Here's an in-depth guide on working with images, captions, and a table of figures in Microsoft Word:
Part 1: Adding Images
1. Inserting the Image:
· Place Cursor: Click where you want the image to appear in your document.
· Go to the Insert Tab: Select the "Insert" tab in the top ribbon.
· Choose Your Source:
· Pictures: To insert a picture saved on your computer.
· Online Pictures: To find images from the web.
· Stock Images: To use Microsoft's library of pre-made images, icons, and illustrations (if available).
2. Resizing and Positioning
· Click on the Image: This will select the image and reveal sizing handles.
· Resize: Drag the corner handles to resize proportionally. Hold the "Shift" key to distort the image if needed.
· Move: Click and drag the image to reposition it.
· Layout Options: Right-click on the image, go to "Wrap Text", and choose how you want the text to flow around the image:
· In Line with Text: Treats the image like extra-large text.
· Square, Tight, etc.: Allow the text to flow around the image's shape.
Part 2: Adding Captions
1. Adding the Caption:
· Right-click: Right-click on the image.
· Insert Caption: Select the "Insert Caption..." option.
· Label and Text: Choose a label (e.g., Figure, Illustration) and type your caption text.
· Position: Choose whether the caption will appear above or below the image.
· Auto-Numbering: Use the "Numbering..." button if you want to automatically number your figures sequentially.
Part 3: Creating a Table of Figures
1. Place Your Cursor: Go to where you want to insert the table of figures (usually at the start of the document).
2. References Tab: Click the "References" tab in the top ribbon.
3. Insert Table of Figures: Click "Insert Table of Figures".
· Formats: Choose a pre-designed table format that suits your style.
· Caption Label: Choose the label you used when adding captions (Figure, etc.)
· Options: Select whether to include page numbers and to use hyperlinks.
· Click OK: Word will automatically generate the table listing your figures!
Additional Tips
· Updating the Table of Figures: After adding or removing figures, right-click within the table and select "Update Field" > "Update Entire Table".
· Customizing Captions: Change the font, style, or formatting of captions just like regular text. Create Styles for consistency.
· Grouping: To move an image and its caption as a unit, select both, right-click, and select "Group".
Important: The instructions may vary slightly depending on your Word version.

