Word 2007- Table of Contents

The easiest way to create a Table of Contents is to utilize the Heading Styles that you
want to include in the Table of Contents. For example: Heading 1, Heading 2, etc. based
on the content of your document. When you add or delete headings from your document,
Word updates your Table of Contents.

Mark Table of Contents Entries
You can mark the Table of Contents entries in one of two ways: by using built-in heading
styles or by marking individual text entries.

To Use Built-In Heading Styles

= Select the text that you wish to be the heading
= Click the Home Tab
= In the Styles Group, click Heading 1 (or the appropriate heading)
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= If you don't see the style you want, click the arrow to expand the Quick Styles Gallery
= If the style you want does not appear click Save Selection as New Quick Style
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To Mark Individual Entries:

Select the text you wish to make a heading

Click the References Tab

Click Add Text in the Table of Contents Group

Click the Level that you want to label your selection
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Create a Table of Contents
To create the table of contents:

= Put your cursor in the document where you want the Table of Contents
= C(Click the References Tab
= Click the Table of Contents button

L. “
‘-—-“j Home Insert Page Layout References Mailings

Hj [ Add Text ~ ABl iy Insert Endnote [ j
& i =
_ upadats Tabls AE Naxt Footnote =
Table of Insert 5 Insert
Contents = || Footnote = Show Notes | Citation~
|| Built-In
Automatic Table 1
Conlénls
Weadeg ¥ S 1
| Automatic Table 2
Table of Contents
L - 1
spacing 3 1
s B S 1
Manual Table
Table of Contents
Type chapter tithe (level 1) . . 1
T chagtes tithe {leved 21 2
Tirpee chapber tithe Pl 3o 3
Typer chapter tithe (lewel 1) S S ]

]  [InsertTable of Contents..,
[Z%  Remove Table of Contents

"

d

Update Table of Contents
If you have added or removed headings or other table of contents entries you can update
by:



=  Apply headings or mark individual entries as directed above

= (Click the References Tab in the Ribbon
= C(Click Update Table
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Delete Table of Contents
To delete a table of contents:
= C(Click the References Tab on the Ribbon
= C(Click Table of Contents
= (Click Remove Table of Contents
Ly .
Home Insert Page Layout References Mailings
EN |[eAddTed~ iy Insert Endnate j
2 0 Update Table AE' Next Footnote -
Table of Insert Insert
‘Contents =/ || Footnote =] Show Notes | Citation~

| Builtin
Automatic Table 1
Conlénls

vapncling 2 ... .
Mgk

| Automatic Table 2

Table of Contenls

Manual Table

Table of Contents
Tyt chagrtier tithe {level 1)
Ty chagtes tithe {leved ]

Type chapber tithe flevel 31__._.

Type chapter title flowel 1)

]  [InsertTable of Contents..,

[Z%  Remove Table of Contents s

"

d



