atulvij.com - Word Intermediate Course, Lesson 3: Captions, cross-references and a table of figures
YOUR TASKS:
☐ Add captions 'Figure 1', 'Figure 2' under the placeholders and 'Table 1' above the table (References > Insert Caption)
☐ Replace 'As shown above' with a cross-reference to Table 1 (References > Cross-reference)
☐ Insert a Table of Figures at the end
☐ Move Figure 2 above Figure 1 and press F9: numbers update
——————————————————————————————
Market review
Figure placeholder: monthly sales chart.
[bookmark: _Toc242080815]Figure 1: Monthly sales
Figure placeholder: region map.
[bookmark: _Toc242080816]Figure 2: Region map
[bookmark: _Ref242080814]Table 1: Units by product
	Product
	Units

	Laptop
	258

	Monitor
	311


As shown in Table 1, laptops lead by value.
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