> MASSEY UNIVERSITY
pe———r

Creating a table of contents

Microsoft Word 2003

MS Word creates a table of contents or index for your document. It is a list of the headings and it
is essential to format the style of the text that you wish to include in your table of contents.

For example, you can apply Heading 1 for main heading (level 1), Heading 2 for sub heading
(level 2), and Heading 3 for sub-sub heading (level 3).

These heading styles are hyperlinked. So if your headings do not have a Heading style applied, it
will not appear on your table of contents.

Headingl —— 1. Introduction
I |
I |
I |
Headingl ————2. Consumer needs and motivation
Heading 2 —— 2.1. What is motivation?
I |
I |
Heading 2 ——— 2.2. Needs
I |
I |
Heading 2 — 1 2.3. Goals
I |
I |
Heading 1 —— 3. Consumer behaviour and society
Heading 2 ————— 3.1. Ethics in marketing

3.1.1. The social responsibility of

/ marketers

I |
Heading 3< | |

\3.1.2. The consumer movement

Heading 2 —— 3.2. Advertising and public policy

I |
I |
I |

Headings can make your job easier!
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II-E Clear Formatting

Heading 1
Heading 2
Heading 3
Normal

More...

When you wish to change the format of a heading for example, you can apply the new format to all headings at

a particular level i.e. heading 1. The format change doesn’t affect the other level of headings.

Headings also enable you to make a table of contents that you can update page numbers quickly when you

have added or deleted pages
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Viewing style area while creating table of contents

Viewing style area may be useful while applying Heading styles because you can see where all of your styles are and what
level they are. You can increase the viewing style area in MS Word below.

NB: To view the area, it has to be Normal view, View > Normal

This isn’t a vital step to create a table of contents so you can skip this but it reduces some errors creating styles and also
makes it easier for you to track down errors when they do occur.

El‘::__-.l-p|-§-|-1-|-2-|-3-|-4-|-5-|-5-|-?-|-g-|-9-
jredret 5 4, Introduction
Marmal ] Consumer has business with buyers' everyday.
Style view area _
 |fesdnal k2. Consumer needs and motivation
3 Headnaz 3 2.1. What is motivation?
"‘Jf'rma' .." In psychalogy, motivation is willingness to do

1. Tools > Options

2. View tab > Type any width size, e.g. 2cm in Style area width > Click OK

— View > Normal to view the
Spelling & Grammar Track Changes Iser Information Compatibility ster area.
Asian Typography File: Locations Japanese Find Complex Scripts
Yiew General Edit Prink Save Security Print Layout view doesn’t show
the style area.
Shiow
Startup Task Pane Smart tags Windows in Taskbar or
Highlight Animated text [1Field codes
[ Bookmarks Horizontal scroll bar Field shading; .
Status bar wertical scroll bar Always il O creating 1%le of contents.doc - M
ScreenTips [ picture placeholders PRl Edt [
Formatting marks ;lT“’m: j U;:iyﬂut
[]7ab characters [ Hidden text [] optional breaks e it Loyt
[]spaces [] optional hyphens El Zll Reading Layout
[] Paragraph marks CJal N L outline
Frint and Wweb Lawout options
Drawings ‘;
[ object anchors [] Background colors and images (Print view anly)
[] Text boundaries wertical ruler (Print wiew only) E @ E = £
OutlineandNormalDptigqs--"'-""'""--'"-"---.-l..,_.... E Qra'.-‘-.' - I-"-i | AHtDSh-:
[ wirap ko window :,. Skyle area width: 2lem 2 _’:e —
[] Draft Font: ."l-------.......----------""“ Page Z Sec 1
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Marking entries for a table of contents

1. Select a heading.

-L-3.| -1 - |.c{ 1o 0+ 2 1304 S B SR RO B T B
uns L L L T T
-

Ivg
Elintroduction [E

Normal ﬂ Ry
Normal e Dansarmerhas BESIABES with buyers' everyday.

MNormal

e 2. Consumer needs and motivation
Normal

Normal 2.1. What is motivation?

Normal In psychology, motivation is willingness to do

something. For example, students study hard to gain
good grades. Or, you try to achieve the goal ortask to

Tip: A quick way of selecting a heading
Mouse over to the left margin > click right next to the heading. This should highlight the
heading.

2. Select a Heading style, e.g., Heading 1

N=R" PN RENE-A
: Ag [Nomal [7] avis

| '-g Clear Formatting

“-I--IIIIIIIIIIII.....
N
L4

%, - Heading 1 TR —

.....IIIIIIIIIIIIl-“-“
Heading 2 1
Heading 3 1
Mormal 1
More...

3. (‘1. Introduction’ is now set as Heading 1 style.)

Ez-u-pu- -|-1-|-2-§-3-|-4-|-5-|-5-|-?-|-3-|-~3-|

0“‘--7..... . -
—>, [t I Introduction
Harmal Consumer has business with buyers' everyday.
Mormal
Hormal 1. Consumer needs and motivation
Mormal
Notmal 1.1. What is motivation?
Harmal In psychology, motivation is willingness to do
something. For example, students study hard to gain

NOTICE: My numbering has gone and the font style has changed after applying a Heading!

Your font format such as font style, size and numbering may be lost after you have applied the style.
Unfortunately, you need to set your heading again. However, Format Painter can help do this. Please see the
next page about working with Format Painter.
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4. If your heading has lost the text format, Re-apply the format now. (For example, applying numbering and changing the
font style and size to how they are supposed to be.)

||.|!-|-1-i<§-.-1:.-2-.-3- Fede 1o hoBeioFri oG hr9ri

Heading 1 1. Introduction

Mormal Consumer has business with buyers’ everyday.

Mormal |

Hermal 1. Consumer needs and motivation

Mormal

Normal 1.1. What is motivation?

Mormal In psychology, motivation is willingness to do
gsomething. For example, students study hard to gain

5. Place your cursor somewhere in the heading that you have just applied the Heading style to at step 3.

Consumer has business with buyers' everyday.

6. Double click on the Format Painter, This will copy the format i.e. the style, Font, font size, numbering etc.

".,

ARN=N = BTN WA F=e AL RS,
Format|;ainter

7. Now apply the format you have copied to the next heading by highlighting the next heading you want change.

E|2-|-1-|- -|-1-|-2-§-3-|-4-|-5-|-5-|-:-'-|-3-|-9-|
Headirg 1 H

1. Introduction
Marmal Cansumer has business with buyers' everyday.
Normal

Headino 1, «9®

?'/J *1...2; Consumer needs and motivation et
Mormal

Normal 1.1. What is motivation?
Mormal In psychalogy, motivation is willingness ta do
samething. For example, students study hard to gain

8. Keep selecting the same level of heading, e.g., all main headings > Press ESC key when you have finished. Or you can
turn off the Format painter by clicking on the button once.

Tip: Format Painter

Apply Heading style with the Format Painter. This is quick and easy. ¢ )

9. Repeat steps from 1 to 7 for each level, i.e., Heading 2 (level 2), Heading 3 (level 3) and so on.
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2.2.Needs

Consumer refers to human requirement.

10. Done!
EIE'I'I' I N I I S S R LR B
e e e e e
. Heading 1 H
: 1. Introduction
= || Mormal Consumer has business with buyers' everyday.
g [Headmat 2. Consumer needs and motivation
Headna 2 2.1. What is motivation?
E Mormal In psychalogy, mativation is willingness to do
- something. For example, students study hard to gain
. good grades. Or, you try to achiewve the goal or task to
H gain a reward.
E Heading 2

Heading styles have ——— ||Mormal

. M |

been applied. H
= |Heading 2 23 Goals
E Marmal Goals are something to achieve a task in arder to mak
H profit, to succeed, orto gain rewards. Howewver, it ofte
E invalves some stress and aggression.
e 3. Consumer behaviour and society
: |Headna 2 3.1. Ethics in marketing
: |Fieadna 3 3.1.1. The social responsibility of
marketers
E Marmal Wyhat is the social responsibility of marketers?
. They need to make sure
Headng 3 3.1.2. The consumer movement
w |Mormal Boom rapidly changes in socisty. Information
E Technology often helps change the movement.
Heading 2 3.2. Advertising and public policy
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Inserting a table of contents

1. Place the cursor where you want to insert a table of contents.

Elz-|-1 |-E-|-1-|-2-|-3-|-4-|-5~|-s-|-

Mormal

Marmal
Marmal
Marmal

Table of Contents
|

2. Insert > Reference > Index and Tables

Inserk | Format Tools Table ‘Window  Help

| Ereak. .. o 2 i Mormal -
1 X - i
| Page Mumbers. ., 3l c 4 1-E-1-B-1
Date and Time. ..
AukaText 4
Field. ..
Symbaol, ..
& sontents
- Comment
| Reference 3 | Footnote. ..
Web Component, .. Caption...
Pickure :‘ R | SIS . . reay,,
5 .
21| Diagram,.. $ Index and Tables... :<

2. Click Table of Contents tab > Click OK

.
a®
"Trasanssmmnnunanunt?

-

Index and Tables

Index | Table of Contents | Table of Figures | Table of Authorities
LR R R R ENNENNNNRENRENNERNRNERNNRDNEF,|
Print Presiew u| ‘Web Preview
— _—
Heading Lo 1 |*n| [Heading 1 )
n
Heading 2.......o oo 3 = Heading 2
n
Heading 3....ccoooovvvveeinnnn, siF& Heading 3
n
y .- y |
s v
BN SN NSNS EEEEEEEEENNENEEEEEE o
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: |....... ™
General
Formaks: From kemplate | Show levels: |3 :::
Show Outlining Toolbar [ Qptions. ., ] [ Modify,.. ]
; oK | [ Cancel l
Preview Modify button brings you to an extra
couple of windows to modify each level
of heading style formatting such as font
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3. Table of Contents should appear similar to the example below.

Elz-|-1-|-U-Iﬂ_l-l-z-l-3-|-4-|-5-|-5-|-?-|-s-|"]'|-a-
LI Table of Contents

Marmal

TOC 1 1. Introduction 1
ToC 1 2 Consumerneeds and motivation.. 1
ToC 2 2.1, YWhat is motivation? 1
TOC 2 22 S s 1
TOC 2 23 (S0ElS e 1
ToC 1 3.  Consumer behaviourand society.. ... 1
ToC 2 BHIE Ethics in marketing ... 1
TOC 3 311 The social responsibility of marketers......____... 1
TOC 3 312 The consumer movement............................ 1
ToC 2 3.2 Advertising and public policy......... ... 1
Marmal

Updating the table of contents

When you have made any changes to your Table of Contents after you inserted it, you can simply update it.

1. Right click on the table of contents > Click Update Field

zz-|-1-|-§-|-1-|-2-|I-3-|-I4-|-5I-|-5-I|-}‘-|I-3-|-I9-|-é
s Table of Contents

Mormal

TOC1 1. Introduction] ... 1
ToC 1 2. Consumer needs and T 1
TOC2 21. What is rotivatic L 1
TOC 2 22, Needs..... L 1
TOC 2 23 Goals............... B paste 0 [EREE 1
ToC 1 3. Consumer behaviour - fleeeeneea 1
TOC2 31 Ethics in market||l! Update Field € .
TOC3 3.1.1. The social Edit Field... 1
TOC3 32 The consur ) PP |
TOC2 32 Advetising and ) PRl e 1
Normal A Eont...

Mormal 3

Normal =97 | Paragraph...

Normal i= Bullets and Numbering. .,

MNormal

2. Click Update entire table > Click OK

= =

Update Table of Contents

‘W'ord is updating the table of contents, Select one
of the Following options:

") Update page numbers only
— )il

[ (2] ] [ Cancel
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