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1. INTRODUCTION 

The purpose of this document is to provide a guide to writing technical reports for 

undergraduate students of Electrical and Electronics Engineering Department, Yeditepe 

University. 

This document consists of two part. First part is a manual that explains the procedures and 

rules. Every report must show correctness and clarity of expression. Students are responsible 

for such correctness, but every report will be scrutinized for these qualities by the student’s 

supervisor and the Examining Committee. 

Second part is a quick guide to how to use the features in MS Word to make report writing 

easier. It is a common mistake among students that they think MS Word piece of paper only has 

ability to write and delete things, however, it is totally wrong. You can make MS Word almost 

everything automatically by using it effectively. However, students are always welcomed to use 

typesetting programs such as TeX of LaTeX but this programs are not subject of this document. 

This document was written and for using MS Word 2013, English version, and therefore 

screenshots or other features may differ from other versions. MS Word 2007 or higher versions 

are highly recommended. 
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2. FORMAT 

This section explains proper formatting and arrangement of technical report. Formatting 

includes rules for body text, headings, adjusting, page margins, figures etc. Emotional 

sentences(e.g. This project was very difficult.) should be avoided and passive sentences have to 

be created. If an abbreviation was using first time, it has to be long version. 

2.1. Body Text 

Body text is the main content of the report excluding headings, references figures and 

tables etc. and should be considered as most important part of report. 

2.1.1. Character Fonts 

As a character font, use Times or Times New Roman. The font size must be 12 point in 

the text including formulas, equations, table headings and figure captions. At least 8 point should 

be used in figures, tables and super or subscripts. Footnotes, long biographical quotes and 

extensive quotations should be 10 points. 

2.1.2. Spacing 

Spacing of the text material shall be 1.5 or when necessary integer multiples thereof. The 

followings are exceptions: 

• Footnotes    single spacing 

• Long biographical quotes  single spacing 

• Extensive quotations   single spacing and indented one(1) centimeter                  

     relative to the text material. 
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2.1.3. Paragraph 

• Paragraphs must be uniformly indented one centimeter. 

• The whole text should be left and right justified. 

• A paragraph must be separated from the preceding and succeeding paragraphs by 24 pt. 

• Series of paragraph items which are to be listed without headings under any of the 

regular headings may, for clarity, be designated by special bullets, or enumerated by (i), 

(ii), (iii), etc. 

• A new paragraph must not begin at the bottom of a page if there is not sufficient space 

for at least 24 pt. 

• Commas should be separated from succeeding word by a space (word1, word2). 

2.2. Headings 

2.2.1. Main Headings 

Main headings numbered such as (1.), (2.), etc. must obey the following rules: 

• They must begin a new page. Omit period at the end of the heading. Main headings must 

be typed in bold face and must be in capital letters and in 14 pt. 

• Main headings should reflect content of the text that follows. Main headings are not to 

be called as chapters. 

• The number of the headings will be followed by a period and two spaces. 

• They must precede the following text material or second heading by 36 pt.      
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2.2.2. Second Headings 

Second headings numbered such or 2.1., 2.2., etc. must obey the following rules: 

• They must be typed in 12 points, bold face and, capital and lower case letters; i.e., the 

first letter of each word except conjunctions, prepositions and articles must be a capital 

letter. Omit period at the end of heading. 

• The number designation of the second heading will be followed with a period and two 

spaces. 

• Second headings must be 24 pt below preceding text and 24 pt above of succeeding text, 

but need not begin a new page. 

2.2.3. First Subheading 

First subheadings numbered such as 2.1.1., 2.1.2., etc. must obey the following rules:. 

• They must be typed on separate lines beginning at the left margin line of the text, but 

need not begin a new page. 

• They must be typed in bold face and with capital and lower case letters except 

conjunctions, prepositions and articles. 

• The number designation of the heading will be followed by a period and two spaces. 

Omit period at the end of the heading. 

• First subheadings must be separated from the preceding and succeeding text by 24 pt. 

2.2.4. Second Subheading 

Second subheadings numbered such as 2.1.1.1., 2.1.1.2., etc. must obey the following 

rules; however, second subheading, should be avoided if possible.  
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• They must be typed on the same line as the text it introduces, beginning at the left margin 

line of the text. 

• They must be typed in capital and lower case letters except conjunctions, prepositions 

and articles. 

• They must be followed by a period at the end of the heading and must be underlined. 

• The number designation shall be followed by a period and two spaces. 

• Second subheadings must be separated from the preceding text by 24 pt. 

2.3. Bibliographical Material 

As already noted in the introduction of this manual, reports should follow the form used 

in scholarly publications of the student's field of research. Rules of form vary from one field to 

another, and it is important that the student learn the editorial usages of his/her own field. It is 

generally important that he/she follow such usages consistently throughout his/her report. 

• The number in square brackets such as "[8]", should indicate the order of first appearance 

of the reference in the text. 

• The listing of references in the bibliography shall be in the order in which they are used 

in the text and shall bear the same number as was used in the reference in the text. 

2.4. Specially Designated Expressions (Equations, Formulas) 

Specially designated expressions usually mean equations, formulae, etc. and they obey the 

following rules: 

• They will be centered on the page according to Section 3.3 and separated from the 

preceding text and the succeeding text by 24pt. 

• The expressions shall be identified by an Arabic number in parentheses like "(2.1)", 

"(2.2)", "(2.3)", etc., which should be placed opposite the expression and in line with the 
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right margin of the text. They should be numbered within each chapter in the order of 

their appearance. 

• Mathematical formulae and expressions must be typeset according to a consistent math-

style throughout the whole report. The standard style for mathematical expressions in 

scientific publications makes use of italic typeface for variables in Latin characters and 

non-italic typeface for mathematical signs (+, -, parentheses, etc.). Bold characters are 

usually reserved for vectors and matrices. In any case, the style used for in-text formulae 

should be the same as that of displayed formulas. 

2.5. Tables and Figures 

In general, all of these are special matters, usually of a technical sort, and the proper form 

must be understood and followed after a candidate has received instructions from his/her 

supervisor. To ensure satisfactory reproduction, drawings, graphs, etc., they should be prepared 

in contrasting colors. 

• Tables and figures should be enumerated within each chapter, i.e., as 2.1, 2.2, 2.3, 3.1, 

3.2, etc. The designation of each table or figure within the text should have only the first 

letter in capital (i.e., such as "Table 4.5" or "Figure 3.8") throughout the report. 

• Tables, figures and their captions should be centered. The captions should be as normal 

text, i.e., only the first letter should be capitalized. 

• The captions should be at a distance of 12 pt from the table or figure. Also note that all 

floating items such as graphs, charts, photographs and illustrations should be considered 

and designated as a figure or table, whichever is appropriate. 

• Students are encouraged to draw his/her own charts, graphs even complex circuitry by 

using appropriate drawing programs. Only unique figures should be taken from text 

books, journals, web sites etc., and they must be cited in appropriate format written in 

section 2.3 



 

 

7 

 

2.6. Footnotes 

Footnotes should obey the following rules; however, footnotes should be used only if 

absolutely necessary: 

• Footnote references shall be indicated in the text by an Arabic number placed superior 

to the text and immediately following the word, phrase or sentence which the footnote 

concerns. 

• Footnotes shall be sequential for each page and for the entire report. 

• Footnotes shall be placed at the bottom of the page on which they are indicated. They 

shall be indented from the left margin of the text by one centimeter and placed under a 

broken line made of 20 characters (5 cm). Footnotes shall be single-spaced and 10 pt. 

2.7. Margins 

Margins of pages shall conform to the followings specifications: 

• Left Margin – 3.5 cm from edge of paper 

• Right margin – 2 cm from edge of paper  

• Top margin – 3.5 from edge of paper  

• Bottom margin – 2 cm from edge of paper 

The above margins shall be observed on charts, graphs, tables, and drawings. Folded 

papers will not be accepted unless there is absolutely no other way for the material to be 

presented. 
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2.8. Pagination 

Each page in the report (except the title page) is expected to bear a number. Only one side 

of the paper may be used. The preliminary section, including the title page; copyright page, if 

any; foreword, preface, or acknowledgements; table of contents, etc., should be numbered, using 

lower case Roman Numerals, e.g., i, ii, iii, etc. The title page counts as Page i, but the number 

does not appear. The sequence of the preliminary section is as follows: 

• Title Page      Page i number does not appear 

• Page of Approval      Page ii  

• Foreword, Preface or Acknowledgements  Page iii 

• Abstract      Page iv as necessary 

• Table of Contents     Page v,vi,vii as necessary 

• List of Figures      Page vii,viii as necessary 

• List of Tables      Page viii, ix as necessary 

• List of Symbols / Abbreviations   Page ix, x as necessary 

 

For page in the report (except the title page) is expected to bear a number. Only one side 

of the paper may be used. The preliminary section, including the title page; copyright page, if 

any; foreword, preface, or acknowledgements; table of contents, etc., should be numbered, using 

lower case Roman Numerals, e.g., i, ii, iii, etc. The title page counts as Page i, but the number 

does not appear. The sequence of the preliminary section is as follows: 
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3. ARRANGEMENT 

3.1 Title Page 

When preparing the Title Page, the candidate must list his/her prior degree(s) showing the 

major, the degree granting institutions and dates in chronological order. This page does not bear 

a page number. Template of Title Page is available in template 

EE492_Report_Template_and_Format_Guideline.dotx. At the bottom of the example page 

where year is shown, write the semester date (year only, viz. 2015) in which the requirements 

for the degree were completed..     

3.2. Approval Page 

All copies of the report submitted must include original signatures of the Examining 

Committee on the approval page. Template of Approval Page is available in template 

EE492_Report_Template.dotx. The names of the members of the Examining Committee will 

be listed one below the other in alphabetical order except the Supervisor's, whose name will be 

at the top of the list. Beside each name, space for the signature of each examiner should be left. 

The date at the bottom of the page is the date the report was approved by the Examining 

Committee. 

3.3. Dedication 

Occasionally, authors would like to dedicate their report to their family members, friends 

or some scientists in their area of research. The dedication page should follow right after the 

Approval Page. 
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3.4. Acknowledgements 

The candidate may desire to include a page with a brief note of an acknowledgement of 

help received from particular people. All organizations proving financial support must also be 

acknowledged, with project identifications like grant number, etc. 

3.5. Abstract 

The abstract should give the information that will enable a scholar to tell whether he/she 

wishes to read the complete work. Therefore, the abstract should cover the following points: 

Statement of the problem, procedure or method, results, conclusions. Two abstracts, one in 

English and the other in Turkish, should be included. The abstract should contain no headings / 

tabular material, chemical formulas, or footnotes. Abstracts should not contain references, but 

author citing is allowed. 

The abstract page should contain the title of the report. The Turkish abstract ("Özet") must 

follow the English abstract in the same format. 

3.6. Table of Contents, List of Figures, Tables and Symbols / Abbreviations 

Reports are expected to have a "Table of Contents" for the convenience of the reader. 

There should not be a “Table of Contents” entry in the table of contents. If figures and tables 

are scattered throughout the text, a separate "List of Figures" (and/or "List of Tables") must be 

included after the Table of Contents. These lists should include page numbers. Similarly, a "List 

of Symbols" (or "List of Symbols/ Abbreviations", as appropriate) should be included. "List of 

Symbols/ Abbreviations" can contain abbreviations listed alphabetically as a separate group 

following the symbols. 
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3.7. Text 

The text of the report will follow at this point. The first chapter (in most cases, 

Introduction) will start on the first page of the text, i.e. the first page enumerated in Arabic 

numerals. When writing your report, pay attention to some of the precautions listed below. 

• Please not the spelling of “Foreword” 

• Periods, commas, semicolons and colons go outside the quotation marks. 

• The word “data” is plural and requires a plural verb. 

• Integers from one to nine, inclusive, should be spelled out except when they represent a 

chapter or a section; for number 10 and above, use numerals. Numbers should be spelled 

out when they begin a sentence. 

• Spell out per cent; do not use %, and write per cent as two words without a period within 

the text. 

3.8. References 

All the bibliographical material cited in the report must be listed in reference sections. The 

listing of references in the references section shall be in the order in which they are used in the 

text and shall bear the same number as was used in the reference in the text. IEEE citation style 

should be obeyed for formatting. Books, journal articles, conference proceedings etc. formats 

may differ from each other, so students should carefully understand IEEE citation style. 

3.9. Appendice 

A last section may contain supporting data for the text in the form of one or more 

appendices. Examples of appendix material include data sheets, questionnaire samples, 

flowcharts, illustrations, maps, software listings, charts, etc. if the appended data should include 

oversize illustrations or maps, several alternative methods of inclusions are available. 
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If a section, table, figure, equation etc., is to be included in an appendix, the numbering 

should follow the same rules used within the report. In this case, however, they should begin 

with the letter of the respective appendix such as "Table A.l", "Equation (B.4)" etc. Each 

appendix should have a descriptive title just like chapter headings (See Page 29). 
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4. MICROSOFT WORD GUIDE 

It was observed that, students were doing their table of contents manually. Furthermore, 

not only that, everything else was done manually like references, list of figures etc. 

This section was prepared to make report writing easier, not to make students work 

harder.This is quite important that students check this guide and learn how to use MS Word 

effectively.Hopefully, this document will help students with their reports. 

4.1. Hints and Tips 

• Structure your report first. Provide an outline, and then write your report according to 

your outline. 

• Check your spelling and proofread. Ask help from someone else to proofread for you. 

• Use the spelling and grammar checkers of MS Word. It will help you reduce spelling 

and grammatical errors. 

• Save often. Physical computers are not to be trusted. Use clouding software like Google 

Drive, One Drive, and Dropbox etc. to store your report. 

4.2. Setting up Environment 

First thing to do when using MS Word is that preparing the workspace. In order to write 

easier report setting up features according to your requirements is important. Moreover, some 

automatic features makes usage of MS Word difficult. 
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4.2.1. AutoCorrect Options 

o Go to FILE → Options in the menu bar shown in the Figure 4.1. 

 

 

 

 

Figure 4. 1 Options Menu 

 

o Select Proofing → AutoCorrect options shown in the Figure 4.2. 

  

 

 

 

 

 

Figure 4. 2 AutoCorrect options. 
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Under AutoFormat as You Type tab, you should disable all features listed under 

automatically as you type. 

 

 

 

 

Figure 4. 3 AutoFormat as You Type options. 

This option disable in the Figure 4.3 some of annoying things in MS Word will drive you 

crazy when you write a more complicated report. 

4.2.2. Setting up Your View 

There are 5 different view modes in MS Word. The default and more preferable mode is 

Print Layout mode. It is more visual than other modes that you see how everything will be laid 

out when it is printed. 
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Figure 4. 4 Vew mode options. 

Sometimes it is more useful to write in Draft Mode, but not necessary. 

The other useful features are Ruler and Gridlines shown in the Figure 4.4. Rulers will help 

you especially when you deal with tabs. You can select tab stop position to align sentences 

vertically. Gridlines are useful when editing figures and shapes. 

 

 

 

 

Figure 4. 5 Print layout view width paragraph marks, gridlines and ruler. 

Among the other view options, Show/Hide feature shown in the Figure 4.5 is the most 

important one. You can see paragraph stop marks (¶), unintended spaces, tabs, page breaks and 

other hidden formatting symbols. This is very useful especially when you deal with advanced 

layout tasks. 
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4.3. Setting up Styles 

The most useful features in MS Word is the ability to define styles. Many students do their 

text formatting after they complete report, but this is quite wrong. Formatting may get much 

worse if you try to format everything after you finish. Use the styles, feel free to change any 

formatting you want in report. For example, “Normal” style which you will use for your main 

body text. Instead of formatting a certain block of text, you format similar blocks of text entire 

document. This allows you to change, for example, font size 12 to 14 or text style Times New 

Roman to Calibri. 

The other important thing is that you can define “Headings” and their numberings 

according to your format. For example, if you would like to change Heading level from 1 to 2, 

word redefines numbering in entire document. Another advantage is that MS Word can create 

“Table of Contents” which saves a lot of time while writing report. 

Let’s see how we define and modify styles in MS Word. Let’s use first built-in style. Now 

we will modify styles according to Yeditepe Electrical and Electronics Engineering Department 

report format. 

o Go to Home tab → Style Gallery show in the Figure 4.6. 

 

 

 

Figure 4. 6 Default Style gallery. 
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• Right click on Normal style which is main body text. 

 

 

 

 

 

 

Figure 4. 7 Modify style options. 

In the Figure 4.7 you can change basic formatting. For advanced formatting you can use 

options under format tab on the left-bottom of the screen. 

o Go to Format tab → Paragraph options shown in the Figure 4.8 

 

 

 

 

 

 

 

Figure 4. 8 Pragraph options 
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You can change paragraph settings such as alignment, indentation and spacing. The 

formatting has set according to Yeditepe EE Department Report format in the Figure 4.8 as 

discussed in the Section 2.1. 

• Go to Line and Page Breaks 

 

 

 

 

 

 

 

 

 

Figure 4. 9 Line and Page Breaks. 

 

In the Figure 4.9 has set to “Heading 1” style. According to Yeditepe EE Reportformat first 

headings should start on a new page. The option “page break before” puts a page break to 

preceding text. This option automatically directs you to new page if you select “Heading 1”. 

Same as “Normal” style you can define indentation, spacing and several cool features. 
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o How can I do numbering of headings automatically? Go to “multilevel list” option under 

home tab shown with red box in the Figure 4.10. 

 

 

 

 

 

 

 

Figure 4. 10 Multilevel list options. 
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If you select the option in the yellow box when your current style is “Heading 1” the word 

automatically defines heading styles with numbers shown in the. 

 

 

Figure 4. 11 Numbered heading styles 

There will be some situations that you do now want numbering in headings. For a specific 

headings like “List of Figures, List of Tables, Abstract, etc.” you can disable numbering by 

clicking none option shown with green box in the Figure 4.10. Don’t worry, other headings keep 

their numbering according to first appearance in the document like “1. Introduction” as it 

supposed to be. 

The usage of the styles is very simple. Just select style you want and start typing or select 

a paragraph that has been wrote before and select style. 

4.4. Splitting Sections and Numbering Pages 

One of the major problems when writing a report, preliminary section pages has to be 

numbered with “Roman numerals”. Cover page has to be numbered but not show it on the page. 

Moreover, after preliminary section, starting with “Introduction” pages has to be numbered 

normally and restart from 1 too. 

The solution of this problem is “Splitting Sections”. You can make header and footer 

formatting independent from each other by splitting them into different sections. You can format 

numbering of different sections independently. 
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o Go to Page Layout tab → Breaks shown in the Figure 4.12. 

 

 

 

 

 

Figure 4. 12 Breaks 

Section breaks shown with green box in the Figure 4.12. We can divide document into 

sections by inserting “Section Breaks”. Example of a section break shown in the Figure 4.13. 

 

 

 

 

 

 

Figure 4. 13 Section break example 
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Remember, section breaks are only visible when you enable “Show/Hide (¶) “feature 

discussed in the section 4.2.2. 

o Right click on the header area, then click edit header. Shown in the Figure 4.14. 

 

 

 

 

Figure 4. 14 Edit header button 

You can see the header and footer areas in the Figure 4.15. Sections of the document are 

shown with red and green boxes. 

 

 

 

 

 

Figure 4. 15 Header area 
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Yellow box indicates that the Section 2 is same as Section 1 in manner of formatting. This 

option does not suit what we need because we want the sections are independent from each other. 

We can disable this option by clicking “Link to Previous” button shown in the blue box. Same 

can be done in the footer area too. 

o Go to header area anywhere in the section 1 → Under Design tab open Page Number 

shown in the Figure 4.16. 

 

 

 

 

 

 

 

 

 

Figure 4. 16 Page Numbering 

 

“Plain number 3” shown inside the red box matches our department format which page 

number should be right-top of page. Once you click on it MS Word will automatically format 

your page numbers with normal numerals. 
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o Go to format page numbers shown with green box in the Figure 4.16 

 

 

 

 

 

 

 

 

 

Figure 4. 17 Page Number format for the Section 1 

Set the options for Roman Numerals and select start form i. You now formatted the section 

1 pages with Roman Numerals. It is not over yet. Still the first page shows its number that is now 

we desire. There is two option for that. The long way is dividing report into one more section, 

but it is not how you should do. There is a “different first page” option shown with yellow box 

in the Figure 4.16. When you click this option when you are on Section 1 header, page number 

of the first page disappears, but it is still formatted. 

Last thing to do is formatting page numbers of the Section 2. Enter the header area and 

format the page numbers with “plain number 3” option. Enter “format page numbers” and apply 

the options shown in the Figure 4.18. 
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Figure 4. 18 Page Number format for the Section 2 

4.5. Captioning Tables and Figures 

It is required for our department report format that you have to caption all your tables and 

figures, which is mentioned in section 2.5. It is a big problem to track of the numbers, and even 

bigger if you insert a figure/table in first pages of your document because all preceding 

figures/tables need to be updated. MS Word’s captioning feature saves you from this problem 

and saves a lot of time. But that’s not all, if you caption your figures/tables with this feature, you 

can create an automatic “List of Figures/Tables” which will be mentioned in section 4.8. 

o Insert a figure or table to your document. Go to Insert tab → Pictures shown in the Figure 

4.19 or just copy and paste. 

 

 

 

 

Figure 4. 19 Inserting a figure 

• Right click on the figure or table, select “insert caption”. 
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Figure 4. 20 Insert caption option 

In caption options, there is a label, position and numbering. Yeditepe EE Report format 

states that figure captions should be below figure whereas table captions should be above table. 

So if you caption a figure select position “Below selected item” in the Figure 4.21 or select 

“Above selected item” if you caption a table. 

 

 

 

 

 

Figure 4. 21 Caption option 
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According to Yeditepe EE Report format caption numbering starts with Heading 1 and “.” 

a comma should be used as a separator. Set caption numbering options shown in the Figure 4.21. 

Sometimes caption will not be automatically updated. Select entire document and press F9 

to update all the captions, table of contents, list of figures, cross-references etc. 

After you insert the first caption of your document, a caption style will automatically show 

up in style gallery. You can change formatting of captions in style gallery. 

4.6. Cross Referencing Features 

So far we numbered everything from heading to the figures/tables and defined styles. 

Where do we use this automatic numberings except for in table of contents, list of figures etc. 

According to Yeditepe EE Report format, all figure and table captions should be mentioned 

somewhere in the report. We have mentioned that if you would like to add or remove a figure in 

first pages of report, numberings will be automatically updated. What about the mentions in the 

report? That’s where “cross-reference” features come in play. This feature inserts an automatic 

hyperlink also. 

o Go to Insert tab → Cross-reference shown in the Figure 4.22. 

 

 

 

Figure 4. 22 Cross-reference location 
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Figure 4. 23 Cross-reference options 

You can cross-reference everything that you numbered, captioned etc. You will probably 

want to change “insert reference to” option to what you want to insert. 

4.7. Citiation 

One of the most important aspects of writing report is references. Yeditepe University EE 

Department have strict policies to deal with plagiarism. Understanding of IEEE reference format 

might be little difficult for undergraduate students, but do not worry, MS Word has some 

awesome features when referencing. MS Word 2013 has also internal IEEE format too. All you 

need to do apply the steps below. 
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o First thing to do is add some sources. This can be conference proceedings, journal articles, 

books, web sites etc. Go to References tab → Manage Sources shown in the Figure 4.24. 

 

 

 

 

 

 

Figure 4. 24 Source manager 

 

o Click “New” button shown in the Figure 4.24 with red box. 

 

 

 

 

 

 

Figure 4. 25 Edit Source 
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A useful GUI will pop up when you enter new source. Select type of source shown in the 

Figure 4.24 with green box. You can select books, web sites etc. This example in the Figure 4.24 

is a journal article. You can also select “Show all bibliography fields” checkbox shown with red 

box with more editable options. Fill the boxes of your interests then click ok. A new source has 

been added to the references. 

• Go to end of paragraph or sentence you want to cite. Go to References tab → Insert 

 

Citation shown in the Figure 4.26. 

 

 

 

 

Figure 4. 26 Insert citation 

All you need to do enter the press the source that you want to cite. Word will manage 

numbering automatically. It is suggested adding all sources before starting to write report. Here 

is an example of cited paragraph below. 

One disadvantage of the novel approach concerns the input voltage to the positive feedback 

inverter. It does not slew from rail to rail, making neither M3 nor M4 totally shutoff. Thereby a 

quiescent current will flow, giving rise to a nonzero DC power dissipation. However, there is no 

quiescent current in the input stage [1]. 

So far you may think that we have done nothing at all. The magic of MS Word is not over 

yet. Referencing of all citations will be covered in the section 4.8. 
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4.8. Table of contents, List of Figures, Tables and References 

So far we learnt formatting text, numbering pages, captioning and citing. Make sure that 

you have done it properly. Next thing to do is using maybe the most important advantages of the 

MS Word which is automatic references. We will just insert what we need, nothing painful left. 

4.8.1. Table of Contents 

o Go to References tab → Table of Contents shown in the Figure 4.27 with red box. 

 

 

 

 

 

 

 

Figure 4. 27 Table of contents options 

o Select “Custom Table of contents” shown in the Figure 4.27 with green box. 

 

 



 

 

33 

 

 

 

 

 

 

 

Figure 4. 28 Formatting table of contents 

o Select modify shown in the Figure 4.28 with red box. 

 

• Select TOC1 and modify. 

 

• Select paragraph options under format tab. 

 

• Set spacing to 0 pt. 

 

• Repeat the steps and modify TOC2 and TOC3. 

What you just did is modifying default formatting of built-in table of contents in MS Word. 

Default formatting based on Normal style and has spacing after each paragraph. You can change 

formatting and make table of contents more readable and visually good. In default settings, table 

of contents will show only 3 level headings and Yeditepe EE report format requires the same, 

thus you do not need to edit TOC4 and after. 
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Do not format the “Table of Contents” heading to style Heading 1 because we do not want to 

show “Table of Contents” in the listing. Resultant table of contents shown in the Figure 4.29. 

Table of contents will not update automatically. You need to press F9 and select “update 

entire table” option. 

 

 

 

 

 

 

 

Figure 4. 29 Table of contents 

4.8.2. List of Figures, Table 

o Go to References tab → Insert Table of Figures shown in the Figure 4.30 with red box. 
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Figure 4. 30 Table of figures option 

Name of the menu may be table of figures but you can insert anything that you have 

captioned like list of tables. You can change caption from label figure to table shown in the 

Figure 4.30 with green box. 

Formatting is the same as table of contents. Click modify and remove spaces from 

paragraph. 

Listing of table of figures does not come with internal header. You need to add your own 

header before inserting table of figures. 

4.8.3. References 

After you have done all citations correctly as discussed in section 4.7 you can easily insert 

references according to IEEE format. Word will do the rest for you. 
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o Go to References tab → Bibliography shown in the Figure 4.31with red box. 

 

 

 

 

 

Figure 4. 31 Insert references 

That’s it, you have just inserted references in your document. However, there is an 

annoying problem of automatic references. Unlike table of contents and table of figures, there is 

no option for formatting references. MS Word will automatically format text with normal style. 

You just need to select references and “remove space after and before paragraph” because 

automatic formatting has too much spacing between each references. 

o Select references and go to Home tab → Line spacing and paragraph spacing options 

shown in the Figure 4.32 with red box. 

 

 

 



 

 

37 

 

 

Figure 4. 32 Line and paragraph spacing options 

• Press “Remove space before paragraph” and “remove space after paragraph”. 

4.9. Center Aligned Equations with Right Aligned Caption 

MS Word does not have right-aligned captions. You need to be familiar with “tabs” in 

order to align equations and captions properly. MS Word has different tab options. If you do not 

understand how “tabs” work, do not worry your T.A. has prepared a quick part to insert equation 

and it has automatic caption internally. You can also cross-reference this equation. “Insert 

Equation with Caption” can be accessed in the template EE492_Report_Template.dotx 

 

 

 

 

 

o Go to Insert tab → Quick parts shown in the Figure 4.33 with red box. 
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Figure 4. 33 Insert equation with caption 

• Under “Auto Text” you can select “Insert Equation with Caption”. An empty equation 

editor will appear with caption. 

Do not worry about numbering caption, numbering is automatically handled by MS Word 

field codes. Do not forget to update all document with F9 after you make changes in preceding 

equations. Here is an example of an equation. 

= 1 +   + 
2 

+ 
3 

+ ⋯ , −∞ <  < ∞ 
(4.1) 

1! 2! 3! 
     

You can cross-reference this equation anywhere in your document with reference type 

“Equation” under cross-reference options. 

4.10. Quick Tips and Hints 

4.10.1. Tabs 

Tabs are one of the most useful tools of MS Word. You can use tabs to vertically align text 

of different paragraphs such as “List of Symbols/Abbreviations” or you can make center aligned 

equations with right aligned captions. Usage of tabs can be found from here. You can also set 

default tabs to styles. In the template EE492_Report_Template.dotx styles “Equations” and 

“Symbols/Abbreviations” use pre-set tabs. 

https://support.office.com/en-in/article/Set-tab-stops-or-clear-them-06969e0f-2c81-4fe0-8df5-88f18087a8e0
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4.10.2. Page Breaks 

A page break is a way of forcing an end of a page at a certain point in the document. MS 

Word tries to auto-fit objects or text to page margins. If you want to start on a new page best way 

is to insert a page break. It is also prevents objects or text from moving from their certain 

positions if you delete or add something to your document. 

There two ways of inserting page breaks; 

• Go to Page Layout tab → Breaks. 

• Under Page breaks section click Page. Or, 

• Go to Insert tab → Under Pages section click Page break. 

Page breaks are normally invisible. You can see page breaks if you open “Show/Hide¶”. 

Use this option to get more control on your document. 

4.10.3. Tables 

Table start with “Normal” style when you insert a new one. Visually it is annoying because 

in “Normal” style we use paragraph spacing. This affect the size of table. Change table’s style 

by selecting inside boxes to “No Spacing” style to get rid of spaces. 

4.10.4. SI Units 

You need to modify SI units in your document if you want to give visual satisfaction to 

your reader. There is three ways to put SI units, with no-space, half-space and full-space. Here 

is the example below. 

• No-Space   1A current flows through 4 Ω resistor 
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• Half-space   1A current flows through 4 Ω resistor 

• Full-space   1A current flows through 4 Ω resistor. 

Obviously, half-space is better than full-space. No-space is wrong, do not do it. Follow 

the instructions below to put half-space: 

• Type the number, variable. 

• Press subscript or superscript option under Home tab in Font section. 

• Type space. 

• Deactivate subscript or superscript option. 

• Type the unit. [2] 

The idea is putting space in subscript or superscript to get half-s 
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5. CONCLUSION 

The last paragraph of the ‘conclusion’ section of the report has to be start as follws; “The 

realistic constraints and conditions that are used in this project are…”  

 

These conditions and constraints that may change according to the projects; 

 

• Does it contain helpful / harmful substances to the environment? 

• Sustainability, Health problems / solution. 

• Contribution to the economy 

• Standards used 

• Produnction of circuit / system 

• Temperature, Safety, Reliability 

• Social Issues / Solution 

• Element tolerances 

 

If a product was realized, cost analysis must be. 
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