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Each report begins with the title about 2 inches from the top of the page.  It is easy to use your status bar  to check the “At” indicator which tells you the distance from the top of the page. The title should be typed in caps, bold, and centered (Corson, 1992, p. 5).  Triple space after your title, then set the line spacing to 2.0.   If a report is being used by other staff members or is being marked by a teacher, they will appreciate the double line spacing as it is easier to make corrections, give feedback, and make annotations regarding questions.  Remember to use the show/hide button on the standard toolbar to assist in counting the spacing when you triple space.   Do not press the enter key at all during the keying of a paragraph.  The words will wrap to the next line automatically.  Once ready to begin a new pargarph, hit enter and press the tab key to indent the paragraph Type the side-heading at the left margin and under line it.  
Side-heading
Side-headings ar e used to identify a specific focus in a report.  Sometimes the side-headings are used to set up your table of contents page.  Typically Side-headings are formatted using bold rather underlining to achieve a cleaner look.
Table of Contents
Use the same margins as in the body of the report.  Centre the table of contents on the page from top to bottom if the content is short.  If it is long, start the title 2 inches from the top and subsequent pages one inch from the top of the page.  Use a small roman numeral for page numbering which is usually centred in the footer (Reed & Thompson, 1996)   

Page Numbering
Remembe that you shouls number each page fo the report.  Page number is a feature that is offered by most word processing programs.  Number pages 2 and onward; do not number page 1.  Place the number in the sample place on each page.  You have the option to place the number in the header at the top right or in the middle.  Som ealso like to see it in the footer (Farmiloe, 1994.).    
You will need to suppress the page numbering feature on page one.  Most word processing programs allow you the option of not printing the page number on the first page.  Because the report numbering starts on page 2, most people create a separate file for their table of contents and cover page (Webster’s Secretarial Handbook, 1999, p. 63).
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