Instructions for the Submission of Laboratory Reports by Email
1. The following instructions refer to Microsoft Office programs. If you are not using Microsoft Office programs (Word, Excel, etc.) you may use similar programs that are on your computer and save your report in Adobe’s Portable Document (.pdf) format.
2. All sections must be typed, including the calculations section. Formulas should be created with an equation editor.

3. All drawings must be computer generated. Printed diagrams and graphs may be scanned and the resulting file pasted into a Word document. However, if the graph or diagram was originally on a computer, a screen capture is usually possible so that the graph or diagram can be pasted directly into a Word document without scanning. See your instructor for help with this.

4. Data sheets with the Instructor’s initials may be scanned. Note that if you scan your data sheet, make certain that your hand written data is dark enough to be legible when printed. Data written in pencil usually is not dark enough. Data written in pencil should be darkened with a black pen before scanning.

5. All scans must be done using a flatbed scanner. Scans that are too dark or have keystone distortion are not acceptable.

6. The instructor can, at your request, provide you with a computer version of the data sheet that you can fill in using a computer. (Alternatively, you may use Excel to create a reasonable facsimile.) If you wish the Instructor to review your electronic data sheet for approval, you may email the data sheet to the Instructor who will review it for you. If approved, the Instructor will place an electronic signature on it and return it to you for inclusion in your laboratory report. If it is not approved the Instructor will return it with instructions for correction.
7. Try to keep the size of scanned items to a minimum by scanning in lower resolutions, with fewer colors, in gray scale or in line art. (The document, however, must still be legible and presentable.) See the Instructor if you need help with this.

8. All other requirements as outlined in the Laboratory Report Format, such as the order of sections and content, must be followed. The report must be submitted as a single, complete file.
9. Laboratory reports that are submitted electronically must be received by the Instructor by 11:00 PM on the due date. Once received, the Instructor will acknowledge with an email reply that you should save in case there is a question.
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