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List of Tables, Figures, and Equations
Tutorial

This guide provides step-by-step instructions on how to add a List of
Tables/Figures/Equations in Microsoft Word. It explains how to modify the formatting
of the lists to meet specific requirements and how to update them when necessary.
Following this guide will allow users to easily create and manage lists in their Word
documents.

Only use this guide after all of your Tables/Figures/Equations have inserted
captions.

Please review the Table, Figure, and Equation Caption Tutorial first.

Please read below for the order of appearance:
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1 If you have any text previously typed in the existing List of
Tables/Figures/Equations you want to delete it and just leave the header.

2 Click "References"
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3 Click "Insert Table of Figures..."
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4 You will choose which table you are adding in.



5

5 For this tutorial we will add in the List of Tables, so select 'Table'

6 We will want to make sure that the List of Tables is following the formatting
requirements and we will change how it appears here before placing it into the
document.

Click on "Modify..."
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7 Click "Modify..." again.

8 Change the font to whichever font you are using for your document. We will be
using Times New Roman 12pt. for this tutorial.
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9 Click "Times New Roman"

10 Click "Font Size"
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11 Click "12"

12 Click "Double Spacing" to ensure the list is double spaced.
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13 Now we will change some of the formatting of the generated list to follow the
formatting guidelines.

Click "Format"

14 Click "Paragraph..."
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15 Change the Right indentation to 0.3"

16 Click "Special:"
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17 Click "Hanging"

18 Change the hanging indent to 0.25"
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19 Click "OK"

20 Click "OK"
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21 Click "OK"

22 Click "OK"
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23 Now the List of Tables is inserted into the document.

24 Now we want to do the same to add in the List of Figures.

Click "Insert Table of Figures..."
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25 Click on which table you are adding in.

26 Click "OK"
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27 Now the List of Figures is inserted into the document.

If you add or remove any Tables/Figures/Equations or if the page numbers
change you will need to update the Lists.

28 Click on the List that you wish to update or highlight it.
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29 Click "References"

30 Click "Update Table"
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31 Click "Update page numbers only" to update the page numbers only.

32 Or Click "Update entire table" to update the entire table if you added in or deleted
any Tables/Figures/Equations.
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33 Click "OK" and the table will automatically update.


