Word97: A Table of contents


Word can automatically generate a Table of Contents as shown below:
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Word does this by using Styles. A style is a collection of formatting, and there are some styles built-in to Word, which have "magic" properties, one of which is the ability to create a Table of Contents. You can create a Table of Contents from your own styles, but it is much more convenient just to modify the built-in ones.
The built-in styles are Heading 1, Heading 2 etc and you need to apply them to the headings in your document which you want to appear in the Table of Contents.

To apply built-in styles

Select the appropriate heading 
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Look on your toolbar for the Style box (it will probably display the word "Normal") and click on the down arrow (if you cannot see the Style box, try clicking on the More Buttons arrows on your toolbars) 

Choose the required heading style 

Repeat for other headings in your document

 

Changing the appearance of built in styles
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The built-in styles are unlikely to look as you would like them to, so you can change them if you wish.

From the Format menu choose Style… 

Click on the style name on the left hand side that you want to change 

Click on the Modify button 

Click on the Format button 

Choose Font to change the appearance of the text, Paragraph to change indentation and alignment etc 

Click OK and repeat for other styles as required

 

Inserting the Table of Contents

Position the cursor at the point where you would like the Table of Contents to appear 

Go to the Insert menu and choose Index and Tables 

Click on the Table of Contents tab 

Choose the format for your table and click OK
Tips and Tricks

To update the Table of Contents if something changes, click anywhere in the table and press the F9 function key. Choose whether to update the whole table, or just the page numbers. You will obtain the same effect if you right click on the table and choose Update Field 
Use the Table of Contents to navigate your document. Simply click on the page number of the section you want to quickly hop to 
Use the keyboard shortcuts Alt Control 1, Alt Control 2 etc to quickly apply the Heading 1, Heading 2 etc styles. Control Shift N reapplies the default Normal style
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