Writing an lIdeal Report &
Referencing

Dr. Elzahra Buzariba




By the end of this session you will be able to:

 Outline the structure of an ideal report.
 Describe the ideal way to write the report.

- Explain the importance of referencing.

- Explain the referencing style (Harvard style)
- State different examples of report.



Why you have to
write a report?



Layout of an ideal report

:  Contains general information.
Cover page/ title page S e Al il gladll e (g i

« Contains a list of all headings and subheadings
in the report.
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Table of contents/ figures/
tables

« Contains a summary about the report.
Abstract el andl adle e (g ging o

: « Contains an opining statement for the
Introduction report.
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Layout of an ideal report

o Contains the solution or the main

Main body objectives.
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 Contains a short paragraph of what you

COnChlSiOIl have concluded.
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« Contains a list of references that you used
in the report.
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References




Cover page/ title page

- What the general information might be in the
cover page?

» The ideal format is on Moodle
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o It can be 2.5 cm or 1 inch.
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Font type and size b=l px> g9 g9

- (Times New Roman) as a standard font.

- Type size should be 12-point for body test, 14-point
for subtitles, 16-point for titles and 18-point for
section headings.



Titles and subtitle w9lic
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1-Introduction

Hypertension . referred to as high blood pressure ( HTIN ). is a medical condition in
which the blood pressure is chronically elevated. Hypertension is a conunon disorder
that . if not effectively treated . results in greatly increasing probability of coronary
thrombosis .strokes . and renal failures (Rang H.B.. 2007).

Hypertension { HTIN ) is one of the most important cardiovascular risk factor but its
control is still a challenge for physicians all around the world. The world Health
Organization { WHO ) report which examined the major risk factors for global disease
identified hypertension as a one of the most important causes of the disease burden of

developed and developing countries (Ezzati Wi, 2002).
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iew the current understanding of hyperkalemia associated with use of

sngin-converting enzyme inhibitors and angiotensin receptor blockers .

2.1 Bl«lod Pressure

Blood pressure is one of the vital signs, along with respiratory rate, heart rate, oxygen
saturation, and temperature. It is also defined as pressure of circulating blood on the

walls of blood vessels (Booth, 1977)

Blood pressure is most commonly measured via a sphygmomanometer, which is

historically uses the height of a column of mercury to reflect the circulating pressure

(Booth, 1977) .
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h\drocortisone ) . non-steroidal anti-inflammatory drugs ( Ibuprofen . naproxen ).

ImNyunosuppressive agents . as cyclosporine A .

The mydical condition which may cause hypertension is case of alcoholic patient.
suprarengl tumor and renal disease . The most common causes of secondary

hypertensifyn 1s associated with kidney impairment such as chronic kidney disease or

Renovasculay disease . (saseen JI, 2014) .

2.2.2 Syimptoms of ll}1}ﬂ‘teh$iﬂn

Hypertension is known as  silent killer ", it is commonly without symptoms. and a lot
of people do not know that they have it. Often when blood pressure levels are
seriously high, a lot of people do not have any symptoms , a small number of patients

show symptoms such as dull headaches . vomiting . dizzy spells and more frequent

nose bleed .
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1. Introduction:

In this report, there will be three objectives.

2. Objectives
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2.1. Firstobjective. (Define PBL) T
PBL 15 a new strategy of learning for the student, 1ts process depends on the fact that

discovering the information is more effective than receiving it from a lecturer.

1 S8

2.2. Second objective. (Describe the PBL and traditional

learning cycle)
2.2.1. PointNo. 1. ( PBL cycle )

PBL cycle consist of several components as shown in graph 1.
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4. Refersnces:
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The differences between PBL and traditional learning are mentionedin Table 1.

PBL

Traditional

Cost

Objectives

Approach

3. Conclusion

4. References:

Inthis report, three objectives were covered.

i



Table of contents

» At the end, insert the content table.
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Referencing

- If you used someone’s else ideas or words, it 1s
important to show it.

Otherwise, you are cheating !!



- There are several referencing style. One of them is

Harvard referencing style

There is a specific why to write the reference, whether from
books, article or website.

How ?27?2?



Reference citation in &> o)l ,S5
the text

when quote from a source with one author :

When organizing our time ‘the centerpiece will tend to be
goals and objectives’ (Adair, 1988).

)
Name of
author




Two to three author:

Some thoughts are best left unsaid’ when emotional
issues cloud negotiation (Fisher, Ury and Patton,

1991). /

Name of authors




When more than three authors :

‘the debate of these particular issues should be left to
representative committees’ (Morris et al. 2000)

~
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When the author is unknown:

The Guardian reported that twenty-nine inmates were
participating in the programme (‘Serving time’, 1996).

Title
Al o QU ) o o
9 O e




Writing the reference list g>l,0Jl aosjl® @S

« A book with one author:

The author last name

/

/

Date
J\Jm‘}!\ C».))\ﬂ\

Jile Jadny ) ?‘“\

Name of the book in italic

The author initials

‘__Aj‘).“ ) (—».u\ Ay /

Adair, J. (1988) Effective time management: How to save
time and spend it wisely,

N

Publisher Name
Zashadll o




- Book with two authors:

McCarthy, P. and Hatcher, C. (1996) Speaking persuasively:
Making the most of your presentations, Sydney: Allen and
Unwin.

« Book with three or more authors:
Fisher, R., Ury, W. and Patton, B. (1991) Getting to yes:

Negotiating an agreement without giving in, 2nd edition,
London: Century Business. /

Edition number
Aaplall o8




» Book with an editor: &l Gl 5 el auly S

Danaher, P. (ed.) (1998) Beyond the ferris wheel,
Rockhary{n: CQU Press.

Name of editor

Dl

- Books with an anonymous or unknown author : <ilsl) aul
8y e &

Name of the book
- S

The University Encyclopedia (1985) London: Roydon.




« Journal article : “le Yl Name of journal
Aladl) and

Name of the article
A o sie

Spek, A.L., 2003. Single-crystal structure validation with the
program PLATON. Journal of Applied Crystallography, 36(1),

pp.7-13. /
\.; Page number

Ciladial ‘?;S'J

Volume number
JJ:J\ e& D)




» Website (55 5 a8 s
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\

Wells, D. (2001) Harvard referencing, [Online], Available:
http://lisweb.curtin.edu.au/guides/handouts/harvard.html

[14 Aug 2001]. \
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Date of access Website
Jsaall & )




» Website of an organization s axals Jiima dgal 5 5V 28 g4
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Name of the organization
Aalaiall

~

Central Queensland University ESLS Unit (2001)

Referencing: The Harvard referencing system, [Online],
Available:

http://www.cqu.edu.au/edserv/undegrad/clc/content/res
ources.htm [14 Aug 2001]




- After you finish the list, organize the references aphetically.
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« Remember !! Abstract and conclusion do not need
references citation.






