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Saving your work on the computer
· Save your work at regular intervals – every few minutes is wise (CTRL+S is a quick way of saving)
· Save in your user area or memory stick 

· Make a copy of your work as a backup

· Put details into the document footer such as file name, page number and date – as follows

· Click View | Header and Footer press the down arrow,  click the Insert Autotext button and click Filename and path.  Tab across to the middle of the footer and click the page number button on the toolbar.  Tab across to the right of the footer and click the Date button on the toolbar.  Click the Close button on the toolbar.
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Sixth Form 
Report-writing Guide
How to write a good report
Key Points
· It’s different from an essay
· Choose a sensible title

· Give yourself time to plan 
· Give yourself time to collect information

· Get the structure right
· Use sections to break it up

· Keep the appearance consistent

· Include a bibliography
Writing your report 
· Choose a heading saying what it’s about.
· Check this with your teacher

· Give yourself time to get the information 

· Decide how to structure your report eg
· Introduction where you say what the report is about and how you went about collecting the information.  Keep it short

· A series of paragraphs outlining where you got the information from and what conclusions you can draw from the information
· Put the paragraphs are in a logical order

· A concluding section where you say what you have made of all the information you gathered

· A bibliography – give details of which sources you used (Author, Date, Title, Publisher)

Presentation
· Write the title clearly at the top 

· Include a table of contents 

· Use main headings and sub-headings 
· Leave a little space between each paragraph and each section

· If word-processing your report, use the same font throughout (use a larger size for headings and sub-headings)

· If writing your report, use the same ink colour throughout

· Avoid headings at the bottom of a page with the paragraph that goes with the heading on the next page
· Include graphs, charts in the correct section – label them
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