Table of Contents and Heading styles B
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This guide provides step-by-step instructions for applying and modifying heading
styles in Microsoft Word, as well as creating and customizing a table of contents.

Before you can add the table of contents you need to properly label each
heading/sub heading throughout your document to display in the table of

contents.

1 In the home ribbon you will see the styles for each of the headings.

Chapter titles should use Heading 1. Sub headers should use Heading 2, 3, etc.
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@ Read the guidelines for Heading styles.

Headings

There should be consistency of heading styles throughout the manuscript. The format of all
major headings (preliminary page titles. chapter titles, appendix. bibliography) should be
consistent with the thesis/dissertation title style. This title style 15 always centered and may use

either all caps or first-letter caps. bold or non-bold, provided the chosen title stvle is applied
Sonsistently for allmaior headings

The “SMALL CAPS™ style is not acceptable.

The font type and size of all titles and headings must be consistent with the manuscript font type
and size (sce Eont).
Heading styles within chapters (levels 2-5 headings) are determined by the style manual.

& You will only use the Heading style in the preliminary pages for the List of Tables,
Figures, or Equations. You only want entries that appear AFTER the table of
contents to show in the table of contents. You should use the heading styles
throughout your manuscript body.



2 You will start using the Level 1 (Heading 1) style starting with your List of
Tables/Figures (if you have them) if not, start with your first chapter.

Highlight the text that you wish to select as your heading, so we will highlight 'LIST
OF TABLES'

LIST OF TABLES
TablE T DD O FACEOTES . s o i i i i s il

Table 2: Conflicts between POV1 and POV3




3  Click "Heading 1"
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4  We will need to modify the Heading 1 style to match our heading style.

Right click "Heading 1"
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5  Click "Modify..."
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6 Choose the font you are using for your Chapter Headers/Preliminary page
headers.
We will use Times New Roman, 12pt font, and use uppercase text.
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We want to ensure that there is no before/after spacing and that the headers are
set to double spacing

While the 'Modify Style' window is open.

Click "Format"
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Font: (Default) Times New Roman, 12 pt, Font color: Text 1, Centered
Line spacing: Double, Space
After: 0 pt, Keep with next, Keep lines together, Level 1, Style: Linked, Show in th
gallery, Priority: 10
B Add to the Styles gallery [ Automatically update
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8  Click "Paragraph..."
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Line spacing: Double, Space
After: 0 pt, Keep with next, Keep lines together, Level 1, Style: Linked, Show in the Styles
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Shortcut key...

Text Effects...

9 Ensure the Before/After spacing is set to 0, and that the Line spacing is set to
double.
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10 Click "OK"
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12

Since you should have modified the 'Heading 1' style earlier, you will not need to
do that step again, it will automatically format the chapter titles as you previously
set.

Now, you will continue through your text and apply the 'Heading 1' style to all
chapter titles, appendix (if applicable), and references.

viii

LIST OF FIGURES
Figure 1: Varying levels of culpability, 1st persom.. ..o 4
Figure 2: Varying levels of culpability, 3rd person ... 3
Figure 3: Emerging Trends, CAS—C89 e T
Figure 4: Current Movements, CAF—CBY ... nreems st senees §

Next, we will go to the first sub header in the document. Remember, formatting of
sub headers is determined by the style manual you are using (APA, MLA, etc.)



13

sard [P

14

Highlight the sub header.
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CHAPTER III: CONCLUSION
Global Movements
In “Seeing is Understanding: Improving Coherence in Students’ Writing,” Lee
values conveyance of meaning over grammar in writing but places more focus on the
organization of ideas. The main weakness Lee perceives in ELL writing is paragraph
planning. He writez, “Novice writers do not have the propensity to plan paragraphs or

essays as a whole formally or informally™ (Lee 1).
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15 Right click "Heading 2"

We will need to modify the Heading 2 style to match the style we are using for our
manuscript. We will be using Times New Roman, 12pt, bold, and left aligned.

q ] ,O Find ~ L]J
= . . - i IJ
i Mormal Mo Spacing Heading 1 Heading 2 Heading 3 T ltl e 2 Replace T
i N [ Select~ >
[ Styles ] Editing Woice
4 1 - 1 s I
o

W Seriesl M Series2 W Series3

ce in Students’ Writing,” Lee

out places more focus on the

in ELL writing is paragraph

16  Click "Modify..."

OFind ~ 'QJ @Q
Normal No Spacing Heading 1 Headip== e Ti+la &, Replace

Dictate = Sensitiv
b Select ~ ® ke
Styles Ay Modify.. 1 Editing Voice | Sensitiv

ST Select All: (Mo Data)

Update Heading 2 to Match Selection

Rename...

Remaove from Style Gallery

Add Gallery to Quick Access Toolbar

M Seriesl W Series2 W Series3

itz Writing,” Lee

10re focus on the

ting i paragraph

11



17 Change the font, size, color, and spacing as needed.
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19 Click "OK"
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Representations in Common Literature
Lee proposes a “tree diagram” exercise to assist ELLs with “seeing’ the spatial
relationships between ideas in a paragraph. The different paragraph components are
defined as follows: “Thesis statement (topic + controlling idea 1 + controlling idea 2 +
controlling idea 3); topic sentence (topic + controlling idea); coordinate (explains the
controlling idea); and subordinate (examples of controlling idea)” (Lee 2). The tree
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21 Continue through your manuscript and apply the sub heading style appropriately.

ldL Fdirer

1 ] Font ] Paragraph ]

CHAPTER III: CONCLUSION
4 Global Movemenis
In “Seeing is Understanding: Improving Coherence in Students” Wiriting,” Lee
values conveyance of meaning over grammar in writing but places more focus on the
organization of ideas. The main weakness Lee perceives in ELL writing is paragraph
planning. He writes, “Novice writers do not have the propensity to plan paragraphs or

essays as a whole formally or informally™ (Lee 1).

@ If you have a third, fourth, or fifth level headings, just follow the steps above on
their respective Heading styles in word to properly label them.

Normal No Spacing Heading 1 Heading 2 Heading 3 Heading 4

] Stvles [

How to add the Table of Contents
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22 Navigate to the Table of Contents page in your manuscript. If you had any
manually typed table of contents you should delete it. Place your cursor under the
title and continue to the next step.

1
TONY
-encouraged meto-reach farther |
can-see Y.....5ection Break (Mext Page)......
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T Section Break (Next Page).
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24 Click "Table of Contents"

@ AutaSave E[:g": z) 3 ~ sample manuscript (with common errors)_updated @ Mo Label = Saved v

File Home Insert Draw Design Layout References Mailings Review View Help  Acrobat

@ Add Text ~ ab1 E‘] Insert Endnote @ @ @ 8 Manage Sources Insert Table o
Tablé of Dl Update Table e al:; Mext Footnote ~ r‘T}Style‘. |.APA v.l ek D

Contents ~ Footnote [ Citation > [T] Bibliography ~ Caption [[] Cross-referen
Table of Contents Footnotes ] Research Citations & Bibliography Captions

Search Researcher Insert

L | Table of Contents

Provide an overview of your
document by adding a table of
contents. o
Text using a heading style will be
included automatically. To include
more entries, select the text and
click Add Text. The table will be
refreshed when you click Update
Table.
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25 Click "Custom Table of Contents..."
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Word will default to three heading levels for the table of contents, if you have
26 m . . . :
ore please increase the number to fit your needs. If you have less, just leave it at
3.

FinLricwew ¥uTw FiEvicw
Beadingil v snn oy i Heading 1
1 |
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DEDICATIONY )
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thenmyeyescan =2 @'sn b @ Use hyperlinks instead of b
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s 2E F2 THESIS/DISSERT:
n Right align page numbers
Tab leader: | ... e DISSERTATION-SA!
General
Formats: From template ~
Show levels: 3 =
Options... Maodify...
T
8 n R "
27  Click "Modify...
Heading Lueeeenmmmnnnnn, i | Heading 1
Note Level1 i Note Level 1
DEDICATIONY
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Tab leader: | ... ~
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Ei Section Break (Mext Page).
Formats: From template ~
Show Jevels: |3 5

Options... Modif;
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28 Click "Modify..."

Table of Contents

Index  Tableg Style ? b’
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Heading 1....., entry I
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Note Level1.. e
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Formats:

i Space
Show Jevels: After: 5 pt, Style: Automatically update, Hide until I

used, Priority: 40
Based on: Normal

[+1.4 Cancel

OK

Cancel

9 You will need to change the font to match the text within your manuscript. We are

using Times New Roman, 12pt.

= mmeg mgem
Properties
Hame: TOC1
Style type: Paragraph
Style based on: T Mormal
1 Style for following paragraph: T Mormal
Formatting
DEDICATION‘ Times Mew Romar - || 11 B I U Automatic i
To'my grandmother, who-has-always encou = = = g I [ *§ =
than my-eyes-can-se| :II 1[:l
12 THESIS
14
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Sampls Text Sampla ]
Sampls Text Sampls 1 22
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26

dle Tett Sample Ta Sampls Tact Sampls Tt Sampls Tet Sampls Tat
ole Tt Sample Te Sample Text

Font: Times Mew Roman, Space

After: 5 pt, Style: Automatically update, Hide until used, Priority: 40

Based on: Mormal
Following style: Narmal

[[] Add to the Styles gallery (B Automatically update
o Only in this document O Mew documents based on this template
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30 Click "Format"

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text

Font: Times Mew Roman, 12 pt, Space
After: 5 pt, Style: Automatically update, Hide until used, Priority: 40
Based om: Normal
Following style: Mormal

D Add to the Styles gallery ﬂ Automatically update
o Only in this document O Mew documents based on this template

Farmat = oK Cant

31 Click "Paragraph..."

Font: Times Mew Roman, 12 pt, Space
After: 5 pt, Style: Automatically update, Hide until used, Priority: 40
Based on: Mormal
Following style: Mormal
[[] Add to the Styles gallery [ Automatically update

o Only in this document O Mew documents based on this template

Font... | |

Paragraph...
Tabs...
Border...
Language...
Frame...
Numbering...
Shortcut key...
Text Effects...

¢ Accessibility: Investigate
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32 You want to make sure that the before/after spacing is set to 0, and that the line
spacing is set to double.

T Normal Alignment: v
ragraph: 9 Mormal F| Outline level: | Body Text b Collapsed by default
[2v]| B 1 u|[ avtomatic |- indentation
: : Left: o - Speciak By:
= = = = Wit = a= y = =
= T = [ =R = == Right: o = (none) bl =
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Befare: Opt = Line spacing: At
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After: S5pt S Multiple “| s |

[:] Don't add space between paragraphs of the same style

nan, 12 pt, Space Preview
wutomatically update, Hide until used, Priority: 40
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illery ﬂ Automatically update

‘nt O New documents based on this template

oK
il 1 Tabs... Set As Default Cancel

@ If you have long headers/sub headers you will need to adjust the right indentation
and add in a hanging indent in the paragraph settings for each TOC level if you
have longer headers. Use these settings below:

General
Alignment: Left ~
; = |
Qutline level: Body Text v Collapsed by default
i
Indentation ;_
Left: or = :. Specialk: By:
Right: 03 | Hanging v| [
(] misfor indents /g ¥,
7 : B
/ / |
Spacing l
Before: 0 pt -‘3: Line spacing: At:
o : [ il |
After: Opt 5 Double b ! =T
I:] Don't add space between paragraphs of the same style i.
Preview
TR SWHODUNNITY A SOASSWSAT LENGTHY AND SPEOLLATIVE INVESTGATION O



33 Click "Double"
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35 Click "OK"

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text JISSERTATION-SAMPLE TITLE LINE-TWOY
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text

Section Break (Next Page).

Font: Times Mew Roman, 12 pt
| Line spacing: Double, Space
After: 0 pt, Style: Automatically update, Hide until used, Priority: 40
Based on: Mormal

[[] Add to the Styles gallery B Automatically update
o Cnly in this document O New documents based on this template

Format ~ Cancel

You will need to update each level you are using. If you are using 3 heading levels,
you need to adjust TOC 2 and 3.



36 Click"ToC 2"

L
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able of Contents i x
Index  Table ¢ Style 7 »
m Please select the appropriate style for your index or table
Heading 1...... entry
Styles:
Note Level 1.,
TOC 1 Mew...
DEDICATIONY =
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Heading 2 .. T TOC2 Delete
To-my-grandmother, who has-always-encous T TOC3
- Note Level | [ T TOC4
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8 show pag T 710C6 e THESIS/DISS!
B Right alignpa | T TOCT
—| TTOCS
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Preview
General | i r X ify..
Times New Foman 2p Madify. G
Formats:

Font: Times Mew Roman, 12 pt
Show levels: Line spacing: Double, Space I
= After: 0 pt, Style: Automatically update, Hide until

used, Priority: 40
flara Madify.

37 Click "Modify..."

ErintiEreviewy Please select the appropriate style for your index or table

Heading 1...... entry

Styles: I
Note Level1.. o
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Preview
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QK Cancel
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38 We are changing the font to Times New Roman 12pt.

1 O 1 Q CRC| 1 B 2 1
i ?
i Madify Style ? X
Properties
Name: TOC2
Style type: Paragraph X
Style based on: 1 Mormal w
Style for following paragraph: 1 Mormal N
Formatting
DEDICATIONY | Times New Rornar WM~{"p I U . Automatic w
To-my-grandmother, who has-always-encon e T e oo A= 4=
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than my-eyes-can-se
THESIS/DI:
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Font: Times Mew Roman, Indent:
Left: 0,157, Space |

39 Click "Format"

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text

Font: Times New Roman, 12 pt, Indent:
Left: 0.15°, Space
After: 5 pt, Style: Automatically update, Hide until used, Priority: 40
Based or: Mormal

D Add to the Styles gallery B Automatically update
o Only in this document O Mew documents based on this template

Format = QK Ca

™

24



40 Click "Paragraph..."

¢ Accessibility: Investigate

e

Font: Times Mew Roman, 12 pt, Indent:

Left: 0.157, Space

After: 5 pt, Style: Automatically update, Hide until used, Priarity: 40

Based on: Normal

[ Add to the Styles gallery (B Automatically update
o Only in this document O Mew documents based on this template

ox

Font | |
Paragraph...

Tabs..

Border...

Language...

Frame...

Mumbering...

Shortcut key...

Text Effects...

Cancel

41

spacing is double.

T Mormal

ragraph: | T Marmal

Automatic w

L d
T
3£
it T
"
Il
&+
Il

nple Text Sample Text Sample Text Sample Text Sample Text Si
nple Text Sample Text Sample Text Sample Text Sample Text Si
nple Text Sample Text Sample Text Sample Text Sample Text Si

1an, 12 pt, Indent:

witomatically update, Hide until used, Priority: 40

lery ﬂ Automatically update
nt O Mew documents based on this template

You will need to ensure that the before/after spacing is set to 0, and the line

Alignment: | [ETHIN__ -
Qutline level: | Body Text ~ Collapsed by default
Indentation
Left: 015 5 Spedial: By:
Right: o = [none) w =
[] Mirrar indents
Spacing
Eefore: 0 pt 3 Line spacing: At
After: S5pt 5 Multiple v s B
L:] Don't add space between paragraphs of the same style |
Preview
S
o
S
Tabs... Set As Default Cancel

25



42 Click "Double"

u | Automatic e

= 4 =
=4 | =

: Sample Text Sample Text Sample Text 5
: Sample Text Sample Text Sample Text 5
: Sample Text Sample Text Sample Text 5z

, Hide until used, Priority: 40

ally update

znts based on this template

o

"

43 Click "OK"

4R Uapan s ane Cmaspe 3 Lass

Text Sample Text Sample Text S
Text Sample Text Sample Text S

ntil used, Priority: 40

ate

ed on this template

o

Uy

o me e mmmg e com ey e

Indentation

Left: 015" B Special: By:

Right: o B | none) “|

[ Mirror indents

Spacing

Eefare: 0 pt EI Line spacing: At

After: o = Multiple

(] Don't add space between parad=indle
1.5 lines
At least

Preview Exactly

Multiple

Sample Tiot Samply Tiext Sample Tex Sampl Text Sample Tt Sample Tax Sl Text Sampds Tex
Sample Tion Sample Tt Sample Ta Sampls T Sampls T Samgls T Sempls Tex Sampls Tea
Sl Tt Samptle Teet Sample Tox Sampl Tt Sampls Toa

Cancel

- Tabs... Set As Default

Eefore: 0 pt El Line spacing: At

Aften:

[:]Do

Preview

o [cemr—— 5]

n't add space between paragraphs of the same style

Sample Toxt Samply Toxt Sample Tt Semple Too Sempls Toc Sempls T Semphe T Sempls T
Sl Tt Siemghe Tt Sl Tt Sammgehe Tt S Tt Sl o g Tt Sm i Tt

Sl Tt Sampls Text Sample Toxt Sampls Toa Sanpls o

-1 Tabs... Set As Default Cancel

26



44  Click "OK"

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Taxt Sample Text NSSERTATION-SAMPLE TITLE-LINE- TWOY
Sample Text Sample Text Sample Text Samples Text Sample Text Sample Text Sample Taxt
Sample Text Sample Text Sample Text Samples Text Sample Text Sample Text Sample Taxt

<Section Break (Next Page)

Font: Times Mew Roman, 12 pt, Indent: |
Left: 0.15 I
Line spacing: Double, Space
After 0 pt, Style: Automatically update, Hide until used, Priority: 40

[[] Add to the Styles gallery [ Automatically update

o Cnly in this document O Mew documents based on this template

Farmat ~ Cancel
45 Click"TOC 3"
AT il
Table of Contents T X
Index  Table¢ Style ? X

EOnEEREdiew Please select the appropriate style for your index or table

Heading 1...... entry
Styles:
Note Level 1., A
TOC 2 Mew...
DEDICATIONY
Heading 2 .. JL1oc
T Delete
To-my-grandmother, who has-always-encous T TOC 3
" Note Level | [ T TOC4
an My -eyescan-seg o TOCS | .
oy néhow page nt % TOCE \f page numbers SI%/DISSERT.
@ Rrightalignpa | T TOCT
— | TTOCSB ]
Tab leader: | .. % TOCS DISSERTATION-SA
Preview
General | Times New Foman 2 Modify... T
Formats:

Font: Times Mew Roman, 12 pt, Indent:
Show levels: Left: 0157 |
Line spacing: Double, Space
After: 0 pt, Style: Automatically update, Hide until

Close

27



46 Click "Modify..."

Erink Freview Please select the appropriate style for your index or table

Heading 1...... entry |
Styles:
Note Level 1., =
ToC3 Mew...
JICATIONY ¥ T0C
Heading 2... T T0C2 Delete
thvays sy
Mote Level| | T TOC4
yeyescanse€ | TOCS T
Sh i b
@ show pagent | ¢ 1oc ¢ [ PagE NUMBELS | THESIS/DISSERTATION-TITLE-|
@ Rightalignpa | T TOCT
Tab leader: A % Iggﬁ DISSERTATION-SAMPLE-TITLE LINE-TWOA
Preview
enera +Body 11 pt Section Break (Next Page)
Eormals Indent:
Show Jevels: Left: 0.31°, Space |

After: 5 pt, Style: Automatically update, Hide until
used, Priority: 40

QK Cancel
T
H n n
47 Click"2
w9 SR
Properties
Hame: TOC3
Style type: Paragraph R
Style based on: T Mormal w
1 Style for following paragraph: T Mormal o
Formatting
DEDICATIONY  [Times New Romar - || 11 B I U/l adomatc
-, axr] . - r B { a
To-my-grandmother, who-has-always-encon == = = | L = = Ii *i ==
10 — =
than my-eyes-can-se| 11
12 THESIS
14
Sampls Tt Sam ::g Sample Tt Sample Text Sample Text Sample Tet Samples Tex Sample JISSERT:
Text Sample Ted 20 Taxt Samples Tet Sampls Taxt Sampls T Sampls Tax Sampls Tax
Sampls Tt Sam 22 Sampls Tt Sample Tex Sample Text Sampls Tet
24
| 26

Font: Times Mew Roman, Indent:
| Left: 0.31°, Space
After: 5 pt, Style: Automatically update, Hide until used, Priority: 40
Based on: Normal

[C] Add to the Styles gallery (B Automatically update
o Only in this document O Mew documents based on this template

28



48 Click "Format"

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample
Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample
Text Sample Text

Font: Times Mew Roman, 12 pt, Indent:
Left: 0.31%, Space
After: 5 pt, Style: Automatically update, Hide until used, Priority: 40
Based on: Normal
D Add to the Styles gallery B Automatically update

o Only in this document E:'," Mew documents based on this template

Format = oK Cancel

49  Click "Paragraph..."

e g ey
Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Taxt
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample
Text Sample Tert

Font: Times Mew Roman, 12 pt, Indent:
Left: 0,317, Space
After: 5 pt, Style: Automatically update, Hide until used, Priority: 40
Based on: Normal
[[] Add to the Styles gallery @ Automatically update
© onlyinthis document () New documents based on this template

Fopir I |

Paragraph...
Tahs...
Border...
Language...

Frame...

MNumbering...

:On T,}i Accessibility: Investigate



50 Click "Double"

T Mormal

T Mormal

B I U: Automatic v

1l
I
>
I T
e
I T
|f
I
|l
I

xt Sample Text Sample Text Sample Text Sample Text
ke Text Sample Text Sample Text Sample Text Sampkd
xt Sample Text Sample Text Sample Text Sample Text

t, Indent:

cally update, Hide until used, Priority: 40

IAgtomaticaIIy update
Jew documents based on this template

OK
. |

51 Click "OK"

2 Text Sample Text S8ample Text Sample Text  Spacing
ample Text Sample Taxt Sample Text Sample Beroie:
2 Text Sample Text Sample Text Sample Text = z

After:

Alignment: Left ~

DOutline level: | Body Text bt Collapsed by default
Indentation

Left: 031" £ Special: By:

Right: o 5 [none) v

(] mirror indents

Spacing
Before: Opt 3 Line spacing: At
After: ] % Multiple 1.15

C] Don't add space between parag i

| At least
Exactly

Preview

Multiple

Tabs... Set As Default Cancel
Opt 5 Line spacing: At
0 % Double e %

[:] Don't add space between paragraphs of the same style

Preview
ate, Hide until used, Priority: 40
stically update
uments based on this template
oK
T —| Tabs...

Set As Default Cancel

T Focus

B -—#F—+ &

30



52 Click "OK"

andmother, who has-always-encon

than my-eyes-can-se

THESIS/DISSERTATION TITLE:]
Sample Text Sample Tt Sample Text Sample Text Sample Tent Sample Text Sample
Tent Sample Text Sample Text Sample Text Sample Tent Sample Text Sample Text

Sample Text Sample Text Sample Text Sample Taxt Sample Tent Sample Text Sample
Tent Sample Text

MSSERTATION-SAMPLE - TITLE LINE-TWOT

Section Break (Next Page]

Font: Times New Roman, 12 pt, Indent:
Left: 0.31°

Line spacing: Double, Space I
After: 0 pt, Style: Automatically update, Hide until used, Priority: 40

(] Add to the Styles gallery (@ Automatically update

o Only in this document O New documents based on this template

Format =

Cancel

T Focus

@ If you are done with modifying the TOC levels, please continue to the next step. If
not, please adjust TOC 4, 5, etc, as needed.

37



53 Click "OK"

Heading 1...... enty | TTomommme
1
Styles:
Note Level1 i
TOC 3 MNew..,
DEDICATIONT T 10cs
Headmgz.. q 10C2 Delete
To-my-grandmother, who-has-always-encous
Note Level|
thanmyeyescan s ’ Show page nu if page numbers
bl Eed THESIS/DISSERTATION TITLE:]
n Right align pa
Tab leader: | o DISSERTATION-SAMPLE TITLE LINE TWOf
Preview
G | v
Al Times New Roman Lpt Modity =5ection Break (Next Pag e
kormats Font: Times New Roman, 12 pt, Indent:
Show levels: Left: 0317
Line spacing: Double, Space
After: 0 pt, Style: Automatically update, Hide until
Close
OK Cancel
T
54 Click "OK"
Note Eeweldlb s snnnnnnmg 1 Note Level 1
DEDICATIONT
agstis . e
DRTIIE | [b:CC o TERE—— i Heading 2
thanzay eyescan 2y ®sh b 8 Use hyperlinks instead of b
ow page numbers se erlinks instead o age numbers
Sl L £ THESIS/DISSERTATION-TITLE:]
- Right align page numbers
Tab leader: ... v DISSERTATION-SAMPLE TITLE LINE TWOf
G I
cnclo L GeCtion Break (Next Page) ...
Formats: From template ~
Show levels: 3 5
Options... Modify...

Cancel

T Focus

32




55

Now the table of contents is generated.

THESIS/DISSERTATION-TITLE:q

THESIS/DISSERTATION-SAMPLE -TITLE-LINE-TWOY

If you add any headings or if any page numbers change, below is how to update

the table of contents.

33



56 Click "References"

@ AutaSave E[:g": z) 3 ~ sample manuscript (with common errors)_updated @ No Label = Saving... ™

File Home Insert Draw Design Layout References Mailings Review View Help  Acrobat

|f'|-‘:| |-T|mesNewR0mar1 V.||‘|2 V.| A A Aa~ A& =~ IE = I"E =ilEl %l |F|
) : P— s > y = Mormal
Paste B I|u"‘|-ﬂb— X, X &v ivﬁv I:-.-
= < Format Painter e
Clipboard Ma Font ] Paragraph ]
L

57 Click "Update Table..."

@ AutoSave E[:gn z) = = sample manuscript (with commaon errors)_updated @ Mo Label = Saving... v

File Home Insert Draw Design Layout References Mailings Review View Help  Acrobat

@ Add Text ~ ab1 E‘] Insert Endnote /G) @ E_'ﬁ TE Manage Sources
v g T

D| Update Table ai:; MNext Footnote

Insert Table o

Table of Insert Search Researcher Insert o Style |u Insert D
Contents ~ Footnote [] Citation ¥ [T] Bibliography ~ Caption [ Cross-referen
Table of Contents Footnotes ] Research Citations & Bibliography Captions
L
e

34



58 Choose which option you would like.

If you added/removed any headers/sub headers you should choose update the
entire table.

FUMIIULIITL ) WAR LD SV S TLALAULAETU LIC L STALL LAucE |

than-my-eyes-can-see .
7 I

-Section Break (Next Page

THESIS/DISSERTATION TIT.

THESIS/DISSERTATION-SAMPLE-TITL

LIST-OF TABLES

ST : T STOFFIGURES ..o 5

- : ?[APTER-I:- INTRODUCTION
Word is updating the table of contents. Select one

althe following vations FAPTER I1-“WHODUNNIT? A SOMEWHAT-LENG

o Update page numbers anly
(O Update entire table SPECULATIVE INVESTIGATION-OF VARYING-Ci

Cancel 2T it 1 1 e e s +

Global Movements ... =+
Impact-on Policies-and Regulations ...
Reprezentations-in-Common-Literature. ........ccceeveeemnecns
BIBLIOGRAPHY ..o =+
1
T Section Break (Next Page).

35



