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Sets tone and framework for
the document
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Benefits of

][@@Mdm Provides readers a roadmap for
Table Of locating important information
Contents

Gives a more professional
appearance

Tech Republic, 2002 - https://www.techrepublic.com/article/teach-word-users-the-six-benefits-of-a-
table-of-contents/
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Add a Table of Contents in Word

170,680 views = Jul 17, 2018

Microsoft 365 &
411K subscribers


https://youtu.be/PgwS6Y8wvMs

B" Microsoft | Support

Word Help & Training / Lay out pages / Insert a table of contents

Insert a table of contents

Waord far Microsoft 365, Word for Microsoft 365 for Mac, Word for the web, Mare...
A table of contents in Word is based on the headings in your document.

Windows macOSs Web

Create the table of contents %

Word uses the headings in your document to build an automatic table of contents that can be updated

when you change the heading text, sequence, or level.
1. Click where you want to insert the table of contents — usually near the beginning of a document.

2. Click References > Table of Contents and then choose an Automatic Table of Contents style from
the list.



https://support.microsoft.com/en-us/office/insert-a-table-of-contents-882e8564-0edb-435e-84b5-1d8552ccf0c0#PickTab=macOS

Insert your

first table of contents &

Create, update, and customize a table of contents

You don't need to wait until your pages are finalized; inserting a table of contents can be an

early step in creating your document. As the pages of your document develop, Word helps you
keep the table of contents up to date.

This doc isn't just for reading, it’s for trying too. Watch for the Try it text in red
throughout this document so you can learn by doing.


https://go.microsoft.com/fwlink/?linkid=2065106
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We hope this issue of Tips and Tricks is useful!
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