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Figure 1	Figuretitle 
Excel charts must not be embedded as this adds to the size of the document; please insert them as a picture. To do this, copy from Excel and open up your Word document; use the ‘Paste Special’ option under the ‘Paste’ icon on the far left of the ‘Home’ tab, and choose the option ‘Picture’.
If there are more than four bars in a chart it is difficult to distinguish one from the other when printed. As an aid to the reader, ensure that the legend is placed at the bottom and matches the chart left to right, or if the legend is placed at the side, matched top to bottom.
NCVER templates for basic graphs are available in Excel for NCVER staff. Ring our production helpdesk on 8230 8417, if you do not know how to find or use them. For external users of our template, you will find guidelines on our website, under ‘Research; Researcher information; NCVER authors’ and reference guides’. 
Tabletitle and Figuretitle styles should be used so that the lists generated at the front of the document separate the two.
we have used Dotpoint1 style here
This is dotpoint2 style
Style is called NumberedListContinuing for when you want the next list to continue the numbering. If you want to restart at one, use this same style for the next list but it will be necessary to restart the numbering. INSERT; Page Number drop down menu; Format page numbers and start again at 1.
Hints
The footer has been set up so you only need to overwrite the document name.
Use the style called Text for the body of the document. There is no need for hard returns between paragraphs — the style takes care of the spacing.
Use footnotes rather than endnotes.[footnoteRef:1] [1:  This makes it easier for online reading.] 

Use the Quote style for quoted text of three lines and more.	(Author 1999, p.6)
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