How to Add in a Table of Contents

Creating the Information for the Table:
Use HEADING Styles. Make sure anything you want in the Table of Contents has a “Heading #” style.

Highlight the text and select the Heading Style you want.
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Once you have made sure all information you want in the Table of Contents is using “Heading #” styles,
go to References, Table of Contents, and choose style of Table you prefer.

Home Insert Design Layout References Mailings Review View ACROBAT Q Tell

[ Insert Table of Figures Tj [ Insert Index E [E7 Insert Table of Authorities
Update Index . Update Table
Mark

B Add Text~ 1 ﬁ‘]lnsert Endnote @Manage&ourcs

E)

M Update Table AB Next Footnote =
Table of 2 Insert 5 Insel
Contents * Footnate Show Notes Citation

Table of Conte Footnotes [F] Citatio

ER Style: APA  ~ Update Table
B3ty Insert ‘ Mark

£ Bibliography ~ Caption Ej Cross-reference Entry Citation
& Bibliography Captions Index Table of Authorities
R SRR R AR - B R B R SRR BRI SR B AR -SRI S A AR

L

H - =

File Home  Inset  Design  Loyout [T

B Add Ted - AR I Insert Endnte @

(! Updste Table A Next Footnote ~
Table of " T Insert
Contents - Footnote = Show Notes Citation

Built-In
Automatic Table 1

Contents

Automatic Table 2

Table of Contents

Heas i

Manual Table

Table of Contents.

T chactor o 4
[ More Tables of Contents from Office.com »
E] Custom Table of Contents...

Bx Remove Table of Contents

Changes to the Table:
You can make changes to the format of the Table once inserted, but NOT to the Headings. Those
changes need to be made in the document and then a NEW TABLE will need to be inserted (delete old

table).



