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Outline

Creating a Report:

◦ Cover page “Title page”

◦ Table of contents 

◦ Sections and subsections

◦ Paragraphs and academic style for paragraphs

◦ Page number

◦ Citations 

◦ References 



Cover Page:

The cover page may contain:

1. Tishk Logo

2. University Name

3. Faculty Name

4. Department Name

5. Report Title

6. Course Name

7. Student name

8. Class

9. Submission Date

.

.



Sections and subsections:

Main Section -> Heading 1

Sub-section -> Heading 2

Sub sub-section -> Heading 3
.
.
.
.
.



Paragraphs & academic Style for 
Paragraphs:

Academic Style for 
paragraphs:

1. Font: Times New Roman
2. Font Size: 12 - 14
3. Justify



Page Number:

o Can be in Bottom or Top of 
the page !

o Many formats.
• numerals (1, 2, 3…)
• Roman numerals (i, ii, 

iii…)
• ...



Inserting Citations:

After placing the cursor at the end of 
paragraph, you will:

1. Go to References Tab
2. Click on Insert Citation
3. Choose Add New Source 



Inserting Citations:

• Type of Source: used to change type of the 
source of information. 

Example: Web site



References:

After adding all the citation, we add References 
at end of the report:
1. Click on References Tab
2. Click on Bibliography
3. Select References 



Table of Contents:

After adding the Sections and 
subsection of your report, you will add 
Table of contents:

1. Click on References Tab
2. Click on Table of contents
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Ending of Lab 4
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