
HOW TO WRITE A REPORT WITHOUT MICROSOFT WORD

Useful Microsoft Word Features for Report Writing .. report might not need a bibliography but an academic paper isn't
finished without one.

In the Borders and Shading box, use the Page Border tab to design your border. So, as themes control the
general look with color, effects, and fonts â€” start with a good theme for your document first. The header and
footer space is inserted in your document with placeholder text or table. Click OK to close the dialogs. There
are also templates you can download and fit it around the nature of the content. Then click the sentence,
phrase, or other saved selection you want to reuse. Example: Date, time, page numbers etc. It works like Quick
Parts for any block of text that you use a great deal. That means when you use a 10 points font size, the line
height is 13 points. Often, something like 10 points before and 6 after is sufficient to give your headings some
room. Right-click the illustration you want to add a caption to. Place your cursor where you want to insert a
selection from the Quick Parts Gallery. Add a source to your page by selecting the plus sign. An Index should
appear at the end of the document, with page numbers to keywords and information in the report. Most
headings profit from a bit of whitespace before and after them. Select Insert, then select either Header or
Footer from the group. Keep learning. This application features a surprising number of underused tools and
options. Keep it subtle, a thin grey line below is enough. All font choices are available from the Home tab.
Then you can automatically update your TOC if you make changes in your document. Researcher uses Bing to
search the web and deliver high-quality research sources to the side of your page. Choose other graphic types
to represent hierarchies, flow charts, and more. Let's go through the simple creative process. Use the Page
number format to decide on the appearance of the page numbers in the index. Now, you need to credit all the
other research work and ideas which you have referenced in your document. Repeat the process for all the
words and phrases you want to include in the index. Decorate With Page Borders Page borders look good not
only on flyers and invitations. Make an index if your document has more than 20 pages. A reader can use this
to refer related information elsewhere in the same document. If you want to change text formatting quickly,
Word Styles are the most effective tools. Even, the artistically challenged will find this part easy because
Microsoft Word comes packaged with default themes and visual styles. Just select My Research to see the
complete list. Decorate with Page Borders 1. Captions are also an important reference when you need to
mention them in another place. Create an index to help the reader reference the right information with just the
page number. A variety of line styles and widths and art borders are available from the Design menu on the
Ribbon. Create Your Header and Footer Headers and Footers are important in reports as the main purpose is to
provide information about the report on every page. Master the header and footer space if you want to create
custom letterheads for your organization. We show you how to make your own cover page in Microsoft Word.
It basically has two parts: Select the words or information you want to include in the index. Go to the Styles
group on the Home tab. It is easy to add a caption.


