Q MASSEY UNIVERSITY
pe———r

Creating a table of contents

Microsoft Word 2007

MS Word creates a table of contents or index for your document. Itis a list of

the headings and it is essential to mark text that you wish to include in your table AzBbCcD | AaBbCcDc AaBbCi AaBbCc %
T Narmal

of contents.
Tho Spaci.. Headingl Heading2 - gtf;elmge
es

For example, you can apply Heading 1 for main heading (level 1), Heading 2 for SIS 5
sub-main heading (level 2), and Heading 3 for sub-sub heading (level 3).

If your headings haven’t had a Heading style applied, it won’t appear in your table of contents. Usually Heading 1-3 are
enough unless if you are writing a very long document such as a thesis.

Heading 1 ——1. Introduction
' |
' |
' |
Heading 1 | 2. Consumer needs and motivation
. . AT,
Heading 2.1. IWhat is motivation? |
| |
, 2.2. Needs
Heading ———— 1 — | |
, 2.3. Goals
Heading ———1— | |
2 | |
3. Consumer behaviour and society
Heading1 — o .
3.1. Ethics in marketing
Heading 3.1.1.The social responsibility of

marketers

2 | |

| |
geading < 3.1.2.The consumer movement

T |
| |

3.2. Advertising and public policy
I |
Heading ————— | |

2 | |
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Viewing style area while creating table of contents

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

NB: To view the style area, you have to be in Draft view, View > Draft

This isn’t a vital step to create a table of contents but it can help when things go wrong.

Style view area
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1. Click on the Office Button

2. Go to Word Options
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Word 3

Quick tour of Office 2007
Word-1 2007
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Word-1 2007

Word-1
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fourier series

exami&

change Temp Student password

Report ([completed)
Cuick Guide Word 2007
Project two

title page
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1. Introduction
Consumer has business with buyers’ everyday.

2. Consumer needs and motivation

2.1.What is motivation?
In psychology, motivation is willingness to do

(R

View > Draft to view the style
area.

The style area doesn’t show in
print layout view
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Exit Word

Tepe — oo



Q MASSEY UNIVERSITY
pe———r

3. Click on Advanced

S

. Scroll down to the Display Section

5. Type any width size, e.g. 2cm in Style area pane width to 2cm

(o)}

. Click OK

Word Options

L1 SNOW DOOKMAarks
Popular Show Smart Tags
Display [] show text boundaries
Proofing ] show crop marks

|:| Show field codes instead of their values
Save

Field shading: | When selected M

mdﬁnced J [ Use draft font in Draft and Outline views

Customize

Add-Ins

Font Substitution...

Resources L=

Trust Center

Show this number of Recent Documents:
Show measurements in units of: eters | v
gsa R EES l M l

Style area pane width in Draft and Outline\rieq‘s:‘ 2.01 cm .
[] Show pixels for HTML features ...""""""‘
Show all windows in the Taskbar

Show shortcut keys in ScreenTips

Show horizontal scroll bar

Show vertical scroll bar

Show vertical ruler in Print Layout view

|:| Optimize character positioning for layout rather than readability
Print

Use draft guality

Print in background i
Print pages in reverse order
Print XML tags

Print field codes instead of their values

OooOooEO

Print on front of the sheet for duplex printing

-....

4
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Marking entries for a table of contents

1. Select a heading, e.g., main heading

[L] -|-1-|-"“_”|-|Ei1-|-2-|-3-|-4-|-5-I-E-l-?-l-s-l-ﬁ-l-ln-é
List Paragraph 1 Introduction

Mormal “Consumer Hé;t':hsmess with buyers’ everyday.

Mormal

ListParsraph - 9 Consumer needs and motivation

Mormal
ListParsaraph| 2.1, What is motivation?
Mormal In psychology, motivation is willingness to do something.

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

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

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

L LN

AaBbCcDe  AaBbCeDi! AaEbO ‘-AaEhﬂc . '%
[}\? _ Change

T Mormal T Mo Spaci. ‘. Head 1 I’ Heading 2 |_ | LT0ATIgE |
% ol St!.l'lES"

Slgsae*’ E

Click here to choose from additional
styles

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

-|-1-|- I‘T"u-e-l-z-|-3-|-4-|-5-|-E.-|-}'-|-E=-|-s|-|-1u-|5

“lllllll....

Rid .
é’ HEadlng 1 J

TSP Introduction
Mormal Consumer has business with buyers’ everyday.
Marmal

LstParagraph | 1 Consumer needs and motivation

Marmal
ListParaaraph | 1.1, What is motivation?
Mormal In psychology, motivation is willingness to do something.

For example, students study hard to gain good grades.
Or, you try to achieve the goal or task to
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3.1. If your heading has lost the text format, apply format now. (For example, applying numbering and changing the

font style and size to how they are supposed to be.)

Heading 1 1. Introduction
Mormal Consumer has business with buyers’ everyday.
Mormal

LitParagraph| ] Consumer needs and motivation

Normal

List Paragraph 1.1. What is motivation?

In psychology, motivation is willingness to do something.
For example, students study hard to gain good grades.
Or, you try to achieve the goal or task to

Mormal

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

] T

Heading 1

1. lntrnhuctinn

Mormal

Consumer has business with buyers” everyday.

5. Double click on the Format Painter ( this will copy the format so you can apply it elsewhere)

EEE:I\ = N I

-
- Home Insert Page Layout References
‘s L Calibri (Bod =l1E =
B y SNIE)
Paste:“j B U voabe x, % Aav||®7- A -
Cllpbaard'[ Font F]

Format Painter

6. Now apply the format you have copied with the format painter to all the other headings at the same level

cae T - I N e - e I N A I - T I I T

m Q Ie 1 1 1 1 1 1 1 1 Ii

Headina 1 1. Introduction

Marmal Consumer has business with buyers’ everyday.

Morrnal

ePasah - koConsumer needs and motivatiopi::

NDrma| ﬂ llllllll..ll.l.ll-llllIIIIIIIIIIIIIIIIIIII-'

ListParaaraph | 7.1, What is motivation?

Marmal In psychology, motivation is willingness to do something.
For example, students study hard to gain good grades.
Or, you try to achieve the goal or task to
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7. Press ESC key when you have finished.

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

9. Done!

Heading 1

Marmnal

Heading 1
Marrnal
Heading styles have——
been applied.

Marrnal

Heading 2

Matmnal
Marrnal
Heading 2

Matmal

Heading 1
Marrnal

Heading 2
Heading 2

Marrnal
Marrnal

Heading 3

TR
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-D-E]-1-|-2-|-3-|-4-|-5-|-s-l-?-l-a-l-a-l-m-n

1. Introduction
Consumer has business with buyers’ everyday.

2. Consumer needs and motivation

3. What is motivation?
In psychology, motivation is willingness to do something.
For example, students study hard to gain good grades.
Or, you try to achieve the goal or task to

3.1.Needs
Consumer refers to human reguirement

3.2.Goals
Goals are something to achieve a task in order to make
profit, to succeed, or to gain rewards. However, it often
involves some stress and ageression

4, Consumer behaviour and society

4.1.Ethics in marketing
4.1.1. The social responsibility of marketers
What is the social responsibility of marketers?
They need to make sure

4.1.2. The consumer movement
Rionm ranidlv rhaneed in snrierty Informatinn Terhnnloey
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Inserting a table of contents

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

|I| R -|-§-|-1-|-2-|-3-|-4-|-5-|-5.

erml Table of contents
Marmnal
Mormnal
Marrnal

2. References > Table of Contents

il
—-/ Home Insert Page Layout References
R T Add Text ~ [[;yInsert Endnote
': _T?Llpdate Table P@ Mext Footnote -
% || Table of ..' Insert : ”
frGontents = Footnote J Show Motes
"**fable of Contents Footnotes [

3. Table of Contents should appear similar to the example below.

(] -2-|-1-|-§-|-1-|-2-|-3---4-|-5-|-5-|-?-|-s-|-~3-|-1|:|-|-11-|-12-|-13-|-14-|-15-|-,3,

Hormal Table of Contents
Tz Heading

Contents
TOC 1 NI o s T U 1
TOC 1 2. Consumer needs and MOTIVETIOM. ... oo e e e eeeee e s eee e s e e e eee e e enenen 1
TOC 2 21 What is motivation? ...
T 2 2.2 BB e eeeeeeeeeceee et e e e et et se e
TOC 2 2.3 BB et e e e e e e e e e e m e e e m e e nnnee e enennene 1
T 1 3. COnSUMIET BN E Y U B T BT oo ee e e e e e e e enn e 1
T 2 3.1 B S T I BT B i I e e eneee 1
TOC 3 3.1.1. The social responsiBility OF MArKETEIS ..o e e s s e s s 1
TOC 3 3.12 The COMSUMET MIOMETIIEIE ..o oo e e 1
T 2 3.2 Bt o AT T o I T Tl oo [ OO OO 1
Marrnal
Mol |
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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

Marrnal

TioZ Heading

ToC 1
TC 1
TOZ 2
TOC 2
ToC 2
TC 1
TOZ 2
TOC 2
TOC 2
TOZ 2

Morrnal
Marrnal

|I| '2"'1:\_/:'9"1.1"'2"'3"'4"'5"'5"'
Table of Content

Contents

1. Introduction] .
2. Consumer needs and motivatio -~

-l

B 7

21 What is motivation? | —-
22 Meeds oo [, Paste
= e — 2 Update Field
3. Consumer behavicur and socie Edit Field...
31 Ethics in marketing ..
211 TTEETTr et Toggle Field Codes
312 The consumerm /A Font..
32 Advertising and publi ﬁ Paragraph...
i=  Bullets
—_ = Numbering

2. Click Update entire table > Select Update entire table > Click OK

Update Table of Contents

Word is updating the table of contents, Select one

of the following options:

) Update page nurmbers only

6] 4

] [ Cancel
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Tip: Update Table of
Contents
Press F9 to update Table of

Contents (TOC must be
selected first)
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