
1 

BACHELOR OF SCIENCE (B.Sc.) 

MASTERS OF BUSINESS 

ADMINISTRATION (MBA) 

STUDY SKILLS 
• My ARU
• ARU Library
• Report Structure
• Harvard Referencing
• Turnitin UK
• Canvas

Dr Andre Samuel 
andre.samuel@sam.edu.tt 

October 2021 

mailto:andre.samuel@sam.edu.tt


2 
 

1. My ARU 
 https://my.aru.ac.uk/  

You can find useful information, news and links on our student intranet, My ARU 

My ARU is your go-to place for news, information and links to systems such as Canvas and eVision 

Login using YOUR ARU Username e.g. abc123@student.aru.ac.uk and e-vision password (ddmmyy) 

 

 

 

 

  

https://my.aru.ac.uk/
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2. Study Skills Plus  
https://canvas.anglia.ac.uk/courses/4240  

Study Skills Plus is open to all ARU students. If you haven’t studied for a British degree before or are 
returning to study after a long gap you will find Study Skills useful as it will help you with: 

• research and referencing 
• academic writing skills 
• organisational skills 
• presentation skills 

 

 

 

 

  

https://canvas.anglia.ac.uk/courses/4240
https://canvas.anglia.ac.uk/courses/4240
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3. Anglia Ruskin Library 
https://library.aru.ac.uk/  

Login using your ARU Username e.g. abc123@student.aru.ac.uk and password  

 

 
A guide to finding resources via Library Search- https://anglia.libguides.com/searchfaqs  

 

https://library.aru.ac.uk/
https://anglia.libguides.com/searchfaqs
https://anglia.libguides.com/searchfaqs
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4. Harvard Referencing System 
Full Guide Available at: https://library.aru.ac.uk/referencing/harvard.htm  

 

In-Text Referencing: some useful expressions  
 
Introducing someone’s ideas:  
 
Bloggs (2002) suggests/argues/states/believes/concludes/proposes that ---  

According to Bloggs (2002) ---  

Introducing an idea/theory that agrees with/has built on another:  
This is supported by Smith (2003).  
 in line with the view/theory/suggestion of Smith (2003).  
 reflects the “ “ “  
 
Smith (2003) accepts/supports/agrees with/concurs with this view/suggestion/theory.  

A similar view is held by Smith (2003)  

Introducing an idea/theory that disagrees/contrasts with another:  
This conflicts/contrasts with/is contrary to the view held by Smith (2003) that ---  

This is not accepted by/has been challenged by Smith (2003), who argues that ---  

Smith (2003), on the other hand/however/in contrast, suggests that ---  

https://library.aru.ac.uk/referencing/harvard.htm
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Reference List: 

  



7 
 

5. Sample Assignment Report Structure 
The guidelines are intended to provide useful general advice. It is important to also take 
account of any specific “house rules” that might apply to your particular course from your individual 
lecturers.  
 
TITLE PAGE  

Include the following details on your title page: Student Identification Number, Module Title, 
Module Code, Title of Assignment: e.g. Element 010, To be marked by, Due Date for Submission, 
Word Count 

EXECUTIVE SUMMARY 

Succinct overview of the assignment, including objectives of the assignment, key conclusions, 
recommendations and implications.  
 
TABLE OF CONTENTS 

Include: section headings, subsections, illustrations, appendices etc., with page numbers 

1.0 INTRODUCTION 

Background, Define topics, purpose of the assignment 

2.0 MAIN BODY (will need to substitute with more appropriate headings based on assignment guide from lecturer) 

2.1. First Main Section 

2.2. Second Main Section 

2.2.1. First subsection 

3.0 CONCLUSIONS 

Link back to purpose of the assignment and base clearly on findings and analysis from the main 
body. 

REFERENCE LIST (mandatory) 

A Reference List is always required when you cite other people's work within your assignment. It is 
a list of all sources cited in the body of the report. Listed in Alphabetical order by author or 
authorship using Harvard Reference Style.  

BIBLIOGRAPHY (if required by lecturer) 

This is a list of relevant items that you have used to help you prepare for the assignment but which 
are not cited in your assignment e.g. general background reading.  

APPENDICES Additional or supporting material to the main points made in the body of the report. 
Must refer to the Appendix from the body of the report.  
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6. Academic Regulations on Word Count 
 
The Academic Regulations provide the regulatory framework for Anglia Ruskin's taught 
undergraduate and postgraduate curriculum, setting and maintaining the academic standard of all 
courses leading to an Anglia Ruskin award at all delivery points including UK and international 
Associate Colleges. The Full Academic Regulations can be found using the link below: 
https://myaru.sharepoint.com/sites/student-learning-assessment/SitePages/academic-regulations.aspx  
 
Regulation on Word Count (extracted from Academic Regulations 13th Ed. August 2020) 
 

 
 
 
 
 

https://myaru.sharepoint.com/sites/student-learning-assessment/SitePages/academic-regulations.aspx
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7. Turnitin UK



10 



11 

1. Login into your ARU Email

• Go to h�ps://outlook.office.com/

• Login using your Anglia
Username e.g. AS123

• abc123@student.aru.ac.uk and
your e-vision password that you
created when registering OR
DOB (ddmmyy)
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View Video: https://youtu.be/HQHf0Y2FGC4 

https://youtu.be/HQHf0Y2FGC4
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8. Canvas
https://canvas.anglia.ac.uk/

View Video Tutorial: https://www.youtube.com/watch?v=7XGmIvB4rvQ&t=1s 

https://canvas.anglia.ac.uk/
https://www.youtube.com/watch?v=7XGmIvB4rvQ&t=1s
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9. Submitting Video Presentation on Canvas 
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Please Note: The process to upload any other assignment or coursework on Canvas 
work in the same manner. 

Additional Resources 

Submitting Video on Canvas- https://youtu.be/HX_LGh8xboo   

https://youtu.be/HX_LGh8xboo
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10. Microsoft Office Help and Training 
Helpful Features in WORD 

Insert a table of contents: 

https://support.microsoft.com/en-us/office/insert-a-table-of-contents-882e8564-0edb-435e-84b5-
1d8552ccf0c0  

Use the Navigation pane in Word: 

https://support.microsoft.com/en-us/office/use-the-navigation-pane-in-word-394787be-bca7-459b-894e-
3f8511515e55  

Add citations in a Word document: 

https://support.microsoft.com/en-us/office/add-citations-in-a-word-document-ab9322bb-a8d3-47f4-80c8-
63c06779f127  

Create a bibliography, citations, and references: 

https://support.microsoft.com/en-us/office/create-a-bibliography-citations-and-references-17686589-4824-
4940-9c69-342c289fa2a5  

Insert a Table: 

https://support.microsoft.com/en-gb/office/video-insert-a-table-9bc4b562-4f88-4ba0-9a59-4b29cfa0bb29  

Add, format, or delete captions in Word: 

https://support.microsoft.com/en-us/office/add-format-or-delete-captions-in-word-82fa82a4-f0f3-438f-
a422-34bb5cef9c81  

Insert a table of figures: 

https://support.microsoft.com/en-us/office/insert-a-table-of-figures-c5ea59c5-487c-4fb2-bd48-
e34dd57f0ec1  

Insert a page break: 

https://support.microsoft.com/en-us/office/insert-a-page-break-7613ff46-96e5-4e46-9491-40d7d410a043  

Insert a section break: 

https://support.microsoft.com/en-gb/office/insert-a-section-break-eef20fd8-e38c-4ba6-a027-e503bdf8375c  

https://support.microsoft.com/en-us/office/insert-a-table-of-contents-882e8564-0edb-435e-84b5-1d8552ccf0c0
https://support.microsoft.com/en-us/office/insert-a-table-of-contents-882e8564-0edb-435e-84b5-1d8552ccf0c0
https://support.microsoft.com/en-us/office/use-the-navigation-pane-in-word-394787be-bca7-459b-894e-3f8511515e55
https://support.microsoft.com/en-us/office/use-the-navigation-pane-in-word-394787be-bca7-459b-894e-3f8511515e55
https://support.microsoft.com/en-us/office/add-citations-in-a-word-document-ab9322bb-a8d3-47f4-80c8-63c06779f127
https://support.microsoft.com/en-us/office/add-citations-in-a-word-document-ab9322bb-a8d3-47f4-80c8-63c06779f127
https://support.microsoft.com/en-us/office/create-a-bibliography-citations-and-references-17686589-4824-4940-9c69-342c289fa2a5
https://support.microsoft.com/en-us/office/create-a-bibliography-citations-and-references-17686589-4824-4940-9c69-342c289fa2a5
https://support.microsoft.com/en-gb/office/video-insert-a-table-9bc4b562-4f88-4ba0-9a59-4b29cfa0bb29
https://support.microsoft.com/en-us/office/add-format-or-delete-captions-in-word-82fa82a4-f0f3-438f-a422-34bb5cef9c81
https://support.microsoft.com/en-us/office/add-format-or-delete-captions-in-word-82fa82a4-f0f3-438f-a422-34bb5cef9c81
https://support.microsoft.com/en-us/office/insert-a-table-of-figures-c5ea59c5-487c-4fb2-bd48-e34dd57f0ec1
https://support.microsoft.com/en-us/office/insert-a-table-of-figures-c5ea59c5-487c-4fb2-bd48-e34dd57f0ec1
https://support.microsoft.com/en-us/office/insert-a-page-break-7613ff46-96e5-4e46-9491-40d7d410a043
https://support.microsoft.com/en-gb/office/insert-a-section-break-eef20fd8-e38c-4ba6-a027-e503bdf8375c
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Helpful features in POWERPOINT 

Quick start 

Intro to PowerPoint 

Slides & layouts 

Text & tables 

Pictures & graphics 

Present slideshows 

Animation, video & audio  
 
 

 

 

https://support.microsoft.com/en-us/office/create-a-presentation-in-powerpoint-422250f8-5721-4cea-92cc-202fa7b89617?wt.mc_id=otc_powerpoint
https://support.microsoft.com/en-us/office/what-is-powerpoint-5f9cc860-d199-4d85-ad1b-4b74018acf5b?wt.mc_id=otc_powerpoint
https://support.microsoft.com/en-us/office/what-is-a-slide-master-b9abb2a0-7aef-4257-a14e-4329c904da54?wt.mc_id=otc_powerpoint
https://support.microsoft.com/en-us/office/insert-wordart-c5070583-1ebe-4dc4-a41f-5e3729adce54?wt.mc_id=otc_powerpoint
https://support.microsoft.com/en-us/office/insert-a-picture-in-powerpoint-5f7368d2-ee94-4b94-a6f2-a663646a07e1?wt.mc_id=otc_powerpoint
https://support.microsoft.com/en-us/office/start-the-presentation-and-see-your-notes-in-presenter-view-4de90e28-487e-435c-9401-eb49a3801257?wt.mc_id=otc_powerpoint
https://support.microsoft.com/en-us/office/add-change-or-remove-transitions-between-slides-3f8244bf-f893-4efd-a7eb-3a4845c9c971?wt.mc_id=otc_powerpoint
https://support.microsoft.com/en-us/office/create-a-presentation-in-powerpoint-422250f8-5721-4cea-92cc-202fa7b89617?wt.mc_id=otc_powerpoint
https://support.microsoft.com/en-us/office/what-is-powerpoint-5f9cc860-d199-4d85-ad1b-4b74018acf5b?wt.mc_id=otc_powerpoint
https://support.microsoft.com/en-us/office/what-is-a-slide-master-b9abb2a0-7aef-4257-a14e-4329c904da54?wt.mc_id=otc_powerpoint
https://support.microsoft.com/en-us/office/insert-wordart-c5070583-1ebe-4dc4-a41f-5e3729adce54?wt.mc_id=otc_powerpoint
https://support.microsoft.com/en-us/office/insert-a-picture-in-powerpoint-5f7368d2-ee94-4b94-a6f2-a663646a07e1?wt.mc_id=otc_powerpoint
https://support.microsoft.com/en-us/office/start-the-presentation-and-see-your-notes-in-presenter-view-4de90e28-487e-435c-9401-eb49a3801257?wt.mc_id=otc_powerpoint
https://support.microsoft.com/en-us/office/add-change-or-remove-transitions-between-slides-3f8244bf-f893-4efd-a7eb-3a4845c9c971?wt.mc_id=otc_powerpoint
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