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Introduction

This booklet is the companion document to the Word 2016: Tools for Your Research Paper workshop. The
booklet will show users how to utilize tools under the References tab in the Ribbon, such as inserting a table of
contents, inserting citations and managing your saved citations from previous sessions, adding captions and

footnotes/endnotes, and using cross-references.

Learning Objectives

After completing the instructions in this booklet, you will be able to:

Insert and update your table of contents.

Add footnotes/endnotes to your document.

Add citations and placeholders.

Understand how to manage your citations and placeholders.
Insert and update a Bibliography.

Insert captions and using the cross-reference tool to create hyperlinks.

Inserting a table of figures.

Revised 6/28/2016
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Styles

A Style is a predefined combination of font style, color, and size that you can use to format the text in
your document. Using styles can help you create documents that have a more professional, and
consistent, appearance. The Heading Styles are important when using the table of contents tool.

Applying a Heading Style

The following explains how to apply a heading to your document.
1. Select the text that you want to format (e.g. chapter or section title).
2. Onthe Home tab, in the Styles group, click on the Heading 1 style.

Research Paper.docy - Word
Insert Design Layout References Mailings Review View Add-ins @ Tell me what you want to do.. Randall Dean g Share
P Find ~
351 Replace

[+ Select -

o Cut S gl _ Lo i— i . 7
Camibiia (Hei= 116 = [p i =i AaBbCcDe AaBbCcDe  AaBb(| AaBhCel AaBbCel

Copy
B I U-~sbex. x* A-2.p. E == [l TNommal T NoSpac.. | Heading1 | Heading? Heading3 |=

O
[ g
Paste &

¥ Format Painter

Clipboard [F Font 'l Faragraph T styles i Editing A

Figure 1 - Styles

3. You can also access your styles from the Mini Toolbar. After selecting your text, the Mini
Toolbar will appear. Click the Styles button on the right.

Cambria (Hea - [16 - A" A" & | As-
F
B I U a}?".&' s= = i= - [styles

 Elephantsq

Figure 2 - Styles from the Mini Toolbar

Note: There are up to nine multilevel numbered Heading Styles available. Below is a sample of
Headings 1 through 3.

Chapter 1: Elephants — Heading 1
General Information — Heading 2

African Elephants — Heading 3

Figure 3 - Heading Styles

Note: For more information on using Styles, refer to the documentation Word 2016: Formatting your

Document at https://uits.kennesaw.edu/cdoc.
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Inserting a Table of Contents

Word provides a quick and easy way to create a Table of Contents page for your document; provided
you have already applied the proper headings to the chapters/sections throughout your document
(See Applying a Heading Style for more information).

1. Click to place your cursor in the document where you want to place the Table of Contents.

2. Click the References tab (See Figure 4).

3. Inthe References tab, click on Table of Contents (See Figure 4).

4. Alist of content tables will appear. Click on Table of Contents (See Figure 4).

(3'0 =

(2)

Research Paper.dock - Word

Home Insert Design

51 Add Text - ABl ﬁ]lnsert Endnote

)l Update Table AB Next Footnote -

Table of Insert
Contents ~ Footnote

Built-In
Automatic Table 1

Contents
Heading 1

Layout

1 Sho

) Insett .= ° Insert Mark: Mark
w Notes Citation = £ Bibliography - Caption EI._:| Cross-reference Entry Citatian

Heading 2

Heading 3

®

Malings  Review  View  Add-ins ell me what you want to'do.. RandallDean’ ) Share

|—_|:|/ E‘,,ManageSourca E‘ [ Insert Table of Figures T;L‘ [ Insert Index ‘iEr GEr

[E Style: APA - ! Update Table 11 Upd fex

ions & Bibliography Captions Index Table of Authorities A
(P S N T R N NN (T AU S S IS MU L ML M, L

Automatic Table 2

Table of Contents
Heading 1

Heading 2

Heading 3

Manual Table

Tahle of Contents

Type chapter title (level 1)
Type chapter tithe (level 2)

Type chapter tie (fevel 3)

Type chapter title (level 1)

@ More Tables of Contents from Office.com
LCustomn Table of Contents...

E;g Remove Table of Contents

Page 2 of 8 2817 words [IS

B B - - -+ 100%

Figure 4 - Table of Contents List
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5. Your Table of Contents will be inserted into the document.

Table of Contents

Elephants

General

WAt O ThEY BALT .o e s b s s st srn e e nrn s 4
LT Y= 4

L= T N 4

What do they BatT ... e s e 5
COUZATS «oovereirvmrensramnsnns

General

What do They BaLT ..o e e b s st e e srn s 7
=0 L 7

LET=T =T SO OROON 7

What do they eat? .....

Figure 5 - Table of Contents

Updating the Table of Contents

If you make changes to the document after you have added the Table of Contents, you can update the
table to reflect the new changes (e.g. additional sections added, or altered page numbers). The

following explains how to update the table of contents.
1. Click on the Table of Contents (See Figure 6).
2. Click on Update Table (See Figure 6).

5 -[em(2)

1\
Table of Contents \1J i
oo 3
L =TT S 3
What do they BaET ... e s e 4
Giraffes.....uinin
General
Whiat do They Bat? . s s e s 5
L0 = PN 6
L =T =T S 6
What do they Bat? . s s 7
L= U S PO OO DS 7
L =TT S 7
What do they at? . e e 7

Figure 6 - Update Table
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3. Inthe Update Table of Contents window, click on Update entire table (See Figure 7).

4. Click the OK button (See Figure 7).
Note: It is recommended to select Update entire table, as this option will update page numbers and
any additional headings added to your document.

i Update Table of Contents i @lﬂ;

Word is updating the table of contents. Select one

Figure 7 - Update Entire Table

Footnotes and Endnotes

Footnotes and Endnotes provide referencing information for specific text in a document. Footnotes
appear at the bottom of the page on which the reference mark appears. Endnotes appear at the end of
a section or document.

Insert a Footnote

The following explains how to insert a footnote on a page.
1. Click in the document at the location where you want to insert your footnote.
2. Click the References tab (See Figure 8).
3. Inthe References tab, click on Insert Footnote (See Figure 8).

H ©- 7 I | Research Paper.docx - Word
_ P
File Home  Insert Iegn Layout Mailings ~ Review  View  Add-ins  Q Tell mewhat you want to do.. RandallDean £ Share

EAddText' ABl 71 Insert Endnote Bf @ManageSources |2| [ Insert Table of Figures D [ Insert Index "Er &
Insert
Footnote

[ Update Table ME Next Footnote = ER style | aPA - Update Table Update Index
Table of L+ %’ Insert ,B ty Insert e I Mark I Mark
Contents~ Show Notes Citation~ £ Bibliography - Caption [ Cross-reference Entry Citation

Table of Contents Footnotes [ Citations & Bibliography Captions Index Table of Authorities

~

Figure 8 - Insert Footnote

4. The footnote will be inserted into your document at the location selected, and at the bottom of
the page. Type your text in the footnote entry at the bottom of the page.

have two of these lips on their trunks, and Asian elephants have one. The elephants can move
and control these finger-like lips, which have sensitive hairs on them. Elephants also suck water

! African elephants are the largest land mammals on the planet, and the females of this species undergo
the longest pregnancy — 22 months.

Figure 9 - Type Your Footnote

5. Once finished entering your text, click anywhere within your document to leave the footnote.
6. To edit the text in your footnote, just click on the text in your footnote to edit.
Page 8 of 22



Insert an Endnote

The following explains how to insert an endnote on a page.
1. Click in the document at the location where you want to insert your endnote.
2. Click the References tab (See Figure 10).
3. Inthe References tab, click on Insert Endnote (See Figure 10).

H ©- d 1 e Research Paper.docx - Word

File Home Insert Design Layout Mailings Review View Add-ins Q Tell me what you want to do... Randall Dean ,Q'_.Share

% B Add Text - e [y Insert Endnote @ =]} Manage Sources [ Insert Table of Figures ﬁ [ Insert Index Er Egr
[ Update Table A%‘ Mext Footnote ~ [E Style: |APA - Update Table Update Index )
Table of Insert - Insert = ° Insert = Mark Mark
Contents ~ Footnote =/ Show Notes Citation - £ Bibliography ~ Caption "o Cross-reference Entry Citation
Table of Contents Footnotes [P Citations & Bibliography Captions Index Table of Authorities '

Figure 10 - Insert Endnote

4. The endnote will be inserted into your document at the location selected, and at the bottom of
the document. Type your text in the endnote entry at the bottom of the document.

is the fourth member of the hyena family. Hyenas are classified in the phylum Chordata,
subphylum Vertebrata, and class Mammalia, and order Carnivora, family Hxaenidae.|

" African elephants are the largest land mammals on the planet, and the females of this species undergo
the longest pregnancy — 22 months.

Figure 11 - Type Your Endnote

5. Once finished entering your text, click anywhere within your document to leave the endnote.
6. To edit the text in your endnote, just click on the text in your endnote to edit.

Additional Settings for Footnotes and Endnotes
Additional settings are available for changing the location, layout, and format of footnotes and
endnotes.

1. Click the References tab (See Figure 12).
2. Inthe References tab, click the Dialog Box Launcher in the Footnotes grouping (See Figure 12).

H - % = | o Research Paper.docx - Word

File Home Insert Design Layout Mailings Review View Add-ins @ Tell me what you want to do... Randall Dean 3, Share
% Tﬂ Add Text - ABl ﬁ'}lnsert Endnote @ S‘,,Manage Sources DInsertTabIe of Figures D D Insert Index 'lEr '-_,E'l'

[ Update Table mz; Mext Footnote ~ [E Style: APA - Update Table Update Index
Table of Insert — Insert =~ Insert E Mark Mark
Contents - Footnote Show Not, Citation = € Bibliography ~ Caption 2| Cross-reference Entry Citation
Table of Contents Footnotes Citations & Bibliography Captions Index Table of Authorities .

Figure 12 - Reference Tab
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3. Inthe Footnote and Endnote window, you can do the following.
a.

appear within your document (See Figure 13).

restart the numbering on each page or section (See Figure 13).

4. Click the Apply button (See Figure 13).

@ Footnotes: Bottom of page

Endnotes: :Enu:l of document

Footnote layout

Columns: | Match section layout

Format

Humber format: | 3203

Custom mark: |

start at: 1

MNumbering: | Continuous

Apply changes

Apply changes to: | Whole document

o] |

Figure 13 - Footnote and Endnote Window

Location - Provides options for changing the location of where your Footnotes/Endnotes

Footnote layout - Gives you the option to split your footnote into columns (See Figure 13).
Format - Provides options for altering the number format (e.g. |, Il, lll or A, B, C), changing
the starting number, whether to use continuous numbering throughout the document, or

Apply changes - Allows you to apply your changes to certain sections of your document
(See Figure 13).
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Citations

A Citation is information about a source referenced in the document. By using the Insert Citation tool,
you can add the citation to your document and the new source will be saved on your computer. You
can then insert the citation whenever needed in your document from your “citation database”. You
can even insert citations into future documents you write.

Insert Citation

1. Click after the text where you want to insert your citation.
2. Click the References tab (See Figure 14).
3. Inthe Reference tab, click on the Style dropdown to select your citation style (See Figure 14).

Note: The style selected in step 3 will affect what information Word collects when creating your
citation. If the Style: dropdown already shows your desired style, skip to step 4.

H - Word

Research Paper.dock -

File Home Inzert Design Layout Mailings plal] ) View Add-ins 2 Tell me what you want to do.. Randall Dean }-_"_ Share
E T—1| Add Text - 1 |—|T|—i'1 Insert Endnote E l"_ﬁ,, Manage = D Insert Table of Figures 'E'a El Insert Index '@’:r '-_,E'l'
= M Update Table AB, Next Footnote - L4 ER style: 554 ﬂ [ | b Update Index -
Table of Insert Insert depsseneh Mark Mark
Contents - Footnote =l Show Notes Citation - = 04 Biblio ":PA y Entry Citation
Table of Contents Footnotes T Citations & Bibli§ Sl e Index Table of Authorities
- e e [ T
. = Sixteenth Edition —
GB7714

Elephants 2005
=) General GOST - Name Sort
= The largest elephants are the African | 2003 {6to7 1/2
S meters} long, 11 feet {3 1/2 meters} t GOST - Title Sort his doseto 6 1/2
= tons {6,000 kilograms or six metric tofl 7003 two feet {1/2

meter) shorer than males and weigh Harvard - Anglia ney weigh 6,600
= pounds, or around 3 1/2 tons (3,000 i

2008

: The Asian elephants are smaller than || [EEE and 21 feet (5
2 1/2 to 6 1/2 meters) long and 8 to 10§ 2006 sbout 11,000

pounds which is 5 1/2 tons {5,000 kild [SO 690 - First Element and Date §n is gray black
= when they are young, but it becomesg {937 Ligh skin may be as
= thick 5.1 1/2 inches {four centimeted 150 690 - Numerical Reference  [TE short hair
= Ewven though it is so thick, elephants' 1987 =ry good care of

their skin so that they do not get dise) MLA
=) Three ways to tell the difference bety Seventh Edition ir heads, backs,
- and ears. Asian elephants have dome SISTO2 ants' heads are
a flatter. An African elephant has a dip § 2003 sian elephant
i does not have this dip but has a round Turabian ders. Asian

elephants have smaller ears than ATl ¢tk Edition
= e
Page3 of8 2879 words [% B B B - d + &80%

Figure 14 - Select Citation Style

4. Click on Insert Citation (See Figure 15).
5. Click on Add New Source (See Figure 15).

Ho-

File

Research Paper.dock - Waord

Home Insert Add-ins

[ Insert Table of Figures

Update Table

Design Layout Mailings Review View Q

B Add Text ~
DI Update Table

1 ﬁ'}lnsertEndnote
AB, Next Footnote -

,@‘,,Manage Sources

Table of

Contents =
Table of Contents

Insert
Caption

Insert

Footnote Show Notes E|,_:| Cross-reference

Footnotes

g.

Captions

! E') Add Mew Placeholder...

Tell me what you want to do... Sign in ,Q'_ Share
+ j D Insert Index 'I'_r
Update Index )
Mark Mark
Entry Citation
Index Table of Authorities .~
0 o

Figure 15 - Insert Citation
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6. The Create Source window will appear showing the recommended fields to complete the source
citation.

a. Type of Source - Change the type of source you are citing, click on the dropdown box in the
Type of Source field to select a new source (e.g. Book, Journal, Webpage, etc.)

(See Figure 16).

b. Bibliography Fields - Type your information into the fields provided (See Figure 16).

Note: Clicking on the Edit button (where available) will allow you to enter names via first,
middle, and last name.

c. Show All Bibliography Fields - If you need to add additional information (See Figure 16).
Note: Additional fields will appear in the Create Source window with recommended fields
marked with a red asterisk.

7. Click the OK button (See Figure 16).

Type of Source § Book Section
Eibliography Fields for APA

Author | Kramer, James;

[T corporate Authaor
Title .Fact-s at.mu"t Elebhant-s

Book Author _.Kramer, James;

‘ b> Book Title .African and Asian Elephants

Year |2010

Pages 6667
City |Kennesaw

Publisher |KSU Publishing

|:| Show All Bibliography Fields
Tag name re Waorks Press
|Kraid |

Figure 16 - Create Source

Insert Saved Citation
1. Click after the text where you want to insert your citation.

2.
3.
4.

Click the References tab (See Figure 17).
Click Insert Citation (See Figure 17).
Click on a saved citation (See Figure 17).

H - Q’ = 1 e Research Paper.docx - Word

File Haome Insert Design Layout Mailings Review View Add-ins Q Tell me...

1 Add Text~ [ Insert Table of Figures D E
[l Update Table

Sign in ,Q_-Share

7@

,":ﬂ,, Manage Sources

ESstyle APA - Update Table
Table of Insert - Insert E Mark Mark
Contents - Footnote E= Show Notes Caption - Cross-reference Entry Citation
Table of Contents Footnotes Kramer, James Captions Index Table of Authorities Y
1 0 g , Facts about Elephants, S B T

(2010)

EE Add Mew Source...

- E’J Add Mew Placeholder...

Figure 17 - Insert Saved Citation
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Adding Placeholders

Placeholders are helpful for placing a temporary citation into your document that you can later update.
If you use the same placeholder multiple times, when you finally update the information, the rest of
your placeholders will automatically update as well. The following explains how to add a placeholder to
your document.

1. Click after the text where you want to insert your placeholder.
2. Click the References tab (See Figure 18).

3. Click Insert Citation (See Figure 18).

4. Click on Add New Placeholder (See Figure 18).

H - & = 1 e Research Paper.docx - Word

File Home Insert Design Layout Mailings Review View Add-ins Sign in ‘Q_Share

=L B Add Text~ A 1 [[fInsert Endriote 5 =) Manage Sources E‘ [ Insert Table of Figures T;LI E '!Er Gr

= [l Update Table AB} Next Footnot: e ES Style | APA - —  [M Update Table B o !
Table of Insert - =t Insert Mark Mark
Contents ~ Footnote Show Notes tiop =" [ Bibliography - Caption El._:| Cross-reference Entry Citation

Table of Contents Footnotes 1 Kramer, James Captions Index Table of Authorities A
S o o Lo o Facts about Elephants, Ce A e B T
é (2010}
EE] Add N@e...

s IE” Add MNew Placehalder.., I

Figure 18 - Add New Placeholder

5. Inthe Placeholder Name window, type a name for your placeholder (See Figure 19).
6. Click the OK button (See Figure 19).

| cenoiirNooe S i

|

Type the tag name of the source. You can add more
information to this source later by clicking Edit in
the Source Manager.

| ElephantWebsitePlaceholder |

Cancel

Figure 19 - Placeholder Name

Note: When typing a name for your placeholder, you will not be allowed to use spaces. The
placeholder name should be something that will help you remember what source it belongs to
later.
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Add Saved Placeholder
1. Click after the text where you want to insert your placeholder.
Click the References tab (See Figure 20).
Click Insert Citation (See Figure 20).
Click on a saved placeholder (See Figure 20).

P wnN

H -0 Qh = Ie Research Paper.docx - Word

File Home Insert Design Layout Mailings Review View Add-ins Q Tell me...

% Tﬂ Add Text ~ [ Insert Table of Figures D E

Sign in Q.Share

17 @

l":ﬂ,, Manage Sources

=l . - ndate hle
Table of bt Update Table Insert [,E Style: AP Insert Update Table Mark Mark
Contents - Footnote (= Show Notes itation |- [ Bibliogra Caption [13 Cross-reference Entry Citation
Table of Contents Footnotes I mhantWebsitePlaceholderl Captions Index Table of Authorities A
L llgll '4"""'5"""'0"""'?"
Kramer, James
B Facts about Elephants, (2010)

4 EE Add Mew Source...

E'_) Add Mew Placeholder...

Figure 20 - Insert Saved Placeholder

Updating Citations and Placeholders
Citations and Placeholders can easily be updated once they have been inserted into your document.
The following shows how to update citations/placeholders.

1. Click the Citation/Placeholder within your document to select it (See Figure 21).

2. Click the drop-down arrow (See Figure 21).

3. Click Edit Source (See Figure 21

The Asian elephants are smaller than the African. They grow to be between 18 and 21 feet (5
1/2 to 6 1/2 meters) long and 8 to 10 feet (2 1/2 to 3 meters) tall. They weigh about 11,000
pounds which is 5 1/2 tons (5,000 kilograms or five metric tons). Elephants' skin is gray black
when they are young, but it becomes pinkish white as they grow older. The tough skin may be as

thick as 1 1/2 inches (four centimeters). It is not very hairy does have some short hair.

Even though it is so thick, elephants’ skin is very sensitive. ted to take very good care of

their skin so that they do not get diseases or parasit

Three ways to tell the diffen rh.

S Edit Citation eir heads, backs,

and ears. Asian elephants h: . hants' heads are
flatter. &n African elephant Edit Source Asian elephant
does not have this dip but h Convert citation to static text shoulders. Asian
glephants have smaller ears DI Update Citations and Bibliography ceholder).

Figure 21 - Edit Source
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4. In Edit Source window, make your updates to your citation/placeholder as required.

5. Click the OK button (See Figure 22).

Note: When updating a placeholder that occurs multiple times in your document, you only need to
click on one of them to update all placeholders of the same type.

Edit Source

Type of Source (DLl aS A [z[

Bibliography Fields for APA

Author | Kramer, James
[7] corparate Author

Title _i:.a:;t.s about I;Zler.:l.har{t.s
Book Author :.Kramer,James
EBook Title :African and Asian Elephants
Vear 2010
Pages |66-67

City | Kennesaw

Publisher |KSU Publishing

|:| Show All Bibliography Fields

Tag name

Figure 22 - Edit Source Window

Managing Sources
As you continue adding sources to your documents, Word will keep track of your sources. You can
continue adding these sources to your document, and even use them in separate documents created
on your computer. The following shows how to manage your list of stored sources between
documents.

1. Click the References tab (See Figure 23).

2. Click Manage Sources (See Figure 23).

H ©-0 ‘:’r = Io Research Paper.docx - Word

Sign in ,Q'_ Share

File Home Insert Design Layout Mailir 9 Review View Add-ins Q@ Tell me...

% 19 Add Text - ABl [ Insert Endnote @ [} Insert Table of Figures D Esl 'L:r Egr
[ Update Table Mé: Mext Footnote - [é Style: APA - Update Table
Table of Insert - Insert =~ Insert E Mark Mark
Contents - Footnote (= Show Notes Citation - £ [ Bibliography - Caption -] Cross-reference Entry Citation
Table of Contents Footnotes P Citations & Bibliography Captions Index Table of Authaorities S

Figure 23 - Manage Sources
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3. The Source Manager window will appear. The Master List will show all sources you have
entered using the citation tool, while the Current List will show sources in your current
document. From here you will be able to search, sort, copy, delete, edit, and add sources.
a. Search - To search for a particular source, type your search parameters in the Search field.

The Master List will automatically search for your request (See Figure 24).

b. Sort - To change how your sources are sorted (See Figure 24).

c. Copy - To add one of your sources to your current list, select it from the Master List and
click Copy to move it to your Current List (See Figure 24). This will make the source
accessible from Insert Citation.

d. Delete - To delete a source (See Figure 24).

e. Edit-To edit an existing source (See Figure 24).

f. New - To create a new source (See Figure 24).

4. Click the Close button (See Figure 24).

Search: I " Sort by Author I b)

Sources available in:
Master List Current List

? ElephantWehsitePlaceholder
Kramer, James; Facts about Elephants (2010)

¥ cited source
? placeholder source

Preview [APA):
Citation: (Kramer, 2010)

Bibliography Entry:
Kramer, 1. {2010}. Facts about Elephants. In J. Kramer, African ond Asian Elephants (pp. 66-67). Kennesaw: KSU Publishing.

Figure 24 - Source Manager
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Bibliography

A bibliography is a collection of your citations. If you have been using the Insert Citation tool, then
Word can quickly and easily create a bibliography for you (similar to Inserting a Table of Contents).

Creating a Bibliography
1. Click in the document where you want to insert your bibliography (e.g. end of the document).
2. Click the References tab (See Figure 25).
3. Click Bibliography (See Figure 25).
4. In the Bibliography drop-down menu, click on Bibliography (See Figure 25).

H - = 1 e Research Paper.docx - Word

File Horme Insert Design Layout Mailings Review View Add-ins 2 Tell me.. Sign in 9,_ Share
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) Update Table AE: Mext Footnote - EES A > — [ Update Table B o
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Contents = Footnote &= Show Notes Citation | Bibliography = Caption o Cross-reference Entry Citation
Table of Contents Footnotes I Citatic  Built-In 4 Table of Authorities A
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Figure 25 - Bibliography

5. Your Bibliography will be inserted into your document.

Bibliography
Kramer, J. (2010). Facts about Elephants. In J. Kramer, African and Asian Elephants (pp. 66-67).
Kennesaw: KSU Publishing.

Figure 26 - Inserted Bibliography
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Updating the Bibliography
If you make changes to the document after you have added the Bibliography, you can update it to
reflect the new changed (e.g. additional sections added, or altered page numbers). The following
explains how to update the bibliography.

1. Click on the Bibliography (See Figure 27).

2. Click Update Citations and Bibliography (See Figure 27).

3. Your Bibliography will be updated and any newly added citations will appear.

: i 'IDI Update Citations and Bibliugraphy@ @
Bibliography

Kramer, J. (2010). Facts about Elephants. In ). Kramer, African and Asian Elephants (pp. 66-67).
Kennesaw: KSU Publishing.

Figure 27 - Update Citations and Bibliography

Inserting Captions to Pictures or Tables

If you are writing a long document with pictures, captions can help provide additional reference to
your readers (such as the captions in this guide). Captions can be added to pictures, graphs, tables, that
have already been inserted into your document. The following explains how to add a caption to a

picture.
1. Click on the picture to select it.
2. Click the References tab (See Figure 28).
3. Click Insert Caption (See Figure 28).

Picture Tools

H ©- - IOch Paper.doct - Word

File Home Insert Design Layout Mailings Review 'o Add-ins Format ' Tell mewhat youwant to do.. Signin 5 Share
B

Add Text A 1 [y Insert Endnote Manage Sources Insert Table of Figures Insert Index Insert Table of Authorities
— Updatz Table AE Nest Footnote - Style | APA Update Table Update Index Update Table
Table of [nzert Insect = ° Inzert ~ ) Marl Marl
Contents - Footnote [ Show Notes Citotion - EruBibliography = leapfion |- Cross-reference Entny Citation
Table of Contents Footnotes P Citations & Bibliography Capticns Index Table of Authorities b

Figure 28 - Insert Caption
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4. In the Caption window, type a name for your caption in the Caption field (See Figure 29).

5. Click the OK button (See Figure 29).

Note: You can choose a different label for your caption, create a new label to display, or exclude a
label altogether from your caption.

Note: The process for adding captions to tables or charts is the same as adding captions to a
picture.

'Fig'ure 2 - African Elephant
Options

Label | Figura

Position: | Below selected item

|:| Exclude label from caption

Mew Label.., ' Belete | abel
AutaCaption...

Figure 29 - Caption

6. Your caption will be added to your picture.

Tl ph Ak X. ool

Figure 2 - African Elephant

Figure 30 - Caption Added to Image
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Cross-Reference

Cross-referencing information is helpful for when you need to direct the reader’s attention to a chart,
image, or section within your document. Once inserted, the cross-reference will make a note about the
referenced information, and can create a link to redirect the reader (e.g. this document uses several
cross-references. Try clicking on one of the “See Figure...” notes).

You can use the cross-reference feature to reference captions, footnotes, endnotes, headings, and
more. The following will show how to cross-reference an existing caption within the document.
1. Inthe document, type the text that begins the cross-reference (e.g. “For more information,
see...”).
2. Click the References tab (See Figure 31).
3. Click Cross-reference (See Figure 31).

| e Research Paper.dock - Word

Design  Layout Malings  Review  View  Add-ns @ Tell me what you wantto do.. Signin 3 Share
= B Add Ted- 1 I lnsert Endnote &/ = Manage Sources @ [£Y Tnsert Table of Figures +ﬂ 21 Tnsert Index N [Flnsert Table of Authorities
=[] Update Table PB, Mext Foctnote - ERsyle apa - = Indate Table Upelata Inclex Update Table
Table of Insart Insert = Insert Mark Mark
Contents - Fagtnote [= Show Mlotes Citation - £ Bibliography = Caption Entry Citation
Table of Contents Footnotes = Citations & Bibliography Captions Index Table of Autharities Ead

Figure 31 - Cross-reference

4. Inthe Cross-reference window, select the following.
a. Reference Type - Select a reference from the list (See Figure 32).
Note: Make sure the Insert as hyperlink box is checked. This will insert the cross-reference
as a hyperlink so readers can click the link to be redirected.
b. Insert reference to - Select how the reference will be inserted into the text (e.g. entire
caption, only label and number, only page number, etc.) (See Figure 32).
c. For which caption - Select the reference that will be inserted (See Figure 32).
5. Click the Insert button (See Figure 32).

Reference type: Insert reference to:
—
Figure a IEntire caption
E Insert as hyperlink | Include above/below
separate numbers with |
Far which caption: ‘ c .

Figure 1 - Cougars it
Figure 2 - African Eléphant

Cancel

Figure 32 - Cross-reference Window
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Insert a Table of Figures

Similar to Inserting a Table of Contents, using the Insert Table of Figures tool can quickly create a table
that contains all of the captions and which page they appear on in your document. The following
explains how to insert a table of figures.

1. Click to place your cursor in the document where you want to place the table of figures.

2. Click the References tab (See Figure 33).

3. Click on Insert Table of Figures (See Figure 33).

H -0 = | o Research Paperdocx - Word

File Home Insert Design Layout Mailings Review View Add-l o 2 Tell mewhat youwant to do... Randall Dzan

5 Share
=t H Add Text ~ ABJ W‘] Insert Endnote B" ,"__?‘l', Manage Sources 9 1 Insert Takle of Figures +j [ Insert Index +_ r IR Insert Table of Authorities
— [ Update Table AE} Nest Footnote - EZstyle |aPA - = Update Table Update Index ’ Update Table
B 4 P F F
Table of [nze Inset - Inzert u Mark Mark
Contents - Footnate = Show Motes Citation - £ Biblingraphy = Caption [ Cross-reference Entry T
Table of Contents Footnotes P Citations & Bibliography Capticns Index Table of Authorities b

Figure 33 - Insert Table of Figures

4. Inthe Table of Figures window, click the OK button.

P
Table of Figures.

| Indax I Table of Contents | Table of Authorities

Print Preview Web Preview

FEUEe 1 TTORT . v 1 |:| Figure 1: Text |:|
Figure 2: TeXt e 3 I Figure 2 Text 7
Errure 3 Beorkssaanmsiniinsi 5 Figure 3: Text

R L T Lo S T 7 | = | |Figure 4: Text -

show page numbers
Right align page numbers

Tab leader: | ... EI

General

Use hyperlinks instead of page numbers

Formats: éFrum template

Caption labek | Figure

ElE]

EI Include label and number

[ Qptions... ] [ Madify... ]

Figure 34 - Table of Figures
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Updating the Table of Figures
1. Click the Table of Figures to select it.
2. Click the References tab (See Figure 35).
3. Click Update Table (See Figure 35).

H %~ S = 1 o Research Paperdocx - Word
File Home Insert Design Layout Mailings Review View Adg-ins T Tell mewhat youw Randall Dean 3 Share
=t H Add Text ~ AB:[ W‘] Insert Endnote E ,"-E‘,', Manage Sources 9 Elr o ble of Figures +j [E] Insert Index +; [ Insert Table of Authorities
=1 ™ update Table AE} Nest Footnote - EE Style |APA — I Update Table Update Inde ’ Update Table
Table of F [nzert 5 - Insert 'IJ .,r ) Inzert - pd Mark [ o Mark :
Contents - Footnate = Show Motes Citation - £ Biblingraphy = Caption [=3 Crass-reference Entry T
Table of Contents Footnotes ] Citations & Bibliography Capticns Index Table of Authorities S

Figure 35 - Update Table
4. Click Update entire table (See Figure 36).
5. Click the OK button (See Figure 36).

Note: It is recommended to select Update entire table, as this option will update page numbers and
any additional figures added to your document.

Update Table of Figures JER=)

Waord is updating the table of figures, Select one of
the following options:

71 Update page numbers only
I i@ Update entire table

Figure 36 - Update Table of Figures

Additional Help

For additional support, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff

e Phone: 470-578-6999
e Email: service@kennesaw.edu
e Website: http://uits.kennesaw.edu

KSU Student Helpdesk

e Phone: 470-578-3555
e Email: studenthelpdesk@kennesaw.edu
e Website: http://uits.kennesaw.edu
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