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Creating your own Table of Contents

You can create your own Table of Contents using the built in features in Word.

Creating Headings

To use the built in Table of Content (TOC) in Word, you first need to use the built in
Headings for each section.

These can be found on the Home Tab in Word

“ Home Insert Design

Clicking on the small down arrow at the end of the Headings box gives you more
options.

aBb( Aa]j _

ing 7 Title

AaBbCcDd AaBbCc /2Bh(cl AaBbCecDd AaBbCcDd AaBbC( AaBbCcl

JA JA Assign.. JAHeadin.. TNormal 9 No Spac.. | Heading 1 ading 2
AaBbCcD: AaBbCcDd Aa B AaBbCcD AaBbCcDd AaBbCcDd &cod
Heading 3 Heading 4 Title Subtitle  Subtle Em.. Emphasis Intense E...

Heading 1 or Heading 2 are usually the most suitable to use and you can modify the
Defaults if you need to.

Julia Ault 2020 @jault_uwtsd



Right click on the Heading you want to change and click on Modify.
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You can then make any changes you want in the dialog box that opens - as shown
below.
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Name: Heading 1
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Style based on: T Normal ~
Style for following paragraph: T Normal b
Formatting
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Updating the TOC b
Font: (Default) Arial Rounded MT Bold, 16 pt, Font color: Text 2, Kern at 16 pt, Space ~

Before: 12 pt
After: 3 pt, Keep with next, Level 1, Style: Linked, Show in the Styles gallery, Priority: 10

Based on: Normal v
Add to the Styles gallery D Automatically update f
© Only in this document O New documents based on this template
Format » Cancel '
Inserting the TOC

After you have created your sections using Headings, go back to where you want your
TOC to appear (usually on the page immediately after your title page), click on the

bottom of your title page as shown by the arrow, go to the Insert tab and then Page
Break.
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End the current page here and
move to the next page.
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When in the new page, go to the Referencestab and click on the down arrow on
Table of Contents. Choose Automatic Table 1 or 2 and a Table of Contents will
appear
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Updating the Table of Contents

Whenever you make changes to your document, you will need to update your
Table of Contents (TOC) to reflectthese changes.

Go to the Table of Contents at the start of your document and left click on it near
the top. An Update Table tab should appear. Click on that and choose Update
entire table, click OK and it will update with your changes.
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