Formatting Utilizing Styles and Captions

The following document will illustrate to you how to effective utilize Styles and captions for reports in Microsoft Word. Styles and captions allow you to quickly format your report utilizing pre-set features in Microsoft Word and can access styles be clicking Home>Styles. After each section you will see an example of a figure, equation, and table. 
Figures
A figure can be formatted in Microsoft word, by clicking on the Graph style. The Graph style will draw a box around your desired figure. You should also include a caption below your figure and can do so by clicking References>Insert Caption. Once in the caption command, click to label it as a figure. You should reference your figure in the text before by clicking References>Cross-reference and insert your reference type as figure and insert your reference to “Only label and number.” Cross-referencing captions allows your document to automatically update table, figure, and equation numbers. 

The process was automatic controlled utilizing process control software and an output control box (Figure 1).  
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Figure 1. Schematic showing how influent turbidity, temperature and water height is controlled utilizing process control software written by Weber-Shirk (2008). 
Equations

Equations can be formatted very similarly by clicking “Equation” in Styles and inserting your caption as an equation excluding the label from the caption.
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Tables

A summary of raw water characteristics is provided in Table 1. 

Table 1. Raw water characteristics

	Parameter
	Average Value

	Temperature
	22.5 ± 0.5 ºC

	pH
	7.5 ± 0.3

	Aluminum concentration prior to addition of alum
	90 ± 70 μg/L

	Turbidity 
	Experimentally varied between 10-500 NTU

	Total Hardness*
	150 mg/L as CaCO3(s)

	Total Alkalinity*
	111 mg/L as CaCO3(s)

	Total Organic Carbon*
	2.0 mg/L


*Denotes value obtained from 2008 consumer water quality report for Cornell University Water System

_1340810005.unknown

_1340810006.unknown

_1341048745.unknown

_1340810004.unknown

