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Meja Pengarang

Assalamualaikum warahmatullahi wabarakatuh dan Salam Sejahtera

Saya terlebih dahulu ingin memanjatkan setinggi-tinggi kesyukuran ke
hadrat Allah SW.T kerana dengan berkat izin, limpah kurnia dan makbul-
Nya Buku Laporan Projek Semudah ABC dengan jayanya dapat
diterbitkan. Dikesempatan ini saya ingin merakamkan ucapan setinggi-
tinggi penghargaan dan terima kasih kepada semua pelajar, peserta kursus
pendek yang terlibat atas komitmen dan kerjasama yang telah diberikan
dalam memberi inspirasi dan cetusan idea bagi memastikan buku ini dapat
dihasilkan.

ldea untuk menghasilkan buku Laporan Projek Semudah ABC tercetus
daripada daya usaha dalam memudahkan para pengguna sama ada
pelajar mahupun komuniti luar menghasilkan laporan mahupun kertas kerja
berimpak tinggi dengan mudah dan lebih bersistematik. Saya berbesar hati
untuk berkongsi kaedah mudah membina format laporan projek anda
dengan cepat & kemas. Gaya penulisan yang santai dan berfokus
memudahkan pengguna mengikuti setiap langkah demi langkah dengan
berkesan. Semoga pengguna dapat menghasilkan dokumen laporan
yang kemas mengikut format penulisan yang ditetapkan. Pengguna juga
diajar menggunakan setting yang pantas berdasarkan perkongsian tip dan
frick yang disediakan.

Saya berharap naskhah ini dapat dimanfaatkan secara optimum dan
digunakan secara berhnemah sekaligus menjadi pemangkin masyarakat
yang cintakan penulisan.

Salam Kejayaan
Tiada kedua atau ketiga
jika tanpa langkah pertama

Siti Norsiah binti Ahmad
Penulis
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Pendahuluan

Anda ada masalah seperti ini?

> Risau laporan akhir anda lambat siap?e

> Laporan akhir tidak menepati format yang dikehendaki
> Rasa leceh untuk membuat “Setting”

> “Dateline” yang mencemburui anda?

Saya mungkin ada jawapannya, InsyaAllah, saya bantu anda hasilkan
format laporan dengan mudah

4 Hanya gunakan ‘fips & trick’ yang menarik dan mudah
4 Tidak perlu risau dengan masalah ‘Setfting’ format yang
mungkin lari dari luar kotak pemikiran

Semoga material ini memberi manfaat kepada semua pengguna



1.
COVER PAGE

Muka surat utama yang menyatakan tajuk
laporan akhir beserta maklumat ringkas penulis



BINA DOKUMEN LAPORAN ANDA

1. Klik perisian Microsoft Words 2016 >
‘Blank Document’

2. '‘Save as’ > PROJEK 1 > pilih format fail
(mengikut keadaan) > Klik ‘Save’

| AaBbCcDc AaBbC( Aaf
Blank document TNo Spac.. Heading1 Hed

PROJEK1 - Word

AaBbCcDc | AaBbC( As
TNo Spac... | Heading 1 | Hq




SHOW/HIDE

3. Klik ‘HOME' > ‘SHOW/HIDE' (gunakan
kaedah ini bagi membantu penulis

mengawal jarak setiap langkau yang
digunakan).

o e T

A : '
=752 (B2 W | aasbcede| AsBbeeoe AaBbC( AaBbCcE
=y [y | TNormal | TNoSpac., Headingl Heading2

i
il
1]
1

Paragraph G
B SR

3

! Show/Hide 1 (Ctrl+")

MicrosofrOffices | Show paragraph marks and other

o Word® hidden formatting symbols,

by s ; This is especially useful for
- PowerPontT|  dvanced layout tasks.
o Outloos®
o Arcess’
o [NfOPRIRE

KERTAS KERJA PENYELID

Tell

JUDUL XXX § Mo

NAMA PENYELIDIK XXX

NAMA GURU PENYELIA XXX

NAMA INSTITUSI




SET FORMAT

4. Ubahsuai  format berdasarkan
contoh gambar rajah:
> Tulisan ‘BOLD’
> ‘Font Aridl
> Tulisan saiz 14
> Align Center

B I U -akx, X AW
Font
KERTAS-KERJA-PENYELIDIKAN-XXXX{
1 Bold (Ctrl+B)
1 E Make your text bold,
1
1
JUDUL-XXXY
1
1 T
1 Arial 1" Al
8
1 B I U-~ax"
NAMA-PENYELIDIKY 9
XXXT e . 10
E— | 11
L ’1 12
1 %
1 16
1
1
NAMA-GURU'PENYELIAY
XXXT
1 . | 4
=== = O-0-
1
1 Patagraph
1 ! | Center (CtrisE)
1 Center your content on the page.
NAMA-INSTITUSIXXX] .
Center alignment gives documents
& formal appearance and s often
used for cover pages, guotes, and
somebimes headings.
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PAGE BREAK

5. Mulakan helaion kedua dengan
page baru. Klik INSERT > PAGE BREAK.

Insert a Page Break (Ctrl+ Return)

End the current page here and
move to the next page

© Tl me more

.....

ISIFKANDUNGAN]]

~Kaedah ini membantu penulis
mengasingkan isi kandungan baru di
helaian baru

11



2.
FORMAT TAJUK & ISI

Mempelagjari kaedah mencipta format tajuk
utama, sub tajuk dan pengisian laporan

12



TAJUK UTAMA & SUBTAJUK

Format Tajuk Utama

1. Page Break’ pada helaian isi
kandungan > helaian ke 3 taipkan
butiran seperti berikut

ABSTRAK

Format Sub Tajuk
2. Tambah sub tajuk mengikut kesesuaian

laporan yang ingin disampaikan

ABSTRAKY

1.0~ PENGENALANY
2.0 OBJEKTIF-KAJIANY

3.0-» KAEDAH-KAJIANY

4.0+ DAPATAN-KAJIANY

5.0~ CADANGAN-PENAMBAH-BAIKAN
6.0 RUMUSANS

7.0 RUJUKANE

13



PERNYATAAN RAWAK

Format Rawak
3. Taip > =rand() > ENTER

ABSTRAK
=rand()|

ABSTRAK

Video provides a powerful way to help you prove your point. When you click Online Video,
you can paste in the embed code for the video you want to add. You can also type a
keyword to search online for the video that best fits your document.To make your
document locok prefessionally produced, Word provides header, footer, cover page, and
text box designs that complement each other. For example, you can add a matching cover
page, header, and sidebar. Click Insert and then choose the elements you want from the
different galleries. Themes and styles also help keep your document coordinated. When
you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics
change to match your new theme. When you apply stylels, your headings change to match
the new theme.

Kaedah ini membantu penulis mencipta ayat
rawak buat sementara waktu

14




Masukkan semua pernyataan rawak

bagi setiap tajuk
sementara waktu

utama buat

ABSTRAKT

ideo providesa-powerful way to helpyou-prove-your-point. When you-click-Online Video,
you-can-paste-in-the-embed- code- for- the- video- you-want-to- add.- You- can-slso-type-a-
keywoldbnsmhmimeformewdeoﬂmlbestﬁtsyowm]pmdoeynw-

lock: Wotﬂpmvidﬁ header. -footer, ewerpage -and-
textbox desig hother. Forexample ywm.m
page, -header,-and-sidebar -Click tr ¥ th
different RS IR I Ip-keep-y “When-

youdnekDﬁngnmdehooseanewTheme -the-pictures, -charts,-and-SmartArt-graphics-
change to-matchyournewtheme. Whenyou-apply styles. yourheadings change tomatch-
the-newtheme.y

-.Page Break........

T
1.0-» PENGENALANY

1

Video-provides a-powerfulwayto-help-you-prove yourpoint. Whenyou-click Online-
Video,-you-can-paste-in-the-embed-code-for-the-video-you-want-fo-add.-You-can-
also type-a-keyword-to-sesrch-online for-the-video that-best-fits-your-document
1|

To-make- your took -Word- provides- header,-
footer.- cover- page,- mmmdwstmmmma For-
a:ample you g page. besda -and- sldebar Click-Insert-

T

ar th ¥y t-fr

1

Themes-and- styles-also- help- keep-your- document- coordinated. - When- you- click-
Design- and- choose- &' new: Theme, - the- pictures, - charis, - and- SmartArt- graphics-
change-to-match-your-new-theme.-When-you-apply-styles,-your-headings-change-
to-match-the-newtheme |

1

Savetimein- youneedthem. Tochange-
the-way-a-picture-fits-in- your-document.- dlck it-and- a- button- for- layout- options-
appears-next-to-it.-When-you-work-on-a-table.-click-where-you-want-to-add-a-row-
‘or-a-column, -and-then-click the-plus-sign.{

m

Reading-is-easier.-too.-in-the-new- Reading- view.- You-can- collapse- parts- of-the-
document-and focus-on-the-text-you-want. I you-need-to-stop-reading-before-you-
reach-the-end, Word-remembers where-you-left-off--even-on-another-device J|

1
2.0-» OBJEKTIF-KAJIANY
2.1—+ Video-provides-a-powerful way-to-help-you-prove-your-paint. When you-
click-Online-Video,you-can-paste-in-the-embed-cede for the-video-you-

want-to-add. 4
2.2-+ Youcan-also-type-a-keyword to-sesrch-online for the video that best fits-
'your-document.{
2.3+ To-makeyour Jook i “Word-provides
footer, cover-page, designs-th: -each:

other.q
1
3.0-» KAEDAH-KAJIANY

1
3.1-» KAEDAH-PERTAMAY
T
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FORMAT PENULISAN

Sesi Pengukuhan

Kemaskini butiran berikut :

X Ubahsuai align : justify

X Jenis Font : Arial

X SaizFont: 12

X Ubahsuai jarak antara tajuk utama,
subtajuk dan isi laporan

16



KEMASKINI ISI LAPORAN

Abstrak

Penulis menyatakan keseluruhan kandungan dan
rasional laporan secara ringkas. Isi dalam bentuk
perenggan.

Dapatan Kajian
Huraian setiap hasil akhir laporan atau kajian

Objektif
Menyatakan tujuan projek dengan jelas. Fokus
kepada isu yang ingin disampaikan

Rumusan
Kesimpulan akhir daripada laporan projek/kajian
yang dijalankan

Kaedah Kajian

Kenyataan kaedah yang diperoleh  bagi
mendapatkan data. Contohnya soal selidik, femu
ramah, rujukan pelbagai sumber dan sebagainya

Cadangan Penambahbaikan

Memberi pandangan dan pendapat berkenaan
pelbagai kaedah yang boleh digunakan oleh
penyelidik/ penulis akan datang

17



3.
FORMAT FOOTNOTE
&
ENDNOTE

Menggunakan Footnote dan Endnote bagi
setiap isi laporan yang direkodkan



FOOTNOTE

1. Nofta kaki atau dikenali ‘Footnote’. Klik
‘REFERENCES’ > Klik ‘Footnotes’

References

1 {insert Endnote :‘ﬁ ﬁ] Manage Sources

=
AB . " | : <
A8 Next Footnote ~ L E@ style: apa o
Insert > Insest Insert
Footnote (= Show Notes Citation~ £(3 Bibliography | aption L

Footnotes ™ Citations & Bibliography

Next Footnote

Jump to the next footnote.

Click the arrow to go through the
endnotes and footnotes.

KAEDAH KAJIAN

3.1 KAEDAH PERTAMA

Video provides a powerful way to heip you prove your point.
Video, you can paste in the embed code for the video you wan|
also type a keyword to search online for the video that best fits

T :
Design and choose a new Theme, the pictures, charts, and SmartArt graphics
change to match your new theme. When you apply styles, your headings change
to match the new theme.

Save time in Word with new buttons that show up where you need them. To change
the way a picture fits in your document, click it and a button for layout options
appears next to it. When you work on a table, click where you want to add a row
or a column, and then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of

thedocument and focus on the text you want. If you need to stop reading before
you reach the end, Word remembers where you left off - even on another device.

4.0 DAPATAN KAJIAN

* Loyout paparan yang menarik

19



~'Footnotes’ akan dipaparkan di muka
surat yang sama ENDNOTE
1. Nota akhir dikenali sebagai
‘Endnote’. Klik ‘REFERENCES’ >
Klik ‘EndNotes’

!

‘Endnotes Akan dipaparkan di
muka surat terakhir laporan

3 Laye References Mailings 1 v v srahat
AB [ msert Endnate r:.r' £5) Manage Sources ';11 [ Insert Table of Figures  F D [ insert Index | FP
AR Mot Footnote = | [oSs (APA =/ [ Upcobe Table = i Uptiste Indes | =
Inzert = Inzedk Inzert Mk Mark
actmote Shew Nakes Citatign = £y Biblography = Caption EH'E{U!!'I’I!‘HENC Eritry Citation
Foobnotes Py Citations B: Wbliography Captions index
Insert Endnote (AR+Ctris D) . - - - ; T TR F FEEN IR T T ]
Add e mcte, '-l:mrﬂmﬂ: o Themes and slyles also help keep your document oo
eitation, providing mare info shout . :
semething m your decument DE’S‘QFI and choose a new Theme, the pictures, Chan
change to match your new theme. When you apply sty

Superseript nurbers referring to o match the new theme.
Endncies ane added 1o yoe teet,
Sawve time in Word with new buttons that show up where
the way a picture fits in your document, click it and 4
appears naxt to i When you work on & table, click wh
or a column, and then click the plus sign.

Reading i5 easier, too, in the new Reading view. You
document and focus on the text you want. If you need
reach the end, Word remembers where you left off - ey]

20



example, you can add a matching cover page, header, and sidebar. Click Insert
and then choose the elements you want from the different gallenes.

 Reasing MEruRakan akgjm Membacs

21



4,
FORMAT MUKA SURAT

Mengaplikasi kaedah mengubahsuai muka
suratdepan dan keseluruhan dokumen

22



MUKA SURAT

1. Klik INSERT > ‘Page Number’
>'Bottom of Page’ > ‘ENTER’

NAMA GURU PENYELIA
XXX

NAMA INSTITUSI XXX

rcuiiies 3 poweru sy 1o help you prave your peint. Uhen you click Ondne Video, PENGENALAN
you can paste in e embed cade for he Vadeo YU Wt 10 add. You £an ako typs &

weywed o search anline. for e yideo that best: fits your JoCURGILIR Make your Vo prowicies & powerLl wary 10 heis you prove yous poiat. When you cick Onlne
document ok professiansly produced, Ward prcnides heades, ocier, cover page, and Vi, §oU Ean paste I the ambed eods for {he vide you wian b 3dd. You ean
tet bax designs that compliement sach ofher. For example, you can add a maiching cover A6 Hipe 8 Reiyasord 16 saarch ORI 57 he Video Il bast Bl i SSAREN.
page, headar. and siddebuar. Cick [nsart and Men Chioss (e slemerts you want ko e

diffisent Gl TG and atyles Ak help keep your document coordinatect, When
yau elick Design and chanse 3 new Thems, e pichiras, charts, snd Smanin oraghies
chsege b asth your nivk thenie WHen yrs 3pply stykies, youir headings changs b riich

Ta make your dooument Sook professicnally produced, Word provides header
Sacter, cover pags, and text box designs thal complement sach other. For
exsenple, you can edd a malching cover page, header, and sidabar. Click aert
g D, ard then choose the slemants you van from e different gateries

and siyles alsol help koo your document coordinaied. When you cick
n a0 choose 3 new Theme, the pictunss. charts, and SranAr graphics
ehamige b makch your new thems, Whan you 3py iz, your headings chirge
10 fbeh e Aew ema.

S e i Veord with news butons hiat show upswhen: you need them.Ta change
the ‘way 3 picture is i your Gocument, cick & S0t 3 button for Isyout options
appears next S0 . Whan yeu werk on & table; click where you want 16 add 3 row
or & calirn, nd then click the phus sign

Riading s sasier, too, in the new Reading view. You can colagss parts of fie
dpciman snd foes o 1he text yau want. I you nead 1o siep readng bikare yous
resseh the end, Word remsrmbars whare you bk off . aven an another eiee.

2

=

OBJEKTIF KAJIAN

Acrobat

R S EsE N[ =l
w e @k EOODLDELEEEA4
. Wikipedia Online Hyperink Bookmark Cross- Comment Header Footer Page Text Quick WordArt |
Video reference ¥ ~  Numbers Box- Parts~ v ]

s Media Links Comments Header & F [#)  Top of Page > e

Simple +/[[s] Bottom of Page as
Plain Number 1

v

Page Marging »

Current Position ’

' PG Format Page Numbers..
[% Remove Page Numbers

A Plain Number 2

DIK ] Number with no formatting or
* accents

Plain Number 3
1 |

23



SET MUKA SURAT PERTAMA

2. Akfitkan muka surat > klik

‘Design’
> Klik pada kotak ‘Different First Page’ >
Nombor Muka surat akan hilang pada
COVER PAGE

Design
[7] Different First Page .+ Head
Different Odd & Even Pages  _+Foot
ious |V Show Document Text Ej Inser|
Options
v

Different First Page

Give the first page s different
header and footer from the rest of
your document.

0 Tell me more

NAMA INSTITUSI XXX
First Page Footer Footer
2
|
Header ABSTRAK Header |
Video provides a poweriul way to help you prove your point. When you click Online Video, 1.0 PENGENALAN
you can paste in the embed code for the videa you want to add. You can alsa lype a
keyword 1o search online for the video that best fits your documantIo make your e promiihi s powerii novy ki ks yea pros yowe it bioe yos bk e
document lock professionally produced, Word provides header, footer, cover page, and VWao, Jou can puile v fia;ackied code 16 Tha video:you waat 16 maA Y iu'can
text box designs that complement each other. For example, you can add a matching cover a0 1558, ayword G eearch Hasd far Hie-vidieo fhat besl &6 your docurssit
page, header, and sidebar. Glick Insert and then choose the elements you want from the
different aalidesIbamas.and styles also help keep your document coordinated. When To make your document look professionally produced, Word provides header,
you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics Sooler, cover, page. sad. taxi box: dasigns ‘et comploment oach ofhat. For
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S.

MENCIPTA GRAF &
CARTA

Mengaplikasi kaedah mencipta graf dan
carta



CIPTA GRAF
Klik 'INSERT" > ‘Chart’ > ‘Pie’ > OK

1.

Design  Layout  References  Madlings  Review  View  Acrobat
| 1 D ™ == e e
A B Dl Tl o @ W 3 k 3 O D0 EE A4
pge Table  Pictures Online Shapes SmartArt Chart Screenshot ine ~ Wik* - - s o e —
ba - Pictures  ~ . B My Insert Chart 7 x d
Tables liustrations Add-ins £
LOEETEERESNS : LI SRR Al Chants
™ Recent s —
N @ (B
e | (9 © € B[]
[ad Column
41 DAPF = ——
2 G P‘g et T
Video provide = ’ 4
Video, you ¢z 2 A
also type a ke [ XY (Scatter)
|iaf Stock
@ surface B
¥ Radar
To make you [ Treemsp
footer, cover @ sumbura
example, YoU & jisiogem
and then chof i1 Box & Whisker
Themes and B waterfall
Design and iy Combe
change to ma
to match the
Save time in
the way a pi oK Cancel | ;I

Chart in Microsoft Word

4 A ;| < p | E | E | & | W | W [+
1 | Jantina Responden F
2 |Lelaki 101
3 |Perempuan 89

4

B .

6

=il

-

Responden

® Lelaki ®Perempuan =

26




CHART ELEMENT

2. 'Tick’ atau ‘Untick’ kotak ‘elements’
yang diperlukan atau tidak > Tambah
tajuk bagi gambar rajah yang dijana >

‘Bold’ tulisan > *Align Center’

Responden

Responden

= [elaki ® Perempuan

Gambar Rajah 1.0 ; Responden mengikut jantina

27



UBAHSUAI DESIGN GRAF

3. Klik pada ‘DESIGN’ > pilih ‘template

DESIGN’ yang sesuai dengan laporan >
‘ENTER’

teferences Mailings LEAiEN Vi Bcroba il
= — — -
8 A A B == E BE k
o O 0 O
. i LS Switch Row/ Select Edit Refresh

Calumn Deta Data= Date

41 DAPATAN PERTAMA

Video provides a powerful way to help you prove your point. When you click Online
Video, you can paste in the embed code for the video you want to add. You can
also type a keyword to search online for the video that best fits your document.

RESPONDEN

Wilsaki HPerempuan

Gambar Rajah 1.0 : Responden mengikut jantina

rrrrr

EERED

<

''''''
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LATIH TUBI

Hasilkan carta seperti di rajah sebelah.

KEUNTUNGAN JUALAN 2017 - 2019
5
X 5.4 45
>< %35
- 2.8
2.4 25 /
. : 18

SUKU 1 SUKU 2 SUKU 3 SUKU 4

— ==2017 = =—2018 -— —2019

Gambar Rajah 2.0.; Keuntungan Jualan 2017 -2019
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6.
MENCIPTA JADUAL

Mencipta jadual menggunakan Quick Tables



References

Mailings

CIPTA JADUAL
1. Klik ‘INSERT’

! l rﬂ . = &
- D = i T @, s W Lg &
age | Table Pictures Onhnc Shapes SmartArt Chart kr«nrhot & My Add-ins ~ Wikipedia Online  Hyperlin
freak ne| Pictures Video
Insert Table ions Add-ins Media
1| O 0 B M P BCRISCR BN S SR 0
Q000000000 4.3 DAPATAN KETIGA
Q000000000
E%;}[{;%%L{:g[@]% Video provides a powerful way to help you prove yoy
[jUjljD i][fD[ilC Video, you can paste in the embed code for the vi
: : also type a keyword to search online for the video
0] i
LO000O00000 y ¢ e H T TR
5] [nsert Table.. Matrix
L’n‘ Draw Table City or Town PortA Poiath Poin PeireD Poirar %! |
Pont A - £
& Poim @ o = .
Pont < “ L -
@ Excel Spreadsheet m:’ : : : = " 32
3 Quick Tables: » | ]
Tabustar List n
- {
Bocks 1 .|y
Mugasines 3
Notebooks 1
Paperpads 1
Pers s
L) 27
Habgha 2 aodors vh|
Scmon 1 pwie an
With Subheads 1 K]
Taroliment in local coleges, 2005
Cotloge Nrw stdecey Groduating studerts  Changs
Underyr st
Codar Univerity 1 » !
G College m
Maple Acade sy 19 -
o ro— New students Graduating Change
mw 2, students
Undergraduate
e Cedar University 110 103 +7
CadarUnivensity 10 Elm College 223 214 +9
Maple Academy 197 120 +77
— o Pine College 134 121 +13
. — Oak Institute 202 210 -8
~ ™ Graduate
2words  [13 Cedar University 24 20 +4
= F|m College 43 53 10
Maple Academy 3 11 -8
Pine College 9 4 +5
Qak Institute 53 52 +1
Total 998 908 90
Source: Fictitious data, for illustration purposes only

‘Table' > '‘Quick Tables'>

Pilih ‘template’ yang sesuai > OK
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2. Ubahsuai jadual mengikut format >
tambah tajuk jadual
UBAHSUAI DESIGN JADUAL
4. Klik pada ‘DESIGN’ > pilih ‘template
DESIGN’ yang sesuai dengan laporan
jadual > ‘ENTER’

Table Styles

e - - - . - - - 1 - - - W@ - -2 . . .1 - - - 3E® - ¢ - - -4 - - - | - S - - - | [
+dadual 1.0 : Maklumat Pelajar
Cnllege : New students Graduating
students
Undergraduate
Cedar University 110 103 +7
Elm College 223 214 +9
Maple Academy 197 120 +77 |
Pine College 134 121 43
Qak Institute 202 210 -8
Graduate
Cedar University 24 20 +4
Elm College 43 b3 -10
Maple Academy 3 11 -8
Pine Caollege 9 4 +5
Oak Institute 53 52 +1
Total 098 908 90

Source: Fictitious data, for illustration purposes only
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/.
SET IS KANDUNGAN

Mengaplikasi kaedah mengemaskini isi
kandungan dengan mudah dan pantas
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MUKA SURAT ISI KANDUNGAN

1. Pastikan anda berada di halaman isi
kandungan > Table > aktitkan ‘kursor’

2. Pilih ‘references’ >'Table of Contents’ >
‘Manual Table’

ISFKANDUNGANY
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?:"I ) Add et + g U irvien Endrote Y S Manage Sounces Y rsent Table of Figures TN 1) st leden
L N Updinte Tabie ML Next footnote = ° Afle APA - 0o 1
Tabse of Irnert iroen et Mo
Certents ~ Foctaote i Show Noten Catron + 113 Bblography * Caption ‘5 Cross-seference frawy ¢
Dt in prra & BLYEg gty Coptram noes

Avtoamatc Tabtde )

Astomatic Tabie 2

Tatde of Comterty

— 1 ISI-KANDUNGAN

Macrd abie '

Table of Comterts
e g b 1) ' Page Sreak '

Yo A - b
Voo Sapms vl femet &
v Bagter W e

T Sowwr v b 2

Perrvoee Tadie of

PP D g

TEMPLATE IS| KANDUNGAN

3. Berikut adalah paparan ‘template’ isi
kandungan beserta nombor muka
surat terkini > kemaskini maklumart yang

tidak diperlukan
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4. Senaraiisi kandungan perlu dikemaskini
berdasarkan tajuk yang disenaraikan
dalam laporan

el UpdateTable..,I
o j
Type-chapter-title:(level-1) ... Pl e e e o e 19
Type:chapter-title-(leVel-2) i s ni i i e s rs s s e S v s e o e e va et st 29
Eype:chaptertitle(level:8) ... oo Py ssaiciumme et i gt 39
Type-chapter-title:(level-1) ..........cooooooeeiieeccccee e Tt te e e e ——reeeetaaeeeeeaaaaaaeeaarereeesiaaaaeaann 49
R 0 (o] B oy (] L e TN A PR R 59
Type-chaptertitle-{level:8) . unannamnuan i dram il s r 61

| 9
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PENENTUAN LEVEL ISI KANDUNGAN

5. ‘Highlight’ Tajuk yang berkenaan > Klik
‘References’ > 'Add Text’ > tentukan
‘Level Tajuk’ mengikut kriteria> Ulangi
langkah untuk semua tajuk dan
subtajuk
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KEMASKINI IS| KANDUNGAN SECARA

AUTOMATIK

6. Selesai penentuan semua ‘Level’ > klik
pada ikon pertama pada ‘template’
manual sebelum ini
H(Built -In)’

7. Klik pada ‘Automatic Table 1 /
Automatic Table 2’

ISFKANDUNGANY

.................................................

.................................................
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ISI KANDUNGAN TERKINI
8. Senaraiisi kandungan dan nombor
muka surat tfelah dikemaskini

~Rujuk rajah di bawah

i
‘B W UpdateTabre...|

z tontents!} L

A PRGN A N e s B s S e S s e s el o sasm ]
2.0 + OBJEKTIF-KAJIAN ..o crrmesersssssssas s smrsnssseiRassss s snsesssssssessnsnssnssnsssesnsssnssmsassasssanss 4]
3.3 =+ KAEDAH-KETIGA. ... vvcrenrssessssar s amssssas e iTRsa s snsessesessnssnsnssnssssssssnssssnesssassanssanss G]
4.0 &+ DAPATAN-KAJIAN .......oooricirerinrcsierinensessnsssensssssnsssesas amamssssas sanssss s smssssassssssasesssssnssssnssssaness O8]
A.1» DAPAKTAN-PERTEIIA o misisrssomsies sk bsviaisas isamsatiist st ioi esmmirssaniniasinmsn ]
4:2:5 DAPATANERERIUR: oo s s i s R e e G b s sl A
4.3 » DAPATAN-KETIGA ...t rvcrensasesassas s mrsssas e s @en s snsessesessessnsnssnssnsssssnssesnesssssanssanss 3]
5.0 - CADANGAN-PENAMBAH-BAIKAN.......c.cccocourvismiunmmmmssssmss s s ssssssnsssssssssnssssssssassnssass L0
B TRETINT SN oo i i P S B A s b b SR ks sz LY

................................. Page Break 1'
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UBAHSUAI TEMPLATE ISI| KANDUNGAN

9. Pengguna boleh mengubahsuai
template isi kandungan dengan
klik ‘References’ > ‘Table of Contents’
> 'Custom Table of Contents’

ISI-KANDUNGAN]

|
Taldo o Coetenan T E L 1T T T —
Py 1 ¥
-t = 2.0 - DBJEKTIF-EAJIAN
3.0 -+ KAEDAH-RAJAN =S -

*-'__:-_H i 4.0 2 DAPATANKAIAN ...t el e
] ] 41 - DAPATANPERTAMA ... L N—
I ,.,.j...‘L Tarwas ol ;_,.u-_-.-- fosarrs (e, po ' 4.2 = DAPATANMEDUS .. .. .

{1 Carsbon Tabde of Conterds. 43 -« DAPATANKETIGA ...
B SErT 5.0 - CADANGAMN-PEMAMBAH-BAIKAN. ... -
H
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CUSTOM TABLE OF CONTENTS

10. Pengguna boleh mengubahsuai
template dengan menggunakan
beberapa setting di ‘tab Index’ /
‘Table of Contents’ / ‘Table of Figures’
dan ‘Table of Authorities’

11. Klik ok sekiranya setiap perubahan
telah dilakukan

11 .. KAFDAKPERTAM
Table of Conterts ? A |
A
INgew Toble of Contertt  Tahle of Figunes  Tabos of Authartsy
it Srepew Wes Prenrw
L L T — 1 }lh [Heading 1 A
HEIDING 2 11011ssesssmmmssssserssssaiss 3 | Heading 2 i'A
|
Heading 3....oisiinniins 5 headre |
J
4_ v
£ frow page mumbers £ Use hapotinds initead of pape nueders
B Bight aign page rusers
Tap leader I
Geneew ~——-—
fomuge: |
SBoOw Jewehi )}
Qstiens. Moty
o Cancel
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KEMASKINI MAKLUMAT TERKINI

12.Setiap kali isi kandungan berubah,
pengguna perlu pastikan senarai isi
kandungan dikemaskini. Klik ikon kedua
di bahagian senarai kandungan
(‘Update Table')

13. Pilih yang berkenaan saoma ada
‘Update page number only’ atau
‘Update entire table’ berdasarkan
situasi yang sesuai > klik ok
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ISFKANDUNGANY

? x

Woed i upSating the tadie of contents, Selec ane

43




8.
SENARAI JADUAL

Mengaplikasi kaedah menyenaraikan jadual
berserta nombor muka surat
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=) é‘, Manage; ’1 [3 Insert Table of Figures + LI 3 Insert Index E" L7 Insert Table of
- (3 style: |4 =[] Update Table =i )l Update index [ Update Table
Insert Insert - Mark Mark
Citation  E [ Bibliography ~ Caption D_j Cross-reference Entry Citation

(1 Citations & Bibliography Captions Index Table of Authori
,

i

also type a keyword to search online for the video that best fits your

Caption:

Jadual 1.0.; Maklumat "o l
Options
{| Position: Below selected item j
E:r?acr llJlniver: : . Dﬁdude label from caption
Maple?ﬁ(?gser - ( [ Mewiane- | PECRN | Mueberc. r
Pine College 1 = E=n 4

Oak Institute 7 LAUDGRRHon:
New Label 7 x

Cedar UniverfNty

Oak Institute 2 2
Total 908
Source: Fictitious data, for ill on purposes only

SENARAI-JADUALY
1

m
1
1

BENEC SN S SRNNRRUN., ||

HALAMAN SENARAI JADUAL
1. Pastikan ‘kursor’ akftif di haloman

senarai jadual
2. Klik ‘Insert Caption’ > Klik ‘New Label’ >

Taip label baru (Jadual) > Klik Ok
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HALAMAN SENARAI JADUAL
3. ‘Highlight’ Jadual 1.0 > ‘Delete’ dan
kekalkan perkataan yang muncul

setelah ‘setting’ dilakukan

Video provides a powerful way to help you prove yod
Video, you can paste in the embed code for the vid
also type a keyword to search online for the video th

L Jadual 1.0 : Maklumat Pengguna
il College New students

Gradu
studer

Undergraduate
Cedar University 110 103
Elm College 223 214
Maple Academy 197 120
Pine College 134 121
Oak Institute 202 210
Graduate
Cedar University 24 20
Eim College 43 93
Maple Academy 3 11

Pine Colleae 9 L
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PROJEK] - Word

AaBbCcD(  AaBbCcD(

= {‘1! &l TNomal 1
Paragraph % AaBbCcDe¢ 4 2
- * UL/ Y Strong
AaBbCcDc
MI: Maklum, « vecime.

o G
29 Clear Formatting

i Apply Styles...

Cedar Universi

EIm College 223
Maple Academy 197
Pine College 134
Oak Institute 202

Graduate

Cedar University 24
Eim College 43
Maple Academy 3
Pine College 9
Oak Institute 53

Total 998

QbCe Aasbee AAQB assbeer acsbeeor

1 Heading 2 Title Subtitie _gSubtie Em.,

AARRCCDC A AABRCIDT Aai

Bt Update Subtie Referen
£ Modiy... \
Select Alt: (No Data)
Rename..
Remove from Style Gallery
Add Gallery to Quick Access Toolbar
214 +9
120 +77
121 +13
210 -8
20 +4
53 -10
1 -8
4 +5
52 +1
908 90

Source: Fictitious data, for illustration purposes only

A0BbCcD. AuBLLcD

Emphasis  Intense .

assbcedaee) AaBbCe

‘Caption 7 TOC He..

HALAMAN SENARAI JADUAL
‘Highlight’ Jadual T yang baru > Klik
‘Tab Home' > Pilih salah satu ‘style’ >
Klik kanan > Pilih *Modify’

4.

47




M (A1 2
M| 4
111

Ubahsuai ‘Format

HALAMAN SENARAI JADUAL

ing Fonft’

Untuk lebih ‘setting’ > Klik Format >
Ubahsuai mengikut fungsi yang ada

dilihat seperti ikon no
selesai ‘setup’

Perubahan boleh
3 > Klik ok setelah

Eased an: Default Paragraph Font

|| q E s Find
S AaBbCcDe  AoBbCcOr Ag@bCclr ASBBCCDE A i
2y Strang Quote  Intense (L. Subtle Ref. Iy FO ! x
Al o
Paragraph II bodify Shyle Fent Adnced
i YPITERYT IR T
reme, puea e Properies
{ ont: Font style: ize:
alsofype a ke  jame Inense Refeiente iﬂ unl?: 211
Styls type: Character (AR DESTINE | [ ”
Style based on: A Default Paragraph For :E E!sEiEMN:IEﬂN ;:::; -gm
Style for foliowing paragraphi W_ o Sosd Ml <
: == 2
ikl R Font galor Underdine style: Undarine color:
, Arial izl B T U Ruiton | Avtomatic  [] ' El [ Moceler 3]
EMects
| (W) Strikethrough [ 5maii caps
Mapl d'EI (W] Boubie striethrough [ &stcaps
2 p : : (W] Superseript [®] Hidden
Ping College Jadual 1. Makiumat Pengguna ] Subssrit
Oak Institute
| Preview
Codar Univel '
| Jadual 1: Maklumat Pengguna
Elm College | nog
Maplﬂ A’Cﬂd‘ﬂ This is & TrueType font. This font will be used on both printer and scre
Pine College  ront Arial, 12 ot Mot Bald, Nt Ralic, Font color: Auto, No
Oak Institute by 025 pt, Style: Show in the Styles gallery, Priority: 32

Jctitd E- add to the Styles gallery

Cancel

=

Famat~ |

| () Oniy in this document () Mew documents based on thistemplste

m&. U AL LUR ORI U VLTI I SRy e e
'ou can add a matching cover page, header, and sidebar, Click Insert
choose the elements you want from the different galleries.

s/ N

5
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HALAMAN SENARAI JADUAL

8. Jika tiada perubahan, ‘highlight’
seperti dirajah ikon nombor 1 > ubahsuai
format font di bahagian ikon nombor 2

AaBbCcDr AaBbCcDe A
ber B ru == =, | & fibormal  fiMoSpac. H
fu Paragraph fu
Eele T T R I T e T
1 Jadual 1 : Maklumat Pengguna

New students

Undergraua!e
Cedar University 110
Eim College 223

Manle Academy 197
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HALAMAN SENARAI JADUAL

9. Pastikan di halaman senarai
Jadual > aktifkan ‘kursor’

10. Klik * Insert Table Content, rujuk ikon
nombor 1 > cek caption label kepada
jadual, rujuk ikon nombor 2 > Klik ok
setelah selesai

:__." Ingest Table of Figures T_r-] E Inzert Index ‘l':‘ & Inzert Table of Authorties
1

i - -
[Sert ey T [ Teble of Fgures 7 bt
=3 Citation = & BibdiBerep - d
Ciations & Bibliography Index  Table of Coptants ,T-!hlenftlgur;! Table of Autivortisg

oy - ST NCR I N6 SRR RS- Pring Previcw Web Freview
EET: [T 1B 0 =17 SOOOOOO S B I Jadual 1: Text A
1 JAOUB) B TENE. it cecrirriiiinin B Jadua! 2: Text
Jadual 3 TeML oo it rircenss S Jagus!3: Text
PN I ROy ) EA—— [JW"'BM" Lo
S b dmm A Wl ¥
[ show page numsers B4 wse hypertinks instead of page numbers |
E!,lﬂht align page numbers
Tab leader: | o :|
General
Formats From template :_
Caption Jabek:  Jadual | 2

SEN%RAI’JADUALﬂ £ Intlude label and number
Dotionsi | | Mogy
1
=5 3

..................... FageBresk— | N,
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TAMAT

Semoga setiap perkongsian ini memberi
manfaat kepada anda. Tip dan ‘tricks’ ini
mungkin dapat dipelbagaikan dari
semasa ke semasa. Salam maju jaya dari
meja komentar Berikan maklum balas
anda di sini :
https.//forms.gle/xx1U73t5ahBNKMMa7
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