[image: image7.png]



ID2050

FIGURES and CAPTIONS

In order to insert captions under figures and then keep the two together so that text can flow around them, you first need to modify the WORD menu to add INSERT>FRAME under the Insert Menu.
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To add the INSERT>FRAME command to the INSERT menu:

1. Under TOOLS>CUSTOMIZE>COMMANDS, select INSERT on the left window and scroll down to HORIZONTAL FRAM on the right window pane.

2. Select  the Horizontal frame line on the right window and

3. Drag it into the INSERT menu (move the cursor over the INSERT menu and the menu will open up)

4. Drop it into place (usually I put it above the INSERT>TEXT FRAME command).  The dark black line shows where the drop point is.
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Now you are ready to insert caption under figures.

To Insert Figures

1. Select INSERT>PICTURE>FROM FILE

2. Select an IMAGE somewhere

The usual default is that the image comes in FLOATING on top of text.  The corners look like circles and there’s a green circle in the middle top.

What I do is change the format of the picture to nail it in place first.  To do this simply RIGHT-CLICK on the picture and select FORMAT PICTURE then select the LAYOU tab and click on IN LINE WITH TEXT.  The corners turn to black squares.

Select the picture and CENTER it in the middle of the page.
To Insert a Caption under the Figure

Click on the picture.  Use the right arrow to move the cursor beyond the picture (just to the right of it).  Click ENTER to put a carriage return (new line) after the picture.

Now select INSERT>REFERENCE>CAPTION.
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Figure 1.  Here is my caption.


The caption will appear in whatever font it chooses and will probably be left justified under the picture.  Then select the caption and CENTER it under the picture.
Select the line and change the font to ARIAL NARROW.  Change to Points to 10 pts. And unclick BOLD if it is selected to make it normal (not bold).  The result will look like Figure 1 above.

To Make Text flow around both Figure and Caption


Select both figure and caption and then select INSERT>FRAME.
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Figure 2.  Inserting a Frame.
The result will look like Figure 3.
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Figure 3.  Frame, Anchor and flowing text..

Once you click somewhere else the shaded frame will disappear, but the text will flow around the Figure and caption.  The frame will be accompanied by an anchor symbol, which can be used to dictate where the Frame will be attached.  You can RIGHT CLICK on the frame and modify several settings (not discussed here).  Play with them!


Sometimes the frame will have a black border which you do not want so, select it and then remove the border by selecting FORMAT>BORDERS AND SHADING>NONE.

To Automatically Reference a Figure from the Text


Once you have a figure properly captioned, you can reference it from the text by simply selecting INSERT>REFERENCE>CROSS-REFERENCE.
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Figure 4.  Inserting an automatic cross-reference.
Make sure you select ONLY LABEL AND NUMBER under “Insert Reference to”.  But be aware of all the other options that could come in handy, like Page #, and even ABOVE/BELOW…  Check out what else is available in addition to FIGURE under “Reference Type” too!


The reference will probably show up in a different font.  What I do is simply select a nearby word in the “normal” font and then paste the style with the style paintbrush (“Format Painter”) up on the icon toolbar (looks like a paintbrush).
Final Tricks


Once you have one caption, you can cut and past the caption from under one picture to under another picture, to expedite the process.  Then simply overwrite the old caption with the new one.  Then select the whole caption and hit F9 to renumber it.  Use F9 to also renumber in-text cross-references that get out of sequence.  Opening and closing a file will automatically renumber the references throughout.
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