
Microsoft Word 1C: Reports 

1. Open the saved Word Report on my website and save it as YourNameWord1DReport. 

Note: to create a space for a title page, simply place the curser at the top of the document and press the 

Enter key until everything has been moved down a page. 

2. Add a title page to the beginning of the report using the following information: 

3. Click in the middle of the first blank page and enter the title of the report: Using Microsoft 

PowerPoint 

This report is for a Business Computer Applications class; add the class name, your name, my name and 

the current date on the title page. 

 

 

5. Select the View tab and press the Two Pages button. 

 



6. Look at the two pages below and compare them with yours, make sure that your title page 

information appears in the middle of the page as shown and that the second page starts at the top (you 

can add and delete lines as required by using the Delete key and Enter key on your keyboard). 

 

7. Click on the One Page button to get back to the viewing one page at a time. 

Note: there is a light grey line which appears on the right side of the page, this is where the comments 

appear, you can see the comments if you scroll down to page 2 and 3. 

8. Make sure you are in Print Layout view then and double-click here for the Header section to appear as 

shown. 

 



9. You don't want a head or footer to appear on a title page, they should only appear on page 1,2 etc. so 

select Design tab and check off Different First Page as shown. 

 

10. Scroll to the second page of the report and then click in the header section and select the Insert tab, 

press the Page Number droplist and select Current Position. 

 

11. Select the Bold Numbers (Page 1 of 1) format as shown. 

 

12. Add the title to the Header section as shown, use the space bar to align it in the center of the page 

as shown. 

 

Note: even though this is the first page of the report it appears as page 2 (the title page is page 1). Make 

sure there isn’t a header on the title page. 

13. Double-click in the middle of page two and notice the text in your report becomes black and the 

header becomes grey. 



14. Select the Review tab and press the Track Changes droplist and select Track Changes. 

 

Note: whenever this option is selected all the changes that you make will be highlighted in blue. 

15. Correct the four misspelled words in the report. 

16. Place your curser on page 2 here … after the .” 

 

17. Select the Reference tab and press the Insert Footnote button, then look at the bottom of your page 

for the footnote to appear as shown. 

 

18. Insert the information below about the book where this information came from in the footnote at 

the bottom of the page. 

1. S, J. & Cooper, P. (2007). New Technology Trends in Education. York Press, Toronto, ON p. 109 

19. Change the zoom level at the bottom right of your screen so the comments in pink boxes are easier 

to read. 



 

20. Read the comments in the report and make the other changes suggested in the comments. 

21. Turn off the Track Changes feature.  

 

 

 

 

22. Enter any two comments of your own anywhere in the report by selecting the Review tab and 

pressing the New Comment button. 

 

23. Create a blank page after the title page which will be used for the table of contents, as described 

below. 

24. Insert a blank page after the title page (before the report) to use as a table of contents that will refer 

to the various sections of the report. 

25. Select the Page Layout tab and press the small box below in the Paragraph ribbon. 

 

26. Select the Tabs…button as shown below. 



 

27. Enter the following right aligned tab stop at 5.5 inches. 

 

28. Complete the Table of Contents, with the page number beside each corresponding section in a 

report (partial example below). 

Note: Hit tab after typing the heading of a section to insert …… before adding the page number. 



 


