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Captions and lists of figures / tables

Microsoft Word 2003

A caption is a numbered label.

automatically inserts a list of tables for you.

The caption is inserted as sequential caption number.

Inserting a table of list/figure is similar to Table of Contents but adding captions are different.

Inserting captions for list of figures or tables

1. Place your cursor that you wish to insert a caption label
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2. Insert > Reference > Caption
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For example, when you insert a table, you may wish to have a
title for it. Rather than just type the title manually, insert a caption. So then Microsoft Word

For example, right after a figure.
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Select a caption from the Label drop down list > Click OK

This is your
caption label.

New Label:

You can create your own.

Mew Label

Label:

Ok ] [ Cancel

(A caption is inserted.)
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Caption:
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Label: | Figure

[ Exclude label From caption
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L Label:
The other standard labels are
Equation and Figure.

Caption Numbering:
You can change numbering

format.
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Type the rest of caption title after the label.
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Caption Mumbering

Format:

[ tnclude chapter number

Examples:
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It’s finished here but you may wish to change the caption’s font formatting.
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Including chapter numbers or outlined numbers in captions

When you have a long document for instance, thesis or report that contains outlined numbering, your captions can also

include multi levels, e.g., Table 1.1, Table 2.3.

NB: To use this feature, your chapter / outlined numbered headings must be applied heading and list style.

1. Place your cursor where you wish to insert a caption
e X and
2 hat | 1ot [aly}
Mlotvation and Knoededge Categon
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For example, right after -
a figure there.
2. Insert > Reference > Caption
3. Click Numbering
Caption
Capkion:
Table 1.1
opkions
Label: Table ™

[ Exclude label fram caption

Iew Label, ..

’ AukaCapkion, .. ] ’

4. Tick Include chapter number > Click OK

Caption Humbering

Farrmnat:
“--|ll-ll......

: Include chapter number."
.

"Taanpgaumnnnnt®
Chapter starts with stwle
Use separatar:

Examples: Figure II-1, Table 1-4

Heading 1

(perind)

y

You can change the numbering format.

Don’t worry too much about chapter setting if
you don’t have chapters in your document, e.g.,
report. Just leave as it is.

/

) \This separator appears after the caption label. You

can change the separator:
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[-] hyphen
[ K, ] [ Cancel ] [.] period
[:] colon
[---] em-dash
[--] en-dash
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5. Ignore the following message if it prompts.

Microsoft Office Word

Format menu and select a mulkilevel lisk style that is linked to the Heading stvles,

- } There is no chapter number ko include in the caption or page number. To apply chapter numbers use the Bullets and Mumbering command on the

6. (A captionisinserted.)

2. Consumer needs and motivation

2.1. What is motivation?

Mdativation and Knowledge Categon

Note: The caption number is
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7. Complete the rest of caption title after the label.
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Figure 2-1 Motivation and Knowledge Category

Inserting list of figures

1. Place your cursor where you want to insert Table of Figures.

2. Insert > Reference > Index and Tables
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3. Click Table of Figures tab > Click OK

Index and Tami

Index | Table of Contents |

Table of Authorities

Right align page numbers
Tab leader: |....... v

General UL L Ll LT T 7%

—l,
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Prink Presview Web Preview
Figore T:Tezt .. 1 Figure 1: Text
Figure 2 Text ... 3 Figure 2 Text
Figure 2 Text.................... 3 Figure 3 Text
Figure 4 Text . 7 Figure 4 Text
Figore 50 Test 10 Figure 5 Text
Show page numbers IUse hyperlinks instead of page numbers

Make sure your

Te® caption label is
Formats: | From template v.: Caption |abel: | Figure b4 B]W—
- . L]

selected. Otherwise,

[ options... | [ Modfy.. | click the drop list here.

l
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Tip: Updating your list of captions

1. Place your cursor anywhere on the list of captions

2.
3. Click Update entire table
4. Click OK

When you have made any changes to your Table of Figures after you inserted it, you can simply update it.

Right click on the table of figures > Click Updated Field (F9 for shortcut)
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Automatically add captions as you insert tables, figures, or other objects

1. Insert > Reference > Caption.

2. Click AutoCaption

Caption
Caption:

Figure 1
Options

Label: Figure v

[ Exchude label From caption

aEEN
s ™™ N,

[ﬂutoCaption... ] ‘- [ QF l ’ Cancel ]
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3. Tick object(s) that you wish MS Word to insert a caption automatically from Add caption when inserting > Click OK

AutoCaption

Add caption when inserting:

[ Microsoft Office PowerPoint Presentation -
[ Microsaft Office PowerPaint Slide B . . .
[ microsaft Office Word 2007 Document 0] bj ect types when inserti ng

Microsoft Office Word 2007 Macro-Enabled Document . .
EM:E:E:E& word Documant e e e.g., Bitmap Image, MS Office Excel Macro-

[ Micrasoft word Picture b | Enabled Worksheet, MS Word table
I+ | Microsoft, Word Table |

[ TmIDI sequence V
Cptions

IUse label: Tahble |
— Choose the position of the caption. Above

Position: i v'- . .
= Above item hdl item or Below item.

e Label... ][ Murnbeting. .. ]

[ Ok l [ Cancel

4. Add captions and insert a list of them as usual.
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