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Abstract

The abstract is a paragraph or two (usually 100-250 words) summarizing the report.  It is different from the introduction because it must stand alone, e.g., it includes a summary of the results, whereas the introduction may only hint at results.  Abstracts are often published in a separate index, such as the Engineering Index on-line.  Thus, take care to include all necessary information.  Do not refer to figures or tables from the report, since the reader may not have the entire report before them.  Abstracts usually are a separate page, or may sometimes be included on the title page.

Introduction

The introduction provides the necessary background to understand the report, indicates why the reader should be interested in the material, and usually ends with an overview of how the report is structured.  Note that headings formatted using the “Heading 1” style.  Try clicking on the text of “Introduction” to see that the format is “Heading 1”.  Use the formats provided for this document for all your headings and subheadings.  Then if you need to change the format of all your headings, you can do so under the menu: Format->Style.

The title page and abstract are not numbered with the rest of the report.  If Table of Contents, List of Figures, or List of Tables pages are included, they are numbered with lower case Roman numerals.  This is the first page of the report, but the number “1” is not actually shown on the page.  The next page (page number “2”) actually shows the page number at the bottom.  You must use section breaks (under the Insert->Breaks menu) in order to change the page numbering style from page to page.

How to Create Bullets and Numbered Lists

· To create a bulleted list like this, select one or more paragraphs and choose the List Bullet style from the Style drop-down list on the formatting toolbar. To create a numbered list like the numbered paragraphs above, select one or more paragraphs and choose the List Number style from the Style drop-down list.

This Style—the Block Quotation—can be used for quotes, notes or paragraphs of special interest. To use the Block Quotation Style, highlight any paragraph and choose Block Quotation from the style drop-down list on the Formatting toolbar.

How to Create a Figure
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You can create figures such as diagrams using the drawing tools within Microsoft Word, or make a chart using Microsoft Excel.  Simply cut and paste in the picture from the tool you are using (Excel, Paintbrush, etc.).  Center it and then add a caption (including the figure number and description) using Insert->Caption.  Captions go below figures, but above tables.  If you use Excel to create a chart, leave out the chart title (the title is in the caption instead).  Be sure to label each axis properly, including units where appropriate.  

How to Create a Table

Choose Insert from the Table menu.  Add a caption using Insert->Caption.  Captions should include the table number and a description.  Captions go above tables, but below figures.

To modify an existing table, such as the table below, position your cursor in any cell. To modify the table, access the Table menu to select the desired action and/or result.

Table 1 Competitor Market Share

Competitor Ranking
Current Share
Share in 3 Yrs.

Largest competitor
50%
30%

Second largest competitor
25%
20%

Third largest competitor
15%
12%


How to Edit Table Text

You can edit and format table text like regular text. Simply select text and type to replace, and use the Format menu to change the font and/or paragraph attributes.

How to Change a Header or Footer

In Page Layout view, choose Header or Footer from the View menu. Once activated, you can change or delete the text just like regular text. When done, click Close to exit.  Page numbering is done through the Footer.

To delete a ruling line in the Header or Footer, from the Format menu choose Borders and Shading. Choose None from the Preset section, and click OK.

Problem Specification

A design document usually begins by providing a detailed description of the project requirements.  You may need to organize these requirements into sub-headings to make them easier to understand.  The headings below are merely examples.  You should choose your own, or delete them if you do not need them.

Customer Characteristics

The design is for forklift operators at Pizza Box restaurants, who are all left-handed and 5’10” in height.

User Environment

The device will be used underwater off the shore of an oil rig.  Water depths up to 100 meters are expected.  The final design must be under 1.5 meters in any dimension and must weigh less than 50 kg.  Maintenance must be possible with a minimal set of tools and equipment.  

Safety Constraints

The design must include necessary safety warnings and user shields to prevent injury.

Preliminary Ideas

Describe the alternative solutions to your problem.  If the descriptions are detailed, you may need to use subheadings to organize this section.  Include diagrams and pictures where appropriate. 

Analysis

Analysis of the alternatives should begin by describing the design criteria – characteristics used to judge the various alternative solutions.  Examples of design criteria are “low cost”, “recyclable”, or “user comfort”

A design matrix is a great way to concisely describe the decision.  Show each alternative solution as a row, and each criteria as a column. Give each criteria a weight (10=very important, 1=not important).  Then rate each solution for how well it meets the criteria. Be sure to include a narrative that leads the reader through the numbers, especially on your final selection, based on the winning score. 

Table 2 Design Matrix
Weights:
Low Cost
Short Design Time
Recyclable
User Comfort
Scores


8
6
7
9


Alternative Solutions
Microprocessor







Programmable Logic







Human operator







Mechanical device






Implementation

This section describes the final design in detail.  You may wish to include detailed drawings in an appendix and give an overview drawing here in the body of the report. 

Conclusions

What could have been done better?  What is the next step?  What did you learn?  Was the design successful?  Is there a logical follow-on product?

Appendix A:  Detailed Budget

Use an appendix for information that would distract from the main flow of the report, but that some readers might wish to refer to.  Often, detailed data is provided in an appendix and simply summarized in the body (sometimes through a graph and some description).  Essential information (like the final cost), should be included in the main body, even if details are placed in the appendix.  Use more than one appendix if you have widely different material to include.  Each appendix should start on its own page, with a descriptive title.  Usually a paragraph of description should accompany any table of raw data so that users can appropriately interpret the numbers.
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