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Abstract

This document describes the formatting rules for Bachelor's project reports as specified by the Department of Computer Science at Karlstad University. The required outline of the document, as well as specific formatting requirements such as page numbering and page layout are described. A section with specific requirements for documents written in Swedish is included. For documents produced in MS Word a special template file, called kau_report_x.dot is provided by the department, where the letter x indicates the language: s or e for Swedish or English respectively. Some information on how to use this template file is also given in this document as well as in the document template.
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1 Introduction

This document gives the style guidelines for Bachelor's project reports written at the Department of Computer Science, Karlstad University. It has been produced using the kau_report_e.dot MS Word template. Hence, this document, in addition to listing the style guide​lines, also work as a sample report with respect to the formatting guidelines it describes
. If you use formatting files for LaTeX or Microsoft Word provided by the Department of Computer Science most of the formatting required will be handled automatically. It is strongly recommended that you use one of the provided formatting files. If you choose to use a different word processor you are still required to follow the described guidelines. The course examiner must approve any deviations from the guidelines.

The reminder of this document is organized as follows. Section 2 describes the general layout required for the report. Some parts of the report are described in more detail in section 3. Section 4 provides additional information required for reports written in Swedish. Finally, section 5 provides some information on how to use the kau_report.dot template.

2 General layout

This section provides information on the general layout of the report, such as organization, page numbering etc. Again, this document serves as an example of the required layout.

The outline of the report should follow the order specified in Figure 2.1. As indicated in Figure 2.1, some portions of the report are optional. The “List of Figures” and/or the “List of Tables” may also be omitted due to the lack of figures and/or tables in the main body. All other parts are always required. The parts preceding the main body are called front matters. The table of contents should list all parts following the front matters. Parts in the front matters should not be included in the table of contents. If a list of abbreviations is provided it should be placed as an appendix.
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Figure 2.1: Report outline

The report should be bound, with the cover in sulfur-yellow. The color is available at the printing works at the University as ”svavelgul”. % (Colorit 72). We recommend that you bind your report at the University. Two-sided printing should be used. However, the approval page, the abstract and the main body should start on the right hand side. All parts in the front matter should start on a new page. The first section of the main body should be Section 1. Any appendices that are part of the report should be numbered alphabetically.

The pages of the front matters should be numbered using Roman numerals.  The pages of the remaining parts, starting with the main body, should be numbered using Arabic numerals. The page numbering should take blank pages into account. For instance the page number for the approval page is iii. The page numbering for the main body should start over with page one. Figures and tables should be numbered using the section number followed by a running number. For instance, the first figure in Section 2 is numbered 2.1.

The fonts size for regular text should be 12 point. The line spacing should be 1.5 with the exception of the Reference section, which should be single-spaced. The text should be in block format with even right and left-hand margins. This includes the abstract and the acknowledgements (when present). The page style for the report should be plain with the page number centered at the bottom of the page.

3 Further Details

The general layout of the report was described in the previous section. This section provides some further details on some of the required parts of the report.

3.1 Title page

The title page should conform to the format illustrated by the cover page of this document. The logo of the university should be centered at the top of the page and can be obtained from the department in postscript format if needed.  The report number is to be placed at the bottom of the page. Ask your adviser for the report number to use. There should be no page number on the title page.

3.2 Approval page

The student, the advisor and the examiner must sign the approval page. By signing the approval page the student certifies that the work presented in the report has indeed been carried out by the student. Material obtained from other sources must be properly cited. The date on the approval page refers to the date when the student successfully defended his or her work.

3.3 References

References to the literature should be done using a numbered reference list, where the reference in the text appears as the number of the reference in square brackets. For instance, Lamport's seminal paper on causality is referenced as [2]. References should be ordered alphabetically in the reference lists. Only material referenced in the text may appear in the reference list. The parts of an individual reference in the reference list should be listed in the following order: author, title, source, and date. The font and punctuation used should be consistent for all entries in the reference list. Examples on how to reference a book [3] and journal articles [1]

 REF _Ref446161060 \r [2] can be found in the reference list of this document. 

When you want to mention the author(s) of a reference in running text the convention is to list the names if there are one or two author(s), but to use the first author followed by ``et al.'' if there are more than two authors. For instance, when we reference Silberschatz and Galvins book on operating systems [3] we mention both authors. In contrast, we use the abbreviated form when we refer to the paper on termination detection by Dijkstra et al. [1]
4 Reports Written in Swedish

Documents written in Swedish should still use the guidelines described in sections 2 and 3 of this document. The only exception is that two abstracts are now required, the first one written in Swedish and the second one written in English. The two abstracts should be placed on separate pages, with the abstract written in Swedish positioned first. Only the first abstract needs to be on a right-hand page.  The mapping from the English terms described in the outline of the report to their Swedish counterparts is given in Table 4.1. A document written in Swedish must use the Swedish names in the document.
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Table 4.1: Language mapping

5 The Kau_report template for Word

Kau_report_x.dot is an MS Word template file, which formats a report according to the rules specified by the Department of Computer Science at Karlstad University. The template file sets up the layout of the report and provides a number of helpful document definition fields and keyboard shortcuts for defining structural elements of the document such as the title page and the approval page. To use the template file you should open the Word template file Kau_report_x.dot, which is set up for two-sided printing. The template can be obtained from http://www.cs.kau.se/cs/docs/kau_report.zip. A complete listing of the files contained in the archive can be found in appendix A.

When opening the report template, you may be warned that it contains macros and asked if you want to activate the macros. There is no macro in the document template, but there are paragraph templates with keyboard shortcuts, which cause this warning. You may safely choose to activate the macros.
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A Word Files

This appendix describes all the files contained in the compressed zip archives kau_report_ps.zip and kau_report_notps.zip. The archives are available from http://www.cs.kau.se/cs/exjobb/.

· kau_report_ps.zip contains versions of the kau_report_x.dot for output on a postscript printer
.
· kau_report_notps.zip contains versions of the kau_report_x.dot for output on a printer that does not support postscript.
The files contained in the archives are:

· kau_report.doc This document.
· kau_report_s.dot The template to use to write documentation in Swedish.
· kau_report_e.dot The template to use to write documentation in English.
The document templates do not work correctly if opened directly from the zip files. To use the document template correctly, it should first be extracted from the zip file and stored on a local hard drive. Then this file is opened. It will then create a new word document using the template.

B Practical guidelines for MS Word

This section contains help and hints on how to produce the different parts of the report without violating the Word template.

The Word templates are developed and tested under Swedish MS Word 97. They may, but are not guaranteed to work under different versions of Word.

Some information in the document is defined by embedded codes and references. These references are automatically updated when the document is printed or previewed, and can be updated individually as described in section B.8 Cross-references below.

B.1 The default template NORMAL.DOT
B.1.1 The default font size

Set your default document template NORMAL.DOT to Times New Roman 12 points. This is necessary if you are going to include Word drawings as described in section B.5 Figures and figure numbering or B.6 Tables and table numbering. The reason is that texts written in such figures are not typeset using the paragraph templates for the main document. By default the typesetting uses the default paragraph template Normal from the default document template NORMAL.DOT.

To set the default paragraph template Normal, open a new, empty document. The select the menu command Format | Formatmall. Make sure that the template Normal is selected. Click the Change button and check the checkbox Add to Template (Lägg till dokumentmallen). Click Format | Font… and set Times New Roman, Normal, 12 points and accept. This will define the default paragraph template Normal document template NORMAL.DOT. Uncheck the checkbox Add to Template again and accept, to avoid other unintentional changes to affect the document template.

B.1.2 The set up for figures and tables 

If your are going to use figures and/or tables in your report, you need to set up your default document NORMAL.DOT to support the numbering scheme required for the report. The necessary information is not stored in the document itself but in NORMAL.DOT, so it does not come with the document templates supplied by the university.

Select Insert | Description from the menus. If you are using one of the English document templates, make sure the labels Table and Figure exist in the label list. If they are not you should add them.

For both Swedish and English templates, click the Numbering button, check the “Include chapter number” and select point as the delimiter and click OK twice so that a description is inserted, which you may remove again.

Reopen Insert | Description. Click on the “Auto description” button and check the Microsoft Word Table check box, use label Table or Tabell and select the description under the element. Then check that the numbering is correct (Include chapter numbers, use point as delimiter) and click OK. Exit Word and answer Yes if you are asked if the changes should be stored in NORMAL.DOT.

B.2 The Karlstad University sun in eps format

The sun logotype on the cover page of the document templates ending in _ps is in embedded postscript. In the document it displays some information of the file itself. It will be correctly printed on a postscript printer. When printed on non postscript printers some text describing the eps file containing the sun logotype will be printed instead. In the _notps document templates a bitmap preview is included in the logotype, which makes the file a lot bigger. When printed on a non-postscript printer, the preview image is printed.

B.3 The date and other report information

The report is decorated with a few pieces of information, like the name of the author or authors and the date when you successfully defined your work. For the ease of update, all these pieces of information are gathered in the document properties. The template retrieves this information from the document properties and inserts it into the document at the relevant places. It is your responsibility to assure that the document properties are set to the correct values.

You reach the document properties through the menu selection File | Properties, under the rightmost tag User defined. This corresponds to selecting Arkiv | Egenskaper | Eget in the Swedish version of Word. To change the preset value you select the desired property, type in the new value for the property and click Change (or Ändra in the Swedish version).

B.3.1 Title

The report title is not retrieved from the user information but from the document summary tag (Sammanfattning) of the document properties, which you should fill in before you save your document.

B.3.2 Date approved

The date property is called Date. Its value should be the date when you successfully defended your work. Also see 3.2.

B.3.3 Document number

The document number is allocated by the course responsible. The corresponding property is called Pubnum.

B.3.4 Supervisor and examiner

These names are found under the corresponding names in the document properties.

B.3.5 Department

The department name, Computer Science, is also retrieved from the document’s user defined properties. In the Swedish version it is Datavetenskap.

B.3.6 Author

The name of the author or the authors is not retrieved from the user information but from the document summary tag (Sammanfattning) of the document properties. This field in turn gets its default value from the information set up in Tools | Alternatives | User Information (Verktyg | Alternativ | Användarinformation), so you normally do not need to change this field.

B.4 Paragraph templates

This section explains the details of how to use the predefined type settings. Unless told otherwise, the setting affect whole paragraphs. A complete list of the type settings you will use and their usage is given in Table B.1: Predefined paragraph templates.

Template name
Shortcut
Usage

Beskrivning

Figure and table descriptions

Prerubrik 1

Titles to not include in the table of contents

Rubrik 1
Alt+1
Section title

Rubrik 2
Alt+2
First level subsection title

Rubrik 3
Alt+3
Second level subsection title

Rubrik 4
Alt+4
Third level subsection title

Bilaga 1
Alt+Q
Appendix title

Bilaga 2
Alt+W
First level appendix subsection title

Bilaga 3
Alt+E
Second level appendix subsection title

Bilaga 4
Alt+R
Third level appendix subsection title

Normal 1
Alt+Shift+N
First paragraph of body text

Normal
Alt+N
Subsequent paragraphs of body text

Figur
Alt+F
Figure

Kod
Alt+K
Program code or quotes. Affects only selected text.

Referens

Reference

Sammanfattning

Summary

Table B.1: Predefined paragraph templates

B.4.1 Writing headers

You should use the predefined paragraph templates Rubrik n for section and subsection headers. To define a text as being a top-level section header, place the text cursor in the paragraph and press Alt+1. Similarly, to define a text to be a first, second or third level subsection header, place the text cursor inside the paragraph and press Alt+2, Alt+3 or Alt+4 respectively. As an example, the title 3.2 Approval page is a level 2 header, which is a first level subsection header. It was typeset by pressing Alt+2. A paragraph can de defined to be a header any time by the above procedure.

To typeset headers for appendices you use Alt+Q, W, E or R instead of Alt+1, 2, 3 or 4. These letters are located directly underneath the corresponding numbers 1, 2, 3 and 4.

B.4.2 Writing body text.

The body text consists of two different types of paragraphs. The first paragraph after a section of subsection header follows the paragraph template Normal 1 and all the subsequent ones follow the template called Normal. To define a paragraph as a normal body text paragraph, place the text cursor inside the paragraph and press Alt+N. This can be done any time. To define a paragraph to be a Normal 1 paragraph, you press Alt+Shift+N while the cursor is inside the paragraph text.

B.4.3 Using other paragraph types

Most paragraphs will be typeset automatically most of the time. However, even paragraphs other than headers and body text can be typeset manually at any time. To typeset a paragraph, place the text cursor inside the paragraph and select the appropriate paragraph type from the paragraph template selection list in the function control bar, normally located at the left edge of the tool bar.

B.5 Figures and figure numbering

Good figures are essential to an easy to read report. You may use Word or other drawing programs to draw figures.

A figure is composed of the figure itself and a description containing the figure number and a descriptive text. You will normally put a figure on a line by itself. Press Enter where you want the figure to be then typeset the paragraph as Figur. This is easiest done using the shortcut Alt+F. The description is on a line below the figure and typeset as Beskrivning and is covered below. Section B.8 Cross-references covers how to insert a reference to a figure in the text.

B.5.1 Drawing figures in MS Word

It is not recommended to use Word’s drawing tool to include figures directly into the document. Such figures float around and are often difficult do keep together, difficult to label and difficult to adapt to the surrounding text. If you want to use Word for drawing your figure, it is recommended to use the command Insert | Object…, which will define your figure as a single contained figure object, not as a lot of individual parts. Make sure that the check box “Float over text” (“Sväva över text”) is unchecked and use “Microsoft Word picture” to draw your figure. Use text boxes to write texts in the figure. Any text you write in your figure will use the default paragraph template Normal from NORMAL.DOT, so define it to use 12 points Times New Roman as described in B.1 The default template NORMAL.DOT.

B.5.2 Importing figures drawn using other tools

To import a figure from another program, use Insert | Picture object or Insert | Document…. Select the newly included figure, choose Format | Picture, choose the tag Location and make sure that the check box “Float over text” is unchecked.

B.5.3 Figure numbering and description

Whether you draw your figure in Word or include it from another program, you need to give it a figure text and to number it.

After you have included your figure make sure to typeset the paragraph containing the figure to Figur. This both centers the picture and locks it to the same page as the following paragraph, which will be the legend. Then start a new paragraph and choose Insert | Description… from the menus. Make sure that the Label field shows the word “Figure” and press OK. This defines the current paragraph as Beskrivning and inserts the text “Figure c.n”. Add a colon (:), a space and a descriptive text and press Enter to continue the text. The text is automatically added to the list of figures. This connection is based on the paragraph template Figur and on the word Figure before the figure number.

B.5.4 Special action to assign figure numbers in appendices

Unfortunately, there does not seem to be a mechanism in MS Word, which allows figure numbers to be connected to the appendix paragraph number, so you need to do that by hand.

When you insert a figure text in an appendix, it will get the number 0.1, where the chapter number will be 0 or some other erroneous number. You need to edit this number to refer to the correct appendix letter by hand. To do this, first mark the chapter number, which is in front of the period. Then select Insert | Cross Reference… In the dialog window, select Element type: Numbered element and Refer to: Paragraph number. Then select the appendix title from the list of numbered elements before you click Insert and close the dialog window. This assures that the chapter reference will be correctly updated even if you insert new or remove some appendix in front of the current one.

B.6 Tables and table numbering

Tables can be entered either in figures or as tables. If you use a figure for your table you proceed as above. Define the paragraph as Figur and add a description. The only difference is that you should use the description label Table instead of Figure when inserting the description.

Alternatively, you may insert a Word table. In this case the table description is automatically inserted after the table, and you add the colon (:), the space and the descriptive text as usual.

The table description is automatically added to the list of tables. This connection is based on the paragraph template Figur and on the word Table before the table number.

B.7 References

References are written in the section “References”. They are typeset with the paragraph template Referens and are automatically numbered. All you need to do is to replace the example text of the first reference with correct text and press Enter to create another reference.

B.8 Cross-references

Occasionally you want to refer to an element in your text from somewhere in the text. You may for instance want to refer to a table or to the title or number of another section. This is called cross-referencing and is achieved by the Insert | Cross-reference… menu command. In the command dialog window you may choose what kind of element – title, figure or table – you want to refer to and which part of that element’s information – the number or the text – you want to use. A reference to the title of this subsection may for instance look like B.8 Cross-references and is selected as Title | Title number, space, Title | Title text. The reference is inserted as a coded field, which will update itself if the contents of the referenced element change. Fields are updated when the document is previewed or printed, and can be updated manually. To update a field manually, either select it and press F9 or use the right mouse button menu to update the field value while pointing in the field.

C To change the defaults

This appendix indicates how to preset which parameters to change from English to Swedish text. Sometimes, like in the list of figures and the list of tables, the code for the list needs to be changed. To change the code it may either be replaces by a new one or it may be edited in the “Display code” mode. The code display mode is triggered using Shift+F9 or from the right hand button menu when pointing at the code. When the code is displayed it may be edited and then changed back to ordinary result mode.

C.1 The list of figures

The list of figures is trigged by the label selected when inserting a figure description. In the English version this is the label Figure. In the Swedish version this label should be changed to Figur. The change is done in the insert description command, making sure that the checkbox Include Chapter number under the button Numbering is checked. To use the label Figur in the list of figures the code for the list of figures should be changed from Figure to Figur as explained above.

C.2 The list of tables.

The list of tables works in the same way, with the difference that the label should be Tabell instead of Table. In addition to the changes described for the list of figures, the auto description for MS Word tables should also be changed from Table to Tabell.

C.3 The Kau sun logotype

The sun logotype is located at the top of the cover page. It should be replaced by a sun with the Swedish text in it.

C.4 The name of the department

The name of the department is found under the user defined document properties in the File menu command. It should be set to Datavetenskap in the Swedish version.

� The content and length of the document are of course not representative of a report.


� The only difference between the postscript (_ps) and the non-postscript (_notps) document templates is the definition of the university’s “sun” logotype. The logotype in the postscript templates will print as some small text on non-postscript printers.
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