To Have Word Magically Number Figures, Tables

[Based on Word 2003 on a PC; advice available for Macintosh -- just ask.]
Figure 1:To have Word number your figures for you
1. Type the name of the figure.
2. Click in front of the name of the figure.
3. On the Insert menu, go to Reference and select Caption. 

4. Under label, select Figure. 

5. Click OK.

6. Add a space and/or a colon if necessary. Be tidy and consistent.

As you move figures around, the numbers will change magically, and they will show up in the list of figures if you create the list in the suggested manner.

At the beginning of the report, if you want a list of figures that is separate from the list of tables, create a new style for one of them. 
Table 1: To have Word magically number your tables for you

1. Type the name of the table.
2. Click in front of the name of the table.
3. On the Insert menu, go to Reference and select Caption. 

4. Under label, select Table. 

5. Click OK.

6. Add a space and/or a colon if necessary. Be tidy and consistent.

As you move tables around, the numbers will change magically, and they will show up in the list of tables if you create the list in the suggested manner.  (See To Create a List of Tables and/or Figures.)
To open the Styles and Formatting pane, go to Format menu and pull down to Styles and Formatting. A pane opens on the right side of the document.
To have the Caption style show up in the list in the formatting pane, at the bottom 
of the pane, change Available Styles to Custom styles. Under category, make sure All Styles is selected. Check Caption. 

To format the Caption style (the style for titles of figures and tables)
On the top of the pane, the word Caption should appear in a white box. Click on it and use the pull down menu to go to modify. Change the font to something bold and consistent with the rest of the reports fonts. Centering figures and tables on the page is best, so also select center for the type alignment. Then, click the format button and pull down to Paragraph.  On the Line and Page Breaks tab, keep lines together and keep with next. On the Indents and Spacing Tab, feel free to add some creative white space above and below the title. Click OK. Click OK again.
Arial 12 pt bold centered, 9 pts above and 3 below is very nice
If the style is applied to only part of the caption, click in the caption, click Clear Formatting 
in the style sheet and then click  Caption in the style sheet. Repeat as necessary.

To have the Caption style show up in the list in the formatting pane, at the bottom 
of the pane, change Available Styles to Custom styles. Check Caption. 
