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CHAPTER 1. PAGESETUP
Student report should obey the following format. 
1.1. Margin
Go to Pagelayout Tab and set the margins of pages for both side printing as Figure 1.1.
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Figure 1.1: Setup margins
1.2. Paper

Setup papers in a thesis for printing as Figure 1.2. 
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Figure 1.2: Setup printing papers
1.3. Layout
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Figure 1.3: Setup layout

CHAPTER 2. NORMAL and TITLE

2.1. Normal

2.1.1. Font style
Go to Home Tabs ( Right Click at Normal ( Click Modify ... Subsequently, set Times New Roman font 13 and Justisfy in Formatting area as Figure 2.1.
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Figure 2.1: Setup Font for Normal Style
2.1.2. Paragraph Settings
2.2. Template of a table

Go to Home Tab ( Click the Paragraph Settings button ( Choose Settings for Normal Style as Figure 2.2.
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Figure 2.2: Setup Paragraph for Normal Style
2.3. Title
Similarly, setup font style for Title as Figure 2.3.
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Figure 2.3: Setup Font for Title Style

CHAPTER 3. HEADING
3.1. Heading 1

Go to Home Tab ( Right Click at Heading 1 ( Click Modify ... Subsequently, set Times New Roman font 15, Bold , and Justisfy in Formatting area as Figure 3.1.
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Figure 3.1: Setup Heading 1
3.2. Heading 2

[image: image13.png]Properties

Name:
Style type: Linked (paragraph and character)
Style based on: 7 Normal

Styte for following paragraph: | 1 Normal

Formatting

Times New Romar(] 14 [<] (&) £
== =[]l

L1 Sample Text Sample Sample Text Sample Text Sample
Sample Text Sample Sample Text Sample Text Sample
Sample Text Sample Sample Text Sample Text Sample
Sample Text Sample Sample Text Sample Text Sample
Sample Text

Font: 14 pt, Bold, Dutch (Netherlands), Indent:
Left: 0 cm
Hanging: 1 am
Line spacing: Mutiple 1.15 I, Space
dd to the Styles gallery [] Automatically update

nly in this document  ©) New documents based on this template.





Figure 3.2: Setup Heading 2

3.3. Heading 3
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Figure 3.3: Setup Heading 3

3.4. Heading 4
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Figure 3.4: Heading 4

3.5. Setup text indent, tab stop, and text position for the first 4 Headings
Go to Home Tab ( Choose Multilevel List ( Click Define New Multilevel List. Subsequently, set values for text indent, tab stop, and text position as Figure 3.5. 
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Figure 3.5: Define Multilevel List

CHAPTER 4. CAPTION
4.1. Caption

Go to Home Tab ( Right Click at Caption Style ( Set values as Figure 4.1
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Figure 4.1: Setup Caption Font 

4.2. Figure and Table Caption
Go to References Tabs ( Choose Insert Caption ( Set values as Figure 4.2. Similarly, Table Caption is chosen as the Figure Caption.  
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Figure 4.2: Setup Figure Caption

4.3. Template of a table
Go to Home Tab ( Click the Paragraph Settings button ( Choose Settings for all tables as Figure 4.3. 
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Figure 4.3: Setup Paragraph Settings for tables
Table 4.1: Section Properties 
	No.
	Units
	ID
	Label
	Area (cm2)

	1
	Beam on A axis
	11
	REC – 25x40
	1000

	2
	
	12
	REC – 25x40
	1000

	3
	Beam on 1 axis
	24
	REC – 30x40
	1200

	4
	
	25
	REC – 30x40
	1200

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	


Adding and formatting chart, font size of x and y label must be 12 at least.
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Figure 4.4: Chart Template


CHAPTER 5. EQUATION 

Equations are defines as Figure 5.1 and Figure 5.2.
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Figure 5.1: Format Equation Numbers
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Figure 5.2: Define size for Equation
APPENDIX 
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