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List of Tables

3Table 2‑1: use insert /caption /Table



If you don’t want the entire caption to appear in the list then you can remove the parts you don’t want by cutting.  If you update the field then the whole figure or table name will return so you should do this last and then save it.

OR you can change the style name of the part of the caption you don’t want so that it won’t ever be included in List.  Do this by creating a new style based on the figure caption or table caption style.

List of Figures

3Figure 1‑1: use insert /Caption/figure …then apply the figure caption style to get the right formatting




Chapter 1

1. Introduction

Write your Introduction here

1.1. Chapter Subtitle 

Always insert figures as pictures, to do this use “Paste Special”.  Do not paste as a link.  Having table or figures that are linked means that that application must be opened to open the document.  It makes it difficult to edit and very difficult to send to another user.  Do not allow your figures and tables to float over text – put them inline instead – otherwise they tend to move to peculiar places as you add text.

Do not add extra paragraph breaks (carriage returns) between paragraphs – let the styles take care of this.

1.1.1. Chapter sub-subtitle

Postscript files may be inserted using CorelDraw on NTTS1, you can then paste directly into your document (as Picture!) or convert to a wmf file.  As a last resort you can convert it to a bitmap but you will lose resolution.


[image: image1.wmf]
Figure 1‑1: use insert /Caption/figure …then apply the figure caption style to get the right formatting.

Chapter 2

2. Tables and Other Helpful Hints

2.1. Tables

Make sure tables are also not linked!  Use paste special to paste a table that you have copied from Excel without linking it.

(Paste it as a picture, do not float over text)

Table 2‑1: use insert /caption /Table …once you have inserted the caption highlight it and apply the Table caption style.  Table captions precede the table they refer to.

[image: image2.wmf]This is a table pasted from excel
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When you use the table caption and figure caption styles then you can automatically update your List of Tables and List of Figures by selecting it and choosing update field on the right mouse button.

Chapter 3

3. Equations

Use insert /object/equation 3.0 

Then beside your equation use insert/caption/(  

Choosing the open bracket style will put the equation number after an open bracket…then you add the closing bracket yourself.  The advantage of using this system is that your equation number will be automatically updated if you add or remove equations….BUT NOT IN THE TEXT!!! You must adjust these yourself, or if you want to get fancy you can use “bookmarks” and “cross-references”.

Now you’ll have to select Equation style and slide the equation over to the center using the space bar.  This seems crude and if you know a better way…go ahead.  It can be autoformatted but it’s pretty elaborate.  
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Nomenclature

a0      =  whatever it means
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Use the style “list,ref entry “ to get the auto formatting for references. To modify this style as usual, you can go to format/style/and choose list, ref entry.

Appendix A

A.  Title of Appendix

If you don’t want the page numbering to be continuous for the appendices…you can set whatever page number you want it to be by insert/page numbers/format and set the page number. (Don’t forget to choose “yes” to having a number on the first page… otherwise you won’t see the number)
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