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Introduction
This booklet is the companion document to the Word 2013: Tools for your Research Paper workshop.
The booklet will show users how to utilize the tools under the References tab in the Ribbon, such as
inserting a table of contents, inserting citations and managing your saved citations from previous

sessions, adding captions and footnotes/endnotes, and using cross-references.

Learning Objectives

After completing the instructions in this booklet, you will be able to:

Insert and update your table of contents

Add footnotes/endnotes to your document

Add citations and placeholders

Understand how to manage your citations and placeholders

Insert and update a Bibliography

Insert captions and using the cross-reference tool to create hyperlinks

Inserting a table of figures

Revised 8/14/2014
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Reminder on Styles

A Style is a predefined combination of font style, color, and size that you can use to format the text in
your document. Using styles can help you create documents that have a more professional, and
consistent, appearance. The Heading Styles are important when using the table of contents tool.

Applying a Heading Style
The following explains how to apply a heading to your document:

1. Select the text that you want to format (e.g. chapter or section title).

2. Onthe Home tab, in the Styles group, click on the Heading 1 style (See Figure 1).

AsBbCeDde. AaBbCcD JAaBbCi| AaBbCc AaBbCcl AaBb( -
T Caption  Emphasis JHeadingl | Heading2 Heading3 ITSTitle ||

Styles =

Figure 1 - Heading Style 1

3. You can also access your styles from the Quick Access Toolbar. After selecting your text, the
Quick Access Toolbar will appear. Click the Styles button on the right (See Figure 2).

Calibri (Body) ~|11 ~| A" A" A

B I U Av+:

1= -~
v 2— ¥ Styles

Elephants

Figure 2 - Selecting Styles from the Quick Access Toolbar

Note: There are up to nine multilevel numbered Heading Styles available. Below is a sample of

Headings 1-3 (See Figure 3).

Chapter 1: Elephants — Heading 1

General Information — Heading 2

African Elephants - Heading 3
Figure 3 - Heading Styles

Note: For more information on using Styles, refer to the documentation Word 2013: Formatting your

Document at https://uits.kennesaw.edu/cdoc.
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Inserting a Table of Contents

Word provides a quick and easy way to create a Table of Contents page for your document; provided
you have already applied the proper headings to the chapters/sections throughout your document
(See Applying a Heading Style for more information). To add a table of contents to your document:

1. Click to place your cursor in the document where you want to place the Table of Contents.

2. Inthe Ribbon, click the References tab (See Figure 4).

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Evan R/
) Add Text ~ 1 [Ensert Endnote o I3 Manage Sources ﬁL] [ Insert Table of Figures ‘?ﬁ} [ Insert Index "EEF Egr
[ Update Table AE; Next Footnote ~ [gjj Style: |APA A = Mlup able = [ Update Index !
Table of Insert s : Insert T - Insert Mark Mark
Contents ~ Footnote Show:iNotes Citation + £ [y Bibliography ~ Caption E]-_:| Cross-reference Entry Citation
Table of Contents Footnotes I Citations & Bibliography Captions Index Table of Authorities

Figure 4 - References Tab

3. Inthe Table of Contents group, click on Table of Contents (See Figure 5).

Table of
Contents ~

Table of Contents

Figure 5 - Table of Contents

4. Alist of content tables will appear. Click on Table of Contents (See Figure 6).

Automatic Table 2

E} Add Text~ 1 Fﬁ) Insert Endnote F’:‘/
[ Update Table AE; Next Footnote ~ —
Table of Insert . Insert
Contents ~ Footnote (= whow Notes Citation
Built-In
Automatic Table 1
Contents
A e s S e Sl it e S i g s i o s o i oo, 1
Heading 2 1
Heading 3 TS |

Table of Contents

Figure 6 - Table of Contents List
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5. Your Table of Contents will be inserted into the document (See Figure 7).

Table of Contents

T T AT o e s s e A M SR AR ASA WnREY 3
GOm0 355 e 8 GBS AR 0 05 GO b S S 3
WAt o ey A i i i i s e s o T R s s A B R S R e R G e S T R 4

A T S S B S S S S N R R RS 4
SABIVETE]. o snsmns snsamnsymsosssnsmansommnsasomgmsasayannums samssmassmsms susanmnostyomixsmnsias anamxssagmaua s nagapunas s sangammm g namyss 4
WAL O DBV R AT R ko casnis innessionaassnissas s ass a0 S 38MEe K344 454404 €63V EONAUHLODIRIR B IS 334 SR A B4 435 i o G54 S 34 MO 5

B S i g R S S R e S B s S B S R R B P R 6
Gl S R R S S S R S 6
AL R T I TEIE 2, v o vaaronnrm st anun sy et s m s o A na e A S e N Mot AR ah NG SR 7

ERVIINEIE e oo e 4 45> O Sl 4 S K {4 61 X B RO oD o A3 o o S e S KBS B 7
O i e R S S e o T R s T BN R S R S R S e RSt 7
What do they ot S S S S s S S G s 7

Figure 7 - Table of Contents Inserted

Updating the Table of Contents

If you make changes to the document after you have added the Table of Contents, you can update the
table to reflect the new changes (e.g. additional sections added, or altered page numbers). The
following explains how to do this:

1. Click on the Table of Contents. A tab with an Update Table... option will appear (See Figure 8).

T - [ Update Table..|

‘Table of Contents|

E e P S e s T G e S S B i R B 5 S s 3
G CTIOTE s cnma oy mommnsspmmamsamm s dnsn st noms sssnnismmaamcn o Ness s xiars Nmsig o xmxtms B s mAMN suucnx g gAY e A NN SR B 85 3
DAL O BY BT i iuusi s i yssusssssssnadondss 346353 Ke45 5oK4845 35 54545 Mo H a5 0RE5 55358 o354 385 o 4 G HE3 S 4 A0 NN G 4

O AT O i s T S R G e R e o S S s Ao 4
GBI e B T G B S B S B S S S S 4
What do they eat?

OB A (s oo 5005 55 A5 8 o w54 45 S O o N S 5 M 04 1 0 b 4 S e e S S S e O
General
What do they eat?

FIWOIIAG uvxonvonpumnzss ssansarnss ms avssnss uns s snanssnsanssssnnnssssanmss orxasynss dvavs s sassensns s aNsRn TN SN dnuesEN nansAm RO 2ANNSim 0 0 7
GOV oo 5o aan o3 05 55650 5 BR800 8N 53 3403 DA S o 45 A3 A o 5 oS X B 8 S5 i o 9 B A 4 AP ST O R G SO 7
Whatdothey eab P s i s S i s Rl 7

Figure 8 - Update Table
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2. Click on Update Table....

3. The Update Table of Contents window will appear. Click on Update entire table (See Figure 9).

% ST
Update Table of Contents R

Word is updating the table of contents. Select one
of the following options:

(1 Update pa enumberlomy

[ OK‘] [ Cancel

= J,

Figure 9 - Update Entire Table

=

4. Click on OK. Your Table of Contents will be updated.

Note: It is recommended to select Update entire table, as this option will update page numbers and

any additional headings added to your document.

Footnotes and Endnotes

Footnotes and Endnotes provide referencing information for specific text in a document. Footnotes

appear at the bottom of the page on which the reference mark appears. Endnotes appear at the end of

a section or document.

Inserting a Footnote or Endnote

The following explains how to insert a footnote on a page.
1. Click in the document at the location where you want to insert your footnote.

2. Inthe Ribbon, click the References tab (See Figure 10).

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

L« T] Add Text » ABl |—|T‘[;,‘] Insert Endnote ¢ Lw é‘l Manage Sources J:ﬁ [ Insert Table of Figures ’7"__7-1 [ Insert Index

=[O Update Table AE Next Footnote ~ ERstyle aPA - — Update —
Table of Insert » rt =l Insert e Mark
Contents ~ Footnote PRON e Citation + ¥y Bibliography ~ Caption i Cross-reference Entry
Table of Contents Footnotes F] Citations & Bibliography Captions Index

EvanR 4
J,?E—r LTU
-

Mark
Citation

Table of Authorities

Figure 10 - References Tab
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3. Inthe Footnotes group, click on Insert Footnote (See Figure 11).

[ Insert Endnote
AE Next Footnote ~

Footnotes P

Figure 11 - Insert Footnote

4. The footnote will be inserted into your document at the location selected, and at the bottom of
the page. Type your text in the footnote entry at the bottom of the page (See Figure 12).

and control these finger-like lips, which have sensitive hairs on them. Elephants also suck water

1 African elephants are the largest land mammals on the planet, and the females of this species undergo
the longest pregnancy—22 months.

Figure 12 - Type your Footnote

5. Once finished entering your text, click anywhere within your document to leave the footnote.

6. To edit the text in your footnote, just click on the text in your footnote to edit.

Note: To insert an Endnote, follow steps 1 — 5 above, but select Insert Endnote instead (See Figure 13).

1 [ﬁjlnsert Endnote I

AB
AE Next Footnote
Insert i
Footnote show Notes

Footnotes %

Figure 13 - Insert Endnote
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Additional Settings for Footnotes and Endnotes
Additional settings are available for changing the location, layout, and format of footnotes and
endnotes. To access these settings:

1. Inthe Ribbon, click the References tab (See Figure 14).

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Evan R 4
1 Add Text ~ 1 [ Insert Endnote ) 5] Manage Sources T:I [ Insert Table of Figures '?‘j\] [ Insert Index +:r Egr
[ Update Table A*}; Next Footnote ~ [[% Style: |APA v = U able = s} ndex = !
Table of Insert Insert . - Insert Mark Mark
Contents ~ Footnote (= Show Notes Citation + &y Bibliography ~ Caption [ Cross-reference Entry Citation
Table of Contents Footnotes I Citations & Bibliography Captions Index Table of Authorities

Figure 14 - References Tab

2. Inthe Footnotes group, click on the Dialog Box Launcher (See Figure 15).

1 [T[—ﬁ‘] Insert Endnote

AE, Next Footnote ~
Insert _

Footnote = -=how Notes

Footnotes ]

Figure 15 - Footnote/Endnote Dialog Box

3. The Footnote and Endnote window will appear (See Figure 16).

Footnote and Endnotez-{ |, S|

Location |
Bottom of page EI |

(©) Endnotes: End of document

Footnote layout

Columns: | Match section layout [Z'
Format

Number format: . 27350 B

Custom mark: l ‘ [ Symbol... ]

Start at: 1

Numbering: Continuous

-]
Ll Apply changes
]

Apply changes to: | This section

[ Insert J[ Cancel ]

Figure 16 - Footnote and Endnote Window

4. The location section provides options for changing the location of where your
Footnotes/Endnotes appear within your document.
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5. The Footnote layout section gives you the option to split your footnote into columns.
6. The Format section provides options for altering the number format (e.g. |, Il, lll or A, B, C),
changing the starting number, and whether to use continuous numbering throughout the

document, or restart the numbering on each page or section.

7. The Apply Changes section allows you to apply your changes to certain sections of your
document.

8. When finished making your changes, click the Apply button.

Adding Citations

A Citation is information about a source referenced in the document. By using the Insert Citation tool,
you can add the citation to your document and the new source will be saved on your computer. You
can then insert the citation whenever needed in your document from your “citation database”. You
can even insert citations into future documents you write!

To insert a citation to your document:

1. Click after the text where you want to insert your citation.

2. Inthe Ribbon, click the References tab (See Figure 17).

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Evan R 4
T Add Text ~ 1 [EInsert Endnote E =) Manage Sources [ﬁ?« [ Insert Table of Figures "_‘] [ Insert Index {ﬁr Egr
= g 5 / - =11 |- =g
! Update Table Ag Next Footnote ~ [[% Style: | APA o = Jpdate Table — [ ]! UpdateInde
Table of Insert . - Insert T Insert B Mark Mark
Contents ~ Footnote dhow:iNotes Citation + £ [ Bibliography ~ Caption 2 Cross-reference Entry Citation
Table of Contents Footnotes I Citations & Bibliography Captions Index Table of Authorities

Figure 17 - References Tab

3. Inthe Citations & Bibliography group, next to Style:, click on the dropdown to select your
citation style (See Figure 18).

= 1=
ERstyle: BPA &~

€7y Bibliog APA @
ns & Biblig Sucth Edition

Chicago
Sixteenth Edition

Figure 18 - Select Style

Note: The style selected in step 3 will affect what information Word collects when creating your
citation. If the Style: dropdown already shows your desired style, skip to step 4.
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4. In the Citations & Bibliography group, click on Insert Citation (See Figure 19).

Manage Sources

“Bstyle [aPA -]
'y Bibliography
Citations & Bibliography

Figure 19 - Insert Citation

5. Click on Add New Source (See Figure 20).

' = =% Manage Sources

ER style: lAPA -

Insert
Citation ~ &' Bibliography ~

It:] Add New Source...
1 [2 Add New Placeholder..

Figure 20 - Add New Source

6. The Create Source window will appear showing the recommended fields to complete the source
citation. Type your information into the fields provided (See Figure 21).

Type of Source [t aeidaitg E]
Bibliography Fields for APA

Author |Kramer, James
[ corporate Author

Title |Facts about Elephants.

Book Author “Kramer, James

Book Title [African and Asian Elephants.
Year 12010

Pages ‘66-67

City ]Kennesaw

Publisher }KSU Publishing

E] Show All Bibliography Fields
Tag name
[Kralo \ Cancel ]

Figure 21 - Create Source

Note: Clicking on the Edit button (where available) will allow you to enter names via first, middle, and
last name.
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7. If you need to change the type of source you are citing, click on the dropdown box in the Type
of Source field to select a new source (e.g. Book, Journal, Webpage, etc.) (See Figure 22).

Type of Source | Book Section ¥
ds for APA -
Author Journal Article .
:J Article in a Periodical
' |Conference Proceedings :
T | LReROM

Figure 22 — Type of Source

8. If you need to add additional information, click the Show All Bibliography Fields checkbox
(See Figure 23).

[V]iShow All Bibliography Fields:

* Recommended Field

Figure 23 - Show All Bibliography Fields

Note: Additional fields will appear in the Create Source window with recommended fields marked with
a red asterisk ().

9. When finished creating your citation, click the OK button. Your citation will be added to your
document.

10. To insert the same citation in a different area of your document, click on Insert Citation.

11. From the dropdown list, click on your saved citation to add to your document (See Figure 24).

PJ/ E:T,, Manage Sources !
—  [EZstyle APA  ~
Insert C

Citation » ¥'3 Bibliography ~

Kramer, James
Facts about Elephants., ﬁ
(2010)

1F Add New Source...

["’; Add New Placeholder...

Figure 24 - Insert Saved Citation

Adding Placeholders

Placeholders are helpful for placing a temporary citation into your document that you can later update.
If you use the same placeholder multiple times, when you finally update the information, the rest of
your placeholders will automatically update as well. To add a placeholder to your document:

1. Click after the text where you want to insert your placeholder.
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2. Inthe Ribbon, click the References tab (See Figure 25).

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW EvanR A
B Add Text~ 1 [Insert Endnote E ) Manage Sources ﬁ [ Insert Table of Figures f—b} [ Insert Index 'Er Eg
3| / X = 3 = T - 2
[ Update Table AE; Next Footnote ~ [é Style: |APA A | 1! Update Table = [)! Update Index ’ !
Table of Insert = Insert- oo " - Insert Mark Mark
Contents ~ Footnote = Show Notes Citation + [y Bibliography ~ Caption (] Cross-reference Entry Citation
Table of Contents Footnotes I Citations & Bibliography Captions Index Table of Authorities

Figure 25 -References Tab

3. Inthe Citations & Bibliography group, click on Insert Citation (See Figure 26).

™y Manage Sources

“BStyle [APA |
' Bibliography v

Citations & Bibliography

Figure 26 - Insert Citation

4. Click on Add New Placeholder (See Figure 27).

B t’f",, Manage Sources
ER style: |aPA  ~
o -
Citation v £ (1 Bibliography ~
Kramer, James

Facts about Elephants.,
(2010)

25 Add New Source...

[ Add New Placeholder.., e

Figure 27 - Add New Placeholder

o o

5. The Placeholder Name window will appear. Type a name for your placeholder (See Figure 28).

Placeholder Name ;i.. _— _("’@'

Type the tag name of the source. You can add more
information to this source later by clicking Edit in
the Source Manager.

ElephantWebsitePlaceholder]

[ ok ][ canca |

Figure 28 - Placeholder Name

Note: When typing a name for your placeholder, you will not be allowed to use spaces. The
placeholder name should be something that will help you remember what source it belongs to later.
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6. Click on OK. The placeholder will be inserted into your document (See Figure 29).

very hairy, but it doeshave some sho

sensitive, They needtotake very good

asites (EIephantWebsitePIacehoIder).|
e e e e e ]

Figure 29 — Placeholder Added

7. Toinsert the same placeholder in a different area of your document, click on Insert Citation.

8. From the dropdown list, click on your saved placeholder to add to your document
(See Figure 30).

& 5] Manage Sources f

— [Bstyle |apa -
Insert ‘g _] T3 In
Citation ~ =D Bibliography ~ Ca

ElephantWebsitePlaceholdele

Kramer, James
Facts about Elephants., (2010)

—y —

5] Add New Source...

E") Add New Placeholder...

Figure 30 - Saved Placeholder

Updating Citations and Placeholders
Citations and Placeholders can easily be updated once they have been inserted into your document.
The following shows how to update citations/placeholders:

1. Click the Citation/Placeholder within your document to select it. A dropdown arrow will

appear.
2. Click the dropdown arrow. A dropdown list will appear.

3. Click on Edit Source (See Figure 31).

the Africi 3. £4it Citation f
feet (21, _ ,
Edit Source
pgrams or
pinkish v Convert citation to static text

Fs). Itis nc [ Update Citations and Bibliography

Figure 31 - Edit Source
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4. The Edit Source window will appear. Make your updates to your citation/placeholder as

required.

5. Click the OK button.

Note: When updating a placeholder that occurs multiple times in your document, you only need to

click on one of them to update all placeholders of the same type.

Managing Sources

As you continue adding sources to your documents, Word will keep track of your sources. You can

continue adding these sources to your document, and even use them in separate documents created

on your computer. To manage your list of stored sources between documents:

1. Inthe Ribbon, click the References tab (See Figure 32).

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

) Add Text 1 [fyInsert Endnote & 5 Manage Sources I [ Insert Table of Figures ¥ 1 [ Insert Index
El 1t (=) = g | 9 .
3| / X = ==
[l Update Table AB Next Footnote ~ ERstyle lapa  ~| = Update Tab ‘
Table of Insert , Insert T Insert e Mark
Contents ~ Footnote = “how Notes Citation + &y Bibliography Caption ‘2o Cross-reference Entry
Table of Contents Footnotes I Citations & Bibliography Captions Index

Evan R J
=§=_r &

-
Mark
Citation

Table of Authorities

Figure 32 - References Tab

2. Inthe Citations & Bibliography group, click on Manage Sources (See Figure 33).

iw:“] I 5 Manage Sources I

(¥ oy
—  [E@style |APA  ~
Insert o s
Citation ~ & [ Bibliography ~

Citations & Bibliography

Figure 33 - Manage Sources
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3. The Source Manager window will appear. The Master List will show all sources you have
entered using the citation tool, while the Current List will show sources in your current
document. From here you will be able to search, sort, copy, delete, edit, and add sources
(See Figure 34).

I ISort by Author

Sources available in:
Master List Current List
Atkin, Evan; Wow, Elephants! (2011)
Ball, Bill, Duff, Hoyt; African Animal Studies Unleashed (2003)
Bird, Big; Elephants! (2000}
Bird, Big; Hyenas: Awesome! (2012)

Bull, Billy B; The Complete Reference: Animals of the South African §
Elvis; Yeah Baby! (1970

Honda, E. Flamenco. D: Animal Secrets (20101

Joe, Glass; African Animal Studies Unleashed (2003)

Knight, David; Big book of Elephants (1995)

Kramer, James; Facts about Elephants. (2010}

Landsberger, Jane; Citing Websites

¥ cted source
2 placeholder source

Preview (APA):
Citation: (Honda & Flamenco, 2010)

Bibliography Entry:
Honda, E., & Flamenco, D. (2010). Animal Secrets. San Francisco, California: Wiley Publishing.

Figure 34 - Source Manager

A. To search for a particular source, type your search parameters in the Search field. The
Master List will automatically search for your request.

B. To change how your sources are sorted, select an option from the Sort by dropdown.

C. To add one of your sources to your current list, select it from the Master List and
click Copy -> to move it to your Current List. This will make the source accessible from Insert
Citation.

D. To delete a source, select a source from either list, then click on Delete.

E. To edit an existing source, select the source from either list, then click on Edit.

F. To create a new source, click on New.

4. When finished making your changes, click the Close button.
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Creating a Bibliography
A bibliography is a collection of your citations. If you have been using the Insert Citation tool, then
Word can quickly and easily create a bibliography for you (similar to Inserting a Table of Contents). The

following explains how to create a bibliography:

1. Click to place your cursor where you want to insert the bibliography (e.g. the end of the

document).

2. Inthe Ribbon, click the References tab (See Figure 35).

HOME INSERT

ﬁ Add Text ~ g rﬁ] Insert Endnote E ,":;“‘:, Manage Sources
= [ Update Table AE; Next Footnote ~ [gjj Style: |APA - o Update Table
Table of Insert s Insert T - Insert B
Contents ~ Footnote Citation ~ £y Bibliography ~ Caption ‘o Cross-reference
Table of Contents Footnotes I Citations & Bibliography Captions

DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
& [ Insert Table of Figures ‘?ﬁ} [ Insert Index & &

Evan R 4

Mark ». Mark

Entry Citation
Index Table of Authorities

Figure 35 - References Tab

3. In the Citations & Bibliography group, click on Bibliography (See Figure 36).

N

@Manage Sources

o) | )
—  [E@style: apA -
Inset  —~ ° -

Citation ~ &0 Bibliography ~

Citations & Bibliography

Figure 36 - Bibliography

4. Alist of Bibliographies will appear. Click on Bibliography (See Figure 37).

IN5ert

Ery Bibliography ~ Caption E]j Cross-reference

C Built-In

Bibliography

Bibliography
Chen, ). {208). Gtations and Referenaes. NewYork: ContosoPress.
Hass, J. (20085}, Greotinga Formol Publicotion. Boston: Proseware, Inc.

L5T
References

References
Chen, J.(208). Gtations and References. NewYork: ContosoPress.

ToTaTE
Entry

Figure 37 - List of Bibliographies
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5. Your Bibliography will be inserted into your document (See Figure 38).

Bibliography

Ball, B., & Duff, H. (2003). African Animal Studies Unleashed. New York, NY: Sams Publishing,
Bird, B. (2012). Hyenas: Awesome! Philadelphia: Happy Press.

Claypool, L (2012). The Amazing World of Elephants. New York: NY Publishing,

Gunn, P. {1979). Born to be Wild. San Francisco: &vian Press,

Honda, E., & Flamenco, D. (2010). Arimal Secrets. San Francisco, California: Wiley Publishing
Joe G, (2003). African Animal Studies Unleashed. New York City, New York: Sams Publishing,

Kramer, J. (2010}, Facts about Elephants. In J. Kramer, African and Asian Elephants. (pp. 66-67).
Kennesaw: KSU Publishing,

Figure 38 — Bibliography Inserted

Updating the Bibliography
If you make changes to the document after you have added the Bibliography, you can update it to
reflect the new changed (e.g. additional sections added, or altered page numbers). The easiest way to

do this is:

1. Click on the Bibliography. A tab with an Update Citations and Bibliography option will appear
(See Figure 39).

|| £ 0 [ Update Citations and Bibliographyl

Bibliography]

Ball, B., & Duff, H. (2003). African Animal Studies Unleashed. New York, NY: Sams Publishing,

Bird, B. (2012). Hyenas: Awesome! Philadelphia: Happy Press.

Claypool, L. (2012). The Amazing World of Elephants. New York: NY Publishing,

Gunn, P. (1979). Born to be Wild. San Francisco: Avian Press,

Honda, E., & Flamenco, D. (2010). Animal Secrets. San Francisco, California: Wiley Publishing,
{Joe, G.(2003). African Animal Studies Unleashed. New Yark City, New York: Sams Publishing,

Kramer, J. (2010). Facts about Elephants. In J. Kramer, African and Asian Elephants. (pp. 66-67).
Kennesaw: KSU Publishing.

Figure 39 - Update Citations and Bibliography

2. Click on Update Citations and Bibliography.
3. Your Bibliography will be updated and any newly added citations will appear.
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Inserting Captions to Pictures or Tables
If you are writing a long document with pictures, captions can help provide additional reference to
your readers (such as the captions in this guide). Captions can be added to pictures, graphs, tables, that

have already been inserted into your document. To add a caption to a picture:

1. Click on the picture to select it.

2. Inthe Ribbon, click the References tab (See Figure 40).

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
Tfj Add Text ~ g rﬁ] Insert Endnote =+ ,":;“‘] Manage Sources ﬁL] [ Insert Table of Figures
! Update Table AE Next Footnote ~ ER style: |aPA - = Update Table
Table of 0 t Insert = s Insert o t} < - Insert
Contents ~ Footnote Citation ~ £y Bibliography ~ Caption (] Cross-reference

Table of Contents Footnotes [

Citations & Bibliography

Captions

‘??j [ Insert Index
—

Mark

Entry

! Update Index

Index

Evan R 4

0w
Mark

Citation
Table of Authorities

Figure 40 - References Tab

3. In the Captions group, click on Insert Caption (See Figure 41).

Captions

Figure 41 - Insert Caption

4. The Caption window will appear. Type a name for your caption in the Caption: field

(See Figure 42).

Caption

2] ]

Caption:

[Frsune 1- Arrican ELEPHANT

Options -
Label:

Paosition:

]Figure

]
2

]Below selected item

[ iExclude label from caption:

MNew Label... I elete Label

] Mumbering... I

AutoCaption... |

o]

Cancel ]

Figure 42 - Caption Window

Note: You can choose a different label for your caption, create a new label to display, or exclude a label

altogether from your caption.
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5. Click the OK button.

6. Your caption will be added to your picture (See Figure 43).

FIGURE 1 - AFRICAM EI.EPHAN'I1

Figure 43 - Caption Added

7. Click on the text for the caption to edit.

Note: The process for adding captions to tables or charts is the same as adding captions to a picture.

Using a Cross-Reference

Cross-referencing information is helpful for when you need to direct the reader’s attention to a chart,
image, or section within your document. Once inserted, the cross-reference will make a note about the
referenced information, and can create a link to redirect the reader (e.g. this document uses several

cross-references. Try clicking on one of the “See Figure...” notes).

You can use the cross-reference feature to reference captions, footnotes, endnotes, headings, and

more. The following will show how to cross-reference an existing caption within the document:

1. Inthe document, type the text that begins the cross-reference (e.g. “For more information,

see...”).

2. Inthe Ribbon, click the References tab (See Figure 44).

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

Tfj Add Text ~ g rﬁ] Insert Endnote «r] ,":;“‘] Manage Sources ﬁL] [ Insert Table of Figures
[ Update Table AB Next Footnote ~ ER style: |APA - = Uy Table
Table of £ Insert S s Insert £ t} < - Insert B
Contents = Footnote Show Notes Citation + & [ Bibliography ~ Caption -] Cross-reference
Table of Contents Footnotes I Citations & Bibliography Captions

%

Mark

Entry

D Insert Index

! Update Index

Index

Evan R 4

0w
Mark

Citation
Table of Authorities

Figure 44 - References Tab
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3. Inthe Captions group, click on Cross-reference (See Figure 45).

O]
il
|} Up

= [ Insert Table of Figures

pdate Tahle

Ihsert

CaptionIB._:] Cross-reference I

Captions

Figure 45 - Insert Cross-Reference

4. The Cross-reference window will appear (See Figure 46).

i Separate numbers with I

For which caption:

Figure 1- &frican Elephant

Crass-reference. 120 x|
Reference type: Insert reference to:
IFigure _'J lEntire caption _v_]
[V Insert as hypetlink [ Include above/below

&
Insert I Cancel |

Figure 46 - Cross-Reference Window

A. Inthe Reference Type: dropdown, select a reference from the list (this example will use

Figure) (See Figure 47).

Reference type:

lFigure
¥ Insert as hyperlink

I—'Separate numbers with |

~

Figure 47 - Reference Type

Note: Make sure the Insert as hyperlink box is checked. This will insert the cross-reference as a

hyperlink so readers can click the link to be redirected.
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B. Inthe Insert reference to: dropdown, select how the reference will be inserted into the text
(e.g. entire caption, only label and number, only page number, etc.) (See Figure 48)

Insert reference to:
IEntire caption _v_]
[T Include abovesbelow

Figure 48 - Insert Reference To

C. Inthe For which... field, select the reference that will be inserted to your document
(See Figure 49).

Forwhich caption:
Figure 1- african Elephan:

Figure 49 - Select Caption

5. Click the Insert button.

6. Your reference will appear in your document. Click on Close (See Figure 50).

males and weigh about half as much as male elephants. They weigh 6,600

1/2 tons {(Formoreinformation, See Figure 1 — African Eleehant ?i

Figure 50 - Inserted Caption

Insert a Table of Figures
Similar to Inserting a Table of Contents, using the Insert Table of Figures tool can quickly create a table
that contains all of the captions and which page they appear on in your document. To insert a table of

figures:

1. Click to place your cursor in the document where you want to place the table of figures.

PAGE LAYOUT REFERENCES MAILINGS

2. Inthe Ribbon, click the References tab.
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3. Inthe Captions group, click on Insert Table of Figures (See Figure 51).

I B (Y Insert Table of Figures
] 1 9
~ i_" ! Update Table

Insert
Caption (-3 Cross-reference

Captions

Figure 51 - Insert Table of Figures

4. The Table of Figures window will appear. Click on OK (See Figure 52).

E of Figures ﬂll

Index I Table of Contents

3| Table af Authorities |
Print Preview Web Preview

Figure 1: Text Figure 1: Text il
Figure 2: Text Figure 2: Text

Figure 3: Text
Figure 4: Text
Figure 5: Text

Figure 3: Text
Figure 4: Text
Figure 5 Text

~
v Show page numbers vV use hyperlinks instead of page numbers
IV Right align page numbers

Tab leader: I ....... _1]

General -
Formats: lFrom template _:]
Caption label: ]Figure _:_I

¥V Include label and number

Options.. I Modify... I

— S T

Figure 52 - Insert Table of Figures Window

5. Your Table of Figures will be inserted into your document.
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Updating your Table of Figures
To update your Table of Figures after it has been inserted into your document, use the Update Table

tool:
1. Click on the Table of Figures to select it.

2. Inthe Ribbon, click the References tab (See Figure 53).

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Evan R/
) Add Text ~ 1 rﬁ] Insert Endnote o ,":;“‘] Manage Sources ﬁL] [ Insert Table of Figures ‘??j 2] Insert Index ? &
[ Update Table AE; Next Footnote ~ [é} Style: |APA A = Update Table = [)! Update Index
Table of Insert s Insert T - Insert Mark Mark
Contents ~ Footnote Citation ~ £y Bibliography Caption [ Cross-reference Entry Citation
Table of Contents Footnotes I Citations & Bibliography Captions Index Table of Authorities

Figure 53 - Reference Tab

3. Inthe Captions group, click on Update Table (See Figure 54).

—_ D Insert Table of Figures
' I[:'jT Update Tahle i
Ihsert

Caption (=13 Cross-reference

Captions

Figure 54 - Update Table (of Figures)

4. The Update Table of Contents window will appear. Click on Update entire table (See Figure 55).

Update Table of Figures illj

Word is updating the table of figures, Select one of
the following options:

" Update page numbers only

Cancel

Figure 55 - Update Table of Figures Window

5. Click on OK. Your Table of Figures will be updated.

Note: It is recommended to select Update entire table, as this option will update page numbers and

any additional figures added to your document.
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Additional Help

For additional help or installation issues, please contact the KSU Service Desk (Faculty & Staff) or the
KSU Student Help Desk (Students).

KSU Service Desk for Faculty & Staff

e Phone: 470-578-6999
e Email: service@kennesaw.edu
e Website: http://uits.kennesaw.edu/faculty-staff/

KSU Student Help Desk

e Phone: 470-578-3555
e Email: studenthelpdesk@kennesaw.edu
e Website: http://uits.kennesaw.edu/students/
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