and funding to deliver the message about 

crocodiles and efforts to maintain public safety in the Northern Territory (Leach et al. 2009, Parks 

and Wildlife Commission of the Northern Territory [PWCNT] 2014). 

………………………………………………………………………………………………………………………………………………………… 

 

 

http://onlinelibrary.wiley.com.ezproxy.cdu.edu.au/doi/10.1002/jwmg.767/full#jwmg767-bib-0031
http://onlinelibrary.wiley.com.ezproxy.cdu.edu.au/doi/10.1002/jwmg.767/full#jwmg767-bib-0019
http://onlinelibrary.wiley.com.ezproxy.cdu.edu.au/doi/10.1002/jwmg.767/full#jwmg767-bib-0008
http://onlinelibrary.wiley.com.ezproxy.cdu.edu.au/doi/10.1002/jwmg.767/full#jwmg767-bib-0031
http://onlinelibrary.wiley.com.ezproxy.cdu.edu.au/doi/10.1002/jwmg.767/full#jwmg767-bib-0042
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Player 2:  

Read the text above and take notes in bullet form. Make sure you have included all the 

key words. When finished, DO NOT show player 3 the original.  

Pass your notes to player 3. 
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 Player 3:  

 Re-write the above notes into a paragraph in the space below: 
 

 

 

 

 

 

 

 

 

 

 

 FINAL RESULT: Compare the original text with player 3’s paragraph. 
 Does players 3’s paragraph convey the same meaning as the original text? 

 Has any information been left out? 

 Are any phrases or sentences still the same? 
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1. Paraphrasing 
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Time Management 

 

Aim 

o To develop more successful study habits 

o To clarify your concerns about study  

o To suggest ways to manage your time 

Task 

Brainstorm as many expressions to do with time and discuss which express time as within your 

control or/and outside of your control. Do we have agency? 

 

Successful Study 
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Studying at CDU may be very different from your experience of learning at school.  At university, you 

are expected to be an independent learner. This means you take responsibility for your attendance at 

campus and online lectures and tutorials, conduct your own research, do extra reading, complete your 

assignment tasks, and submit your work for assessment. Because your studies will always be competing 

with other commitments in your daily life, such as work and family, it is important to plan carefully so 

that you keep up with the week to week tasks with in each unit and your assignments are always 

submitted on time. 

 

How do you use your time each week?  

Task 

Your time inventory 

Work out where your time goes by completing this inventory as honestly as possible. 

 

There are 168 hours in a week. Subtract your ‘Total hours spent’ from this to see how many hours per 

week you have for study. 

Work in pairs and discuss what has to change to accommodate your studies (work on 10 hours per 

week per unit).  
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CDU has created these useful online tools to help you manage your time and your assignments through 

the assignment scheduler.  

i. Time management scheduler 

 

https://imps.cdu.edu. au/students/time-management/ 

 

 

ii. Assignment scheduler 

https://imps.cdu.edu.au/students/assignment-scheduler/ 

 

 

The importance of time management 
 

 Planning your time increases your chances of enjoying your life as a student. It also helps to 

reduce stress about assignment deadlines and exams. 

 It is very important to find a balance between mentally challenging activities and those that 

are more relaxing. 

 Good time management requires that you take a pro-active approach - know yourself, your 

goals, strengths and weaknesses - know how you are currently using your time and how you 

need to reorganise it while at the same time knowing what you require to stay sane! 

https://imps.cdu.edu.au/students/assignment-scheduler/
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The following exercises will assist you to think through these things and come up with a weekly and 

a semester plan. These plans will probably need to be revised at regular intervals to cater for 

changes.  

It cannot be emphasised enough how important it is for you to have a quick and easy overview of 

where you are at in the semester and what you are committed to doing or completing. Therefore, 

once you have completed your semester plan, place it on the wall in your study area (or on the 

fridge where everyone who needs to see it, can). By doing this, you are following the principles of 

good time management.  

Printable Semester and Weekly Planners 

http://learnline.cdu.edu.au/studyskills/studyskills/timemanagement.html 
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Finally, take time to ponder … 

Time is an equal opportunity employer. Each human being has exactly the same number of hours 

and minutes every day. Rich people can't buy more hours. Scientists can't invent new minutes. And 

you can't save time to spend it on another day. Even so, time is amazingly fair and forgiving. No 

matter how much time you've wasted in the past, you still have an entire tomorrow. 

― Denis Waitley 

You get to decide where your time goes. You can either spend it moving forward, or you can spend it 

putting out fires. You decide. And if you don't decide, others will decide for you. 

― Tony Morgan 

You can’t manage time. You can only manage your life. You can’t strategically plan time, you can 

only plan your life.”  

― Farshad Asl, 

Procrastination is opportunity's natural assassin. 

― Victor Kiam 

The bad news is time flies. The good news is you're the pilot.  

― Michael Altshuler 

  

https://www.goodreads.com/author/show/5108.Denis_Waitley
https://www.goodreads.com/author/show/218816.Tony_Morgan
https://www.goodreads.com/author/show/15906002.Farshad_Asl
https://www.goodreads.com/author/show/1289929.Victor_Kiam
https://www.goodreads.com/author/show/1173800.Michael_Altshuler
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1. What is academic writing? 
 

• Writing with particular structure 

• Uses formal academic vocabulary 

• Answers a question/addresses a task 

• Uses current research in the field 

2. Understanding the terminology 
Match the term to the correct definition. 

Term Definition 

Analyse Explain a topic briefly and clearly 

Assess/Evaluate Pick a point of view and support with evidence 

Describe Deal with a complex subject by reducing it to the main 
elements 

Discuss Divide into sections and discuss each critically/consider 
widely 

Argue Break down into the various parts and their relationships 

Examine/Explore Make a proposal and support it 

Illustrate Look at various aspects of a topic, compare benefits and 
drawbacks 

Outline Give a detailed account of something 

Summarise Give a simple, basic account of the main points of a topic 

Suggest Give examples 

State Decide the value or worth of a subject 
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3. Analysing a task 
 

BACKGROUND: 

Kiribati is an island nations located in the Pacific. The nation consists of over 30 atolls or small 

islands totally 800 square kilometres. Over the last 20 years sea levels have begun to rise in the 

Pacific Ocean causing, rising tides around the Kiribati islands.  This has resulted in many Kiribati 

islands being submerged underwater from the rising tides, displacing many people from their 

houses and placing them in danger. 

TASK: 

Write an essay that identifies and explores the shared and/or conflicting issues of key 

stakeholders who are impacted by the effects of climate change in Kiribati. Analyse and compare 

two distinct policy options available to the Kiribati people, taking into account the complexities 

of all stakeholders involved. 

 

ACTIVITY  
 

Complete the activity below by selecting the correct words from the above task. 

 

  

Task words 

• What to do 

Content words 

• Topic area 

Scope  

• Limits the 
topic 
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Unpacking an essay – At the paragraph level 
 

4. Consider the following and write your answer below 
 

Introductions in essays: 

• Why do we need it? 

 

 

 

• What is the structure? 

5. What are the components of an introduction for an academic 

essay? 
 

Orientation/Background 
 

• Context 

• Background to problem 

Thesis 
 

• Your opinion and the reason for it 

• Gives focus to the essay and to you as the writer 

• Introduces your main topic or argument for your essay 

• It tells the reader what the PURPOSE of the essay is 

• Helps give the audience and author a focus to refer back to 

Outline 
• Contents page 
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• How you are going to prove what you just told your reader you will prove. 

 

 

ACTIVITY 
 

In the previous activity we unpacked the essay task. Now that you understand the question work in 

groups to brainstorm what sub-topics you would discuss in relation to the task. Draw a mind-map to 

guide and document your thinking processes. 
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Essay Introductions 
 

• How many parts does an introduction have? 

 

• What are the parts called? 

 

 

• How many paragraphs are in an introduction? 

 

Structure of an Introduction 

 

An Introduction is 

• Explaining why you are going there 

background/orientation 

• What you want to achieve at the end/purpose 

Thesis 

• A map of where you are going 

outline 
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Sample Introduction 
 

 

Body Paragraphs 
 

Answer the following questions: 

 What is the first sentence of a paragraph called? 

 

 What comes after the first sentence? 

 

 What order will the paragraphs be in?  

 

  How many paragraphs are in an essay?  
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ACTIVITY 
 

Refer to your worksheet in class and arrange the sentences into the ‘structure of a paragraph’ boxes. 

 

ACTIVITY 
 

1. Analyse the paragraph provided by your lecturer by completing the left hand column in the 

table above with the following types of sentences: 

1. Supporting point 1 

2. Supporting point 2 

3. Supporting point 3 

4. Example 

5. Main reason 

6. Topic 

2. Underline the words or phrases that link the sentences together. 

3. Which phrase is used to link this paragraph to the one before? 

(Adapted from: Bailey, S. (2011). Academic writing for International studies of business. Oxon: 

Routledge ) 

 

Conclusions 
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*a transitional phrase then: 

• restate the thesis (in different words) 

• summarise your key points 

• make a broad concluding statement 

 

* do not introduce any new ideas – why not ? 

* no referencing – why not ? 
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