N-TOWSON UNIVERSITY

Word 2007 fz
Creating a Table of Contents —

OTS PUBLICATION: W17X e REVISED 09-15-2008 ® TRAINING@TOWSON.EDU ® OFFICE OF TECHNOLOGY SERVICES

This document will show you how to generate an automatic table of contents in Word.

1. Open your document. Creating a Table of Contents
2. Select the text you want to appear as a chapter heading or L. APP'Yinq Heading Styles
subheading in the table of contents (Fig 1, 1). 2. Generating a Table of
Contents

3. Click the Home tab on the Ribbon (Fig 1, 2).

&

Updating a Table of Contents

. . 4. Deleting a Table of Contents
4. From the Styles group, click on Heading 1 for chapter

headings (Fig 1, 3). Choose the Heading 2 style for
subheadings (Fig 1, 4).
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Golden Gate National Park Conservancy

Things to Know Before You Come =

There are several things to know about the Golden Gate National Parks before you come. )
The park is surrounded on three sides by the metropolitan SanFrancisco Bay ’
Area. Except for its western edge—the Pacific Ocean—the parkis practically surrounded
by avibrant and diverse urbanarea. Over 7 million people live within an hour’s drive of
the park. Accommodations—from five-star hotels to vouth hostels—abound. So do

5. Continue moving through the document selecting text and applying styles
as described in step 4 above. (Apply Heading 1 for chapter headings
and Heading 2 for subheadings.)
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Generating a Table of Contents from Built I in Heading Styles

1. Press CTRL + HOME on your keyboard to get to the top of your document. Create a blank page
in the document by pressing CTRL+ENTER on your keyboard.

2. Press CTRL+HOME again on your keyboard to return to
the top of the page.

3. Type Table of Contents and press ENTER twice. Figure 4 |
4. Click the References tab on the Ribbon. |
Table of Contents |
5. Click the Table of Contents button in the Table of N TR
Contents group. Heading 1 1 ° Heading 1
6. Select Insert Table of Contents at the bottom Heading2 3 Heading 2
(this will give you more table of contents features).
The Table of Contents dialog box appears. E

. . | Sh b | Lse hyperlinks instead of
7. Click the Table of Contents tab (Fig 4, 1). ;;;:zl‘?;:::g";:ur;bm S -l

8. Under General, click the down arrow beside S 2

Formats. Choose a format (Fig 4, 2).

General

9. In the Show Levels box, click the down arrow to remEE
reflect the number of levels you wish to show in the how e B\
table of contents. For example, if you want Heading 1 w
and Heading 2 styles to appear, change the number ~
beside Show levels to 2 (Fig 4, 3).

10. Click OK. Your Table of Contents will appear (Fig 5).

11. Move your mouse over one of the entries in the Table Contents. Hold down your CTRL key on
your keyboard and click your mouse button once. Your cursor will move to that location in your
document. This is called a hyperlink.

Figure 5
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Updating a Table of Contents

If you add additional text to a document and you want to update your table of contents, you

have to do this manually. Word does not automatically

update the table of contents.

1. Make sure all your styles are applied to the new documentation.
2. Move to the Table of Contents in your document and click once in the table of contents.
3. Click the References tab on the Ribbon (Fig 6, 1).
5. Under the Table of Contents group, click Update Table (Fig 6, 2).
6. Click Update entire table and click OK (Fig 6, 3).
7. Your table of contents will be updated. )
Figure 6
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Deleting a Table of Contents

1. Click in the Table of Contents in your
document.

2. Click the References tab on the
Ribbon.

3. In the Table of Contents group, click Table of
Contents (Fig 7, 1).

4. Click Remove Table of Contents (Fig 7, 2).
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Showing the Stvle Area

After applying styles, you may turn on a view option that allows you to see what styles have been
applied. This can be helpful when you receive a document from someone else and you want to make
sure styles are consistent throughout the document.

1. Click theOfficebutton and click theNVord Optionsbutton.
2. ClickAdvancedon the left side of the dialog box. Scroll down to the group cdllisglay(Fig 8, 1).

3. BesideStyle area pane width in Draft and Outline viewslick in the white box and typepositive
decimal, such as 0.7. This will open a style area on the left side of your screen which displays the
names of the styles applied to your text (Fig 8, 2).

Figure 8
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4. Click OK at the bottom of the dialog box.

5. Click the View tab on the Ribbon and click Draft in the Document Views group. You will see
the styles that have been applied on the left side of the screen (Fig 9, 1).

@ Figure 9
Heading 1 Golden-Gate-National-P4

Mormnal
T

Headnoz | = Things-to-Know-Before-Y|

Mormal

Narmal The-park-is-surrounded-on-thr
Area.°Except-for-its-western-e
surrounded-by-a-vibrant-and-d|
hour’s-drive-of‘the-park.®Accq
abound.-So-do-restaurants-of'g
for-vour-visit-to-the-park,-anyt
Bay-Areay

Mormnal T

Headng2 | ® Seasonal-Changesq

Mormal [




