PAGE  
1


[image: image1.wmf]
	TECHNICAL REPORT MS WORD TEMPLATE1 
F. Author, S. Author2, and T. Author3
Department of Computer Science

University of Houston

Houston, TX, 77204, USA

http://www.cs.uh.edu

Technical Report Number yyy 

October 15, 2004 

Keywords: Technical Report, MS Word. 


Abstract 
The abstract of the technical report goes here; the size of the abstract should be 250 words or less. It is left and right justiﬁed. Note that the title as it appears on the cover page is in all caps and 14pt Times New Roman.  The remaining text is in 12 pt Times New Roman and with the exception of the department information and the abstract itself, it is all double spaced. The department logo is centered. Multiple authors are separated by commas and an “and” before the last author. This page is not be numbered. The rest of the technical report is formatted exactly as an IEEE journal paper in single space, one column format with 11pt font. This abstract will repeat itself on the second page of the report. 
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HOW TO FORMAT A TECHNICAL REPORT IN MICROSOFT WORD

F. Author1, S. Author2, and T. Author3 

Abstract 
A 250 word abstract goes here. It is left and right justiﬁed. Note that the title is all caps and 14pt Times New Roman, and the rest of the text is in 12 pt Times New Roman. The department logo is centered and stops immediately after the word Science (this is the only difference with the department webpage). Multiple authors are separated by commas and an and before the last author. This page is not be numbered. The rest of the technical report is formatted exactly as an IEEE journal paper in single–space, one–column format with 11pt font. This abstract will repeat itself on the second page of the report.

Index Terms 
Technical Report, MS Word

I. section 1 of technical report

This document explains how to use MS word in ordr to produce a Technical Report that conforms with the guidelines of the University of Houston Computer Science Departmetnt.  Notice that the cover page contains the title (Times New Roman 14pt), list of authors (Times New Roman 12pt), the department information (all in Times New Roman 12pt with exception of the web address which is in Courier 12pt), the Technical Report Number (Times New Roman 12pt), and the date (Times New Roman 12pt).  Next, the Keywords are listed.  “Keywords” is in bold and the number of keywords or key phrases should not exceed 5.  Next is the label “Abstract” in bold followed by the abstract text (all Times New Roman 12pt).  The abstract will repeat itself on the next page.  Up to this point of the cover page, all text is centered and spaced as seen.  Authors with affiliations are given symbol superscripts.  Those affiliations are listed on the bottom of the cover page in Times New Roman 9pt text, not centered.  Notice, the page numbering does not begin until THIS page and this page is numbered 1.

On this, page 1, the title is repeated centered and this time in Times New Roman 24pt.  Once again affiliations are denoted as they were denoted on the cover page and appear on the bottom of this first page.  Next follows the abstract again (this time in Times New Roman 10pt) and the index terms (Times New Roman 10pt).  The titles “Abstract” and “Index Terms” are also in Times New Roman 10pt and bold.  Both the abstract text and the index words are indented towards the center of the page to show separation from the main body of text.  All subsection titles are Times New Roman 11pt, centered, in small caps, and numbered by Roman numerals.  Each paragraph is indented 0.125 inches.

This is the first section of the technical report.  The text follows the format set for single column IEEE journal publications.  This is also an example of a section of the technical report having no subsections within it.  It continues until I’ve included all that fits into this section.  It continues until I’ve included all that fits into this section.  It continues until I’ve included all that fits into this section.  It continues until I’ve included all that fits into this section.  It continues until I’ve included all that fits into this section.

1This work was supported by the Prestigious Foundation.

2S. Author is with the Important Institute.

3T. Author is with Big State University.

section 2 of technical report

A. Subsection A

In this section, I have broken the text into subsections.  It continues until I’ve included all that fits into this subsection.  It continues until I’ve included all that fits into this subsection.

B. Subsection B

This is subsection B of section 2.  It continues until I’ve included all that fits into this subsection.  It continues until I’ve included all that fits into this subsection.  It continues until I’ve included all that fits into this subsection.

II. Figures and tables in a technical report

Figures should not exceed the width of the page.  If there are multiple graphs or key points of interest in the figure, they should be appropriately marked (a), (b), etc.  The figure’s caption should be located directly below the figure itself.  Refer to Figure 1 as an example.  This formatting follows the IEEE journal format.
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Fig. 1.  Title of Figure 1. Note that “Fig.” is abbreviated. There is a period after the figure number, followed by two spaces. It is good practice to explain the significance of the figure in the caption.
Tables should not exceed the width of the page either.  Furthermore, the table number and title of the table should be located directly above the table while the caption of the table should be located directly below the table.  Refer to Table 1 on below.
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No vertical lines in table (following IEEE formatting instructions).

Here I continue with the section until it is complete.
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