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Insert a table of contents

1: Apply font styles to headings and subheading using the ‘style’
dropdown list.

&1l Document? - Microsoft Word

File Edit VWiew Insert Format Tools Table Window Help
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2: Insert a page break at the beginning of the document Insert — Break
— Page Break.

Break P

Break types
© Page break
" Colurnn break

{” Text wrapping break

Section break types
(" Mext page
" Continuous
(" Even page
{~ QOdd page

K | Cancel
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3: Place the cursor at the beginning of the document and select Insert —

Reference — Index and Tables.

&1 Document? - Microsoft Word

File Edit View | Insert | Format Tools Table Window Help
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Date and Time. ..
El IR IR R A R R R I A I
Eield...
Symbal...
fﬂ Comment
Reference 3 | Footnote. ..
. E Caption...
3 Picture 3 Cross-reference...
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~ £ TextBox
- File...
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- Bookmark. ..
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4: Choose the Table of Contents tab and select a style from the Format
dropdown list.

Index and Tables

Index  Table of Contents | Table of Figures | Table of Autharities I
Print Preview Web Preview
Heading 1. 1 i’ Heading 1 i’
Heading 2. ... ... 3 Heading 2
Heading 3 ... 5 Heading 3
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¥ Use hyperlinks instead of page numbers

[V Show page numbers

v Right align page numbers

Tab leader: I ....... - I

General
Formats: |From template | - Show levels: |3 5“
From template =«
Show Qut| classic b Optians... | Modify... |
—_ |Distinctive
Fanc
Formal
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5: Click Ok — Put kettle on — drink tea and tell yourself how clever you
are. ©

Note: If the document is altered after the insertion of a table of contents

— you must update or replace the table of contents by selecting the table
of contents and following steps 3 to 5.
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