> REPLACE THIS LINE WITH YOUR NAME, UPI, AND STUDENT ID (DOUBLE-CLICK HERE TO EDIT) <



Abstract—These instructions give you guidelines for preparing your research (survey) report. Use this document as a template if you are using Microsoft Word 6.0 or later. Otherwise, use this document as an instruction set. The submitted electronic file of your report should be in PDF format. Define all symbols used in the report. Do not cite references in the abstract. Do not delete the blank line immediately above the abstract; it sets the footnote at the bottom of this column.

Table of Contents

               p. 

I.  Introduction                                                                                    1

II. Your Research (Survey) Report                                                1

    A. How It Will All Work                                                                   1

    B. Final Stage                                                                                  1

    C. Contents of Your Report                                                             1

     …

Conclusions                                                                                       3

Acknowledgements                                                                          3

References                                                                                        3

I. INTRODUCTION

T

HIS document is a template for Microsoft Word versions 6.0 or later. If you are reading a paper version of this document, please download the electronic file, report.doc, from your course Web page so you can use it to prepare your manuscript. If you would prefer to use LATEX, download IEEE’s LATEX style and sample files from the same Web page. Use these LATEX files for formatting.

When you open REPORT.DOC, select “Page Layout” from the “View” menu in the menu bar (View | Page Layout), which allows you to see the footnotes. Then type over sections of REPORT.DOC or cut and paste from another document and then use markup styles. The pull-down style menu is at the left of the Formatting Toolbar at the top of your Word window (for example, the style at this point in the document is “Text”). Highlight a section that you want to designate with a certain style, then select the appropriate name on the style menu. The style will adjust your fonts and line spacing. Do not change the font sizes or line spacing in order to place less text into a prescribed number of pages. Use italics for emphasis; do not underline. 

To insert images in Word, position the cursor at the insertion point and either use Insert | Picture | From File or copy the image to the Windows clipboard and then Edit | Paste Special | Picture (with “Float over text” unchecked). 

II. Your Research (Survey) Report

A. How It Will All Work


You are enrolled in COMPSCI 601 or 602 , and this allows you to take a 300 level course as part of a PGDipSci. You sit the course like any usual student and your grade is calculated the same as all others in the class.


But to be a graduate course, an important extra component – your course topic report – needs to be prepared and you must pass the report component to get the course grade. The report is on topic you agree with the course lecturer and approved by the 60X course supervisor (for Semester 2, 2009 - Assoc-Prof. Nevil Brownlee). 

B. Final Stage

Submit your final version in electronic form (as a PDF file) via the ADB. The report is graded either Pass or Fail.

C. Contents of Your Report

  Your 6 – 8 page survey should be on a research topic in the area of your 300-level course (you should choose an area you are interested in and agree it with a lecturer and supervisors). 


You need to survey what is happening in that field, e.g. research being undertaken, projects being run, and, perhaps, systems developed. You will end up understanding the cutting edge of this area. Textbook and lecture notes can give starting points to read on the area, as well as the lecturer may indicate such starting points (ask when you agree your topic).


The report structure should follow these guidelines:

· Title and author’s name

· Abstract (or summary)

· Table of contents

· Introduction

· Main body of report (divided into sections)

· Conclusions

· Appendixes (only if appropriate)

· Acknowledgement (if appropriate)

· References 

· Bibliography (if appropriate)

The structure and format of the report is in accordance with that expected in professional journals such as Transactions of the IEEE. Reference list at the end of your report should list at least ten quality references to monographs, journal articles, papers in the conference proceedings, MSc and PhD theses, and other sources used in your report (may not be all the sources that you read). You can obtain the quality information from the Library of the University of Auckland (books, journals, conference proceedings, theses, on-line resources: IEEEXplore, Science Direct, etc), the Internet (Google; Google Scholar), and other sources.


You have to accurately reference all the information you have used in your report and found in books, magazines, TV, journals, websites, theses, news[papers, etc. Of course, you need not reference common knowledge. The referencing is very important in order to acknowledge who we got the ideas and information from, back up interpretation and conclusions, and help others to follow up on the references to verify your conclusions. The use of already published materials without referencing is plagiarism that may completely compromise your work. You should carefully reference such materials and then you can use them by quoting or paraphrasing or making summaries.

D. Figures

Embed all figures into your report as images. Experienced computer users can convert figures and tables from their original format to TIFF. Some useful image converters are Adobe Photoshop, Corel Draw, and Microsoft Photo Editor, an application that is part of Microsoft Office 97 and Office 2000 (look for C:\Program Files\Common Files \Microsoft Shared\ PhotoEd\ PHOTOED.EXE. (You may have to custom-install Photo Editor from your original Office disk.)
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Here is a way to make TIFF image files of tables. First, create your table in Word. Use horizontal lines but no vertical lines. Hide gridlines (Table | Hide Gridlines). Spell check the table to remove any red underlines that indicate spelling errors. Adjust magnification (View | Zoom) such that you can view the entire table at maximum area when you select View | Full Screen. Move the cursor so that it is out of the way. Press “Print Screen” on your keyboard; this copies the screen image to the Windows clipboard. Open Microsoft Photo Editor and click Edit | Paste as New Image. Crop the table image (click Select button; select the part you want, then Image | Crop). Adjust the properties of the image (File | Properties) to monochrome (1 bit) and 600 pixels per inch. Resize the image (Image | Resize) to a width of 3.45 inches. Save the file (File | Save As) in TIFF with no compression (click “More” button). 

Most graphing programs allow you to save graphs in TIFF; however, you often have no control over compression or number of bits per pixel. You should open these image files in a program such as Microsoft Photo Editor and re-save them using no compression, either 1 or 8 bits, and either 600 or 220 dpi resolution (File | Properties; Image | Resize). See Section II-D2 for an explanation of number of bits and resolution. If your graphing program cannot export to TIFF, you can use the same technique described for tables in the previous paragraph.

A way to convert a figure from Windows Metafile (WMF) to TIFF is to paste it into Microsoft PowerPoint, save it in JPG format, open it with Microsoft Photo Editor or similar converter, and re-save it as TIFF.

III. MATH

If you are using Word, use the Microsoft Equation Editor.

IV. Helpful Hints

A. Figures and Tables

You do not need to position figures and tables at the top and bottom of each column. Large figures and tables may span both columns. Place figure captions below the figures; place table titles above the tables. If your figure has two parts, include the labels “(a)” and “(b)” as part of the artwork. Please verify that the figures and tables you mention in the text actually exist. Please do not include captions as part of the figures. Do not put captions in “text boxes” linked to the figures. Do not put borders around the outside of your figures. Use the abbreviation “Fig.” even at the beginning of a sentence. Do not abbreviate “Table.” Tables are numbered with Roman numerals. 

Figure axis labels are often a source of confusion. Use words rather than symbols. Put units in parentheses. Do not label axes only with units. 

B. References

Number citations consecutively in square brackets [1]. The sentence punctuation follows the brackets [2]. Multiple references [2], [3] are each numbered with separate brackets [1]–[3]. When citing a section in a book, please give the relevant page numbers [2]. In sentences, refer simply to the reference number, as in [3]. Number footnotes separately in superscripts (Insert | Footnote).
 Place the actual footnote at the bottom of the column in which it is cited; do not put footnotes in the reference list (endnotes). Use letters for table footnotes (see Table I). 

Please note that the references at the end of this document are in the preferred referencing style. Give all authors’ names; do not use “et al.” unless there are six authors or more. Use a space after authors' initials. 

Capitalize only the first word in a paper title, except for proper nouns and element symbols. For papers published in translation journals, please give the English citation first, followed by the original foreign-language citation [8].

C. Abbreviations and Acronyms

Define abbreviations and acronyms the first time they are used in the text, even after they have already been defined in the abstract. Abbreviations such as IEEE, SI, ac, and dc do not have to be defined. Abbreviations that incorporate periods should not have spaces: write “C.N.R.S.,” not “C. N. R. S.” Do not use abbreviations in the title unless they are unavoidable (for example, “IEEE”).

D. Equations

Number equations consecutively with equation numbers in parentheses flush with the right margin, as in (1). First use the equation editor to create the equation. Then select the “Equation” markup style. Press the tab key and write the equation number in parentheses. To make your equations more compact, you may use the solidus ( / ), the exp function, or appropriate exponents. Use parentheses to avoid ambiguities in denominators. Punctuate equations when they are part of a sentence, as in
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Be sure that the symbols in your equation have been defined before the equation appears or immediately following. Italicize symbols (T might refer to temperature, but T is the unit tesla). Refer to “(1),” not “Eq. (1)” or “equation (1),” except at the beginning of a sentence: “Equation (1) is ... .”

E. Other Recommendations

Use one space after periods and colons. Hyphenate complex modifiers: “zero-field-cooled magnetization.” Avoid dangling participles, such as, “Using (1), the potential was calculated.” [It is not clear who or what used (1).] Write instead, “The potential was calculated by using (1),” or “Using (1), we calculated the potential.”

Use a zero before decimal points: “0.25,” not “.25.” Use “cm3,” not “cc.” Indicate sample dimensions as “0.1 cm  0.2 cm,” not “0.1  0.2 cm2.” The abbreviation for “seconds” is “s,” not “sec.” Do not mix complete spellings and abbreviations of units: use “Wb/m2” or “webers per square meter,” not “webers/m2.” When expressing a range of values, write “7 to 9” or “7-9,” not “7~9.”

A parenthetical statement at the end of a sentence is punctuated outside of the closing parenthesis (like this). (A parenthetical sentence is punctuated within the parentheses.) In American English, periods and commas are within quotation marks, like “this period.” Other punctuation is “outside”! Avoid contractions; for example, write “do not” instead of “don’t.” The serial comma is preferred: “A, B, and C” instead of “A, B and C.”

If you wish, you may write in the first person singular or plural and use the active voice (“I observed that ...” or “We observed that ...” instead of “It was observed that ...”). Remember to check spelling. If your native language is not English, please get a native English-speaking colleague to proofread your paper. 

V. Some Common Mistakes

The word “data” is plural, not singular. Use the word “micrometer” instead of “micron.” A graph within a graph is an “inset,” not an “insert.” The word “alternatively” is preferred to the word “alternately” (unless you really mean something that alternates). Use the word “whereas” instead of “while” (unless you are referring to simultaneous events). Do not use the word “essentially” to mean “approximately” or “effectively.” Do not use the word “issue” as a euphemism for “problem.” 

Be aware of the different meanings of the homophones “affect” (usually a verb) and “effect” (usually a noun), “complement” and “compliment,” “discreet” and “discrete,” “principal” (e.g., “principal investigator”) and “principle” (e.g., “principle of measurement”). Do not confuse “imply” and “infer.” 

Prefixes such as “non,” “sub,” “micro,” “multi,” and “"ultra” are not independent words; they should be joined to the words they modify, usually without a hyphen. There is no period after the “et” in the Latin abbreviation “et al.” (it is also italicized). The abbreviation “i.e.,” means “that is,” and the abbreviation “e.g.,” means “for example” (these abbreviations are not italicized).

An excellent style manual and source of information for science writers is [9]. A general IEEE style guide, Information for Authors, is available at http://www.ieee.org/organizations/  pubs/transactions/information.htm

VI. Conclusions

A conclusion section is required. Although a conclusion may review the main points of your report, do not replicate the abstract as the conclusion. A conclusion might elaborate on the importance of the chosen topic or suggest applications and extensions. 

Appendix

Appendixes, if needed, appear before the acknowledgment.

Acknowledgment

The preferred spelling of the word “acknowledgment” in English is without an “e” after the “g.” Use the singular heading even if you have many acknowledgments. 
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