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Equations and their captions can be placed ‘side-by-side’ by moving the equation and the caption into the cells of a borderless, 2 column x 1 row table as shown below.  Simply copy and paste this table as many times as you need to for all subsequent equations, but remember to periodically highlight and update the equation captions by pressing the F9 key (or right-click and select Update Field from the shortcut menu).
	
	[bookmark: _Toc134027180](1‑1)


For information on inserting captions in appendices see Appendix A.
[bookmark: _Toc290554229][bookmark: _Toc299621194][bookmark: _Toc299631420][bookmark: _Toc299631482][bookmark: _Toc299631572][bookmark: _Toc299631648][bookmark: _Toc137806448]Referring to captions for figures, tables etc
Use a cross-reference when you want to insert text similar to ‘… as shown in Figure 5.1, below’ 
1. Click on the References tab on the Ribbon
2. Select the Cross-reference command to open the Cross-reference window
3. In the Reference Type drop-down list choose the appropriate label
4. Under For which heading choose your figure
5. Under Insert Reference To choose Only label and number and click Insert.  Repeat to insert either above/below or page number if required
6. Click Close
[bookmark: _Toc290554230][bookmark: _Toc299621195][bookmark: _Toc299631421][bookmark: _Toc299631483][bookmark: _Toc299631573][bookmark: _Toc299631649][bookmark: _Toc137806449]Updating Tables of Contents, Lists of Figures and captions
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Creating captions in appendices
If you have chosen to include chapter numbers in your captions, then follow the instructions given here to apply the same format to the captions in your appendices.  This section explains how to caption the figures and tables in your Appendices, assuming that Heading 7 is numbered “Appendix A” and that the Figures and Tables are going to be labelled ‘Figure A-1’, ‘Figure A-2’, ‘Table B-1’ etc.
You will have to create new, separate labels that look like the ‘Figure’ and ‘Table’ labels you used in the main body of your thesis.
1. Select the References tab on the Ribbon then click on Insert Caption
2. Click New Label.  Type Figure_Apx then click OK
3. You now have two labels for figures, called Figure and Figure_Apx
Repeat for table captions.
4. In the Caption box, type your caption text
5. Click Numbering.  Tick Include chapter numbering and choose Heading 7 from the drop-down list of styles and click OK twice
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Figure A‑1 This is the caption text for a figure in the appendix.
TIP: Instead of deleting each ‘_Apx’ individually use Find & Replace to modify all the labels at once.
Creating Lists of Figures and Tables for Appendices
This template already includes a List of Figures and a List of Tables, however you will have to create two new lists for the ‘Figure_Apx’ and the ‘Table_Apx’ labels.
1. Place the insertion point on a blank row after the existing List of Figures
2. Select the Insert Table of Figures command on the References tab of the Ribbon
3. Set the Caption Label box to ‘Figure_Apx’ and click OK
Note:  Word will put a single blank line between the original list and the new list preventing it from appearing as one seamless list.  However, if you select the blank paragraph between the tables you can hide it by opening the Font dialog box from the Home tab and selecting Hidden.
4. Click after the List of Tables and repeat for the Caption Label ‘Table_Apx’.
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