How to set out your report

Title page
The title page needs to include the following information 


University of Wales Trinity Saint David
School of ………..
Title of Report
Student Name
Student Number
Degree being studied
Date
Module Name and Code

Home tab
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Centre your title page by clicking the centre icon in the home tab.

Once you have entered your title page information add a section break. To do this use the layout tab, breaks, section breaks – next page
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The following pages Abstract, Acknowledgements and contents page if applicable require a page of their own. Click on heading one and write a heading using Heading One. After each heading insert a page break. Use the layout tab page break-page or Insert tab page break. On the contents page add a section break.
Heading one
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Page break

You can check your structure by clicking on the    [image: ]  icon in the home tab this shows all characters and formatting that is not usually shown. Turn this on and off to check your work.
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Your title page should look like this.

Page numbers
Follow these instructions exactly.
Your title page should not have a number, the next page should begin at 2 but in roman numerals, the rest of your report – that is from the introduction, begins page one with ordinary numbering.
Double click at the top of your contents page this is the last page before you begin your report.
Tick different page numbers.
Click on page numbers, format page numbers. Change the number format to Roman and start at ii. Click okay, then click page number, select bottom of the page in the middle i option and close the header footer.
On the following page write the heading Introduction. Double click at the bottom, select page number change the option to ordinary numbers and ensure you start at 1, click okay and close the header footer.

Paragraph Spacing
Under the home tab, click on the corner arrow in paragraph. Select line spacing 1.5.

Margins
Margins are the default setting you should not need to adjust these.
Justification
In the home tab, choose justification left in the paragraph section.
Headings
Click heading 1 in the home tab and write - 1 Introduction
Further points in your introduction should be written as 1.1 using a Heading 2. 
For the main body of your report continue numbering each section before the heading. Selecting heading 1 for main headings, heading 2 for sub headings and numbering with a .1, heading 3 for lesser headings adding a further.1

Example 
1 Introduction
2 Learning Styles
2.1 VARK
2.1.1 Visual learners
2.1.2 Auditory Learners
2.2 Honey and Munford
3 Learning Methods
4 Analysis
5 Conclusion
6 Bibliography

Contents page
At any time you can create your contents page. Make sure you are at the top of the contents page, click contents table in the reference tab (If you typed the word contents you can delete it) You can update the contents page at any time by updating the table and selecting update entire table.
Images and Tables
To insert images use the insert tab.
Right mouse click on your image and select insert caption
[image: ]

Choose figure for images and tables for tables.
Captions for images go below the image captions for tables go above the tables.
Below the contents table insert a table of figures use the reference tab and select insert table of figures.
2

image4.PNG
Fie  Home [NEESBN Desion  Lyout  References  Muil

EDHE LB Bl
Covr Bk Page | Table | e Ol Stapes St G S

Page~ Page Break = Pictures  ~
Pages. Tables lustrations





image5.png




image6.png
9
9
University-of-Wales-Trinity-Saint-David{
School-of-...........q
Title-of -Report9
Student-Name€]
Student-Numberq
Degree-being-studied9
Datef]
Module-Name-and-Code]... ..o




image7.png
Documentd - Word

[N i Design  Layout  References  Mailings EndNoteX7 ~ ACROBAT  ReMorks  Q Tell me what you want to do ESROSEl ) Shaic
G CaibriBody) <|11 -] A A7 | A2~ | B ol e 6
D) % con alibr (Boc) A S 2 RaoceDe asebcede AZBDCC AsbCcl AQDB assbeer aasbced Aosbed: 4cobcco: ASBBCED AGBbCeD ASELCCD( ASBECCDE AABSCCDE AGBBCED | ol
Paste g R c ReWe A = ormal | TNo Spac... Heading 1 Headin itle ubtitle  Subtle Em.. Emphasis  Intense ron uote Intense Q.. SubtleRef., IntenseRe.. BookTile < |
e omatpainter | B T U ¢ (Ao A FoRa TNormal | TNoSpoc.. Heading1 Heading2 Tt Subiite  SubtleEm.. Emphasis IntenseE.  Stong  Quote IntenseQ.. SubtleRef.. IntenseRe.. Book Tt N Select~
Clipboard 5 Font 5 Paragraph 5 styles 5 cdting ~
Introduction
Figure 1
Y I Options
S - tobet: [T
Margins Orientation Size Columns | , Selow selected ftem S
[ Exclude label from caption
Page Setup ‘Newisber.. | [JDEEEEORY [ numberng..
AutoCaption.. oK Cancel
Page1of2 1lwords [|2  English (United Kingdom) 156%

T ) EN




image1.png
Insert  Design  Layout  References  Malings  Review  View

Calibri (Body)

aste . 5
T S FormatPainger | B T U v e X X

Clipboard r. Font & Paragraph 5




image2.png
H S0 -

Fle  Home

Document! - Word @ -

insert  Design [JECRGN References  Maiings  Review  View  EndNoteX7  ACROBAT  RefWorks

=

BethDowning | 9, Share

Margins Orientation

Pagefof 1 24words

0 & B Indent Spacing Oy !
o o] PROBS e
- - Page opt o Pane
B
—— Mark the point at which ane page ends 5 Arange
™ andthe nost page begin,

[Ey  Column
Indicate that the text following the column
break will begin in the next column,

I

[=L,  TextWrapping
=] Separate tect sround objects on web
pages, such as caption text from bodly tect
Section Breaks
Next Page

Insert a section break and start the new
section on the next page.

Continuous
Insert a section break and start the new
section on the same page.
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EvenPage
Insert a section break and start the new
section on the next even-numbered page.
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