Table, Figure, and Equation Captions B
Tutorial

Graduate College

This guide provides step-by-step instructions on how to add table, figure, and
equation captions in Microsoft Word. By following these instructions, users can easily
add and format captions for their tables, figures, and equations, ensuring consistency
in their documents.

1 Navigate to your first Table/Figure/Equation Caption in your text or where you
want the caption to appear (above or below) the Table/Figure/Equation.
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6  Click into the caption area and add the caption for your Table/Figure/Equation.
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8 Word will automatically add in the caption. Usually, it will not be formatted like the
rest of your text so you will need to change the Caption style, to do this, highlight
the caption you have just inserted.
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12  Click "Modify..."
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13 Here is where you will change the font and size of the captions in word. Choose

the font style and size. Refer to the formatting guidelines for specific formatting
requirements under the Tables/Figures section.
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14  For this tutorial we will be using "Times New Roman"
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16  Ensure that the caption font color is black
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18 You will now see that the captions now are set to Times New Roman, 12pt font
size. When you continue adding in the captions they will follow the same
formatting now since you have set the "Caption" style.
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19  Follow the same steps as seen above for Figure/Equation captions.
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@ You can tell which captions are "linked" in Microsoft Word by highlighting the
caption. You will see the "1" is highlighted. If a caption does not highlight the
Table/Figure/Equation number, you will know it is not linked and you need to add
a caption as seen in this tutorial.
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You should now review the next tutorial on how to add the List of
Tables/Figures/Equations since you have linked all of your captions correctly in
Microsoft Word.
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